Instructions to Add A File Into the Portal
Note:  Only authorized individuals will be able to edit  certain areas within portal.

1) Go to the Area you would like to Add An Item.  
2) Click Edit on the right hand side.  (Note:  If you do not see the Edit link, then you don’t have adequate privileges to add items to this area.)
3) Click Add Item.  The below screen will display.
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4) Choose the item type:  File,  then Choose ‘Next’.

5) For a file the following screen will display.
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Click Browse to locate the Document.
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6) Select the document to Add, then click open.

7) Type a Display Name  (REQUIRED)

8) Type a description of the type (OPTIONAL)

9) Click ‘Finish’

10) Once the document is loaded, you will exit out of the wizard and return to the page to view the document.

11) To get out of edit mode, click View on the right side.
To Edit An Item Previously Inserted Document

1) Click the [image: image4.bmp] next to the document.

2) Make changes, then click ‘Finish’.
To Delete A Document Previously Inserted

1) Click the [image: image5.bmp]next to the document.

2) Click Yes to confirm.
Questions/Problems:  

Please contact on of the following:

Hendrik Browne at 806-4385.

Tom McKinley at 806-4343

Michelle Walker at 806-4615 
