Club Websites — How to Insert Documents to Download

1. Using the HTML element.
Create an Information Page
Sign In > Dashboard > Information Page

Enter a Title for the Information Page

Within the Layout click the HTML element and select the </> icon, this enables you to edit that
element.

@ Clipboard, keyboard shortouts, etc.  Use existing layout: | (Ne
Please ent® your page detail here. This can be HTML or text. To edit click the first menu icon on the small HTML menu that appears when you click on this text. Please use the elements on the right if you wish to
onstruct a richer page content with headers, images and layout grids.
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Please enter your page detail here. This can be HTML o text. To edit dick the first menu icon on the small HTHL menu that appears when you dlick on this text. Please use the elements on the right if you wish to construct a richer page
content with headers, images and layout grids.
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Remove the text within the HTML element, and click the media icon.
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Edit HTML

HTML
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Words: 54

This will display the media library where, if you haven’t already done so, will need to import the
document(s) to.

You can either create a new folder by selecting ‘Create Folder’ or import them into a folder that has
been created.

Select the folder you want to Import your documents to > Import button.
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Click the ‘Click here, Drop files or Paste images’ > this will display your desktop.
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@ Open
4 = » ThisPC » Home Drive (Z:) v O
Organise +  New folder
& Downloads A Name Date modified Type Size
b Music £ GMs /2 Microsoft Word D...
=I Pictures | Fl 2 Microsoft Word D...
B videos & Error GIF File
Local Disk (C3) DesignOrchard GIF File
— New Volume (09 &) Designrrar GIF File
4 Amendments Refunds Cancellation 15.02... Outlook ltem
= mailarchive (\\phoenix
% Copy of DD Feb 2013 Microsoft Excel W...
= Finance (0;) =
@ Tabard_FurtherComments Microsoft Word D. create| A .
= Personnel (P:) [& Tsbard_v2 PNG File reate [ A0y
== Public (\WDSENTINEL & Tabard_v1 PNG File
= Departments (5) 5] Tabard_RequirementExample PNG File
= Public Installs (T:) 8 TabardFixtures PNG File
= s 51 Havant_CardSettlement_{stFeb - Correct Microsoft Excel C
@' Havant_CardSettlement_IstFeb Microsoft Excel W...
= Sage (V) .
b Status_MonthlyTransactions GIF File
= Public (%) ¥ [§ MonthivTransactions DDFeb GIF File
File name: | | |AnFies

rop files or Paste images

Open |+ Cancel

Find the document you want to Import > Open, this will Import those docs into the folder > Close.

Media Folders > Docs Create | Any

#& My Computer
Q Web Search

@ Media Url

I files or Paste images
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From that folder select the documents you want to add to your Info Page. You can select more than
one by hitting the CTRL + clicking each document using your mouse. Click Select.
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This will display in the HTML element as download, but can be renamed by highlighting the
Download and selecting the insert/edit link icon.
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D@ Insertfedit link

a » span Words: 1_:

Under Text to display, add the text you want to rename the download too.
e.g. HERE or document name.

And hit Ok.
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Insert link

url ‘!MediafFirslSpurtsDemafDucsfFS\—1 .docx

Text to display [HERE|

Title ‘

Target [ New page

Once all documents and information have been added, click Save.

HTML
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First Sports Dema

Testing Document Downloads and how to change text.

Iﬂ:m wiew the documents below:

F5] Document, Click HERE
GMS Desurment, Click HERE

Wonds: 24‘

Scroll down, select Publish Now and Save.
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Select View Website > select the Info page you have just created.

HOME TEAMS ~ MEMBERSHIP EVENTS ABOUT NEWS GALLERY

Rugby Test Docs

Fri 16 Feb 2018 11:30 AM

First Sports Demo
Testing Document Downloads and how to change text.

Please view the documents below:

FSI Document, Click HERE

GMS Document, Click HERE




