STEP 1: LOGIN TO WORDPRESS

pat.mcgonegal@juneafx
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— STEP 2: NAVIGATE TO WEBPAGE WHERE PDF WILL BE LINKED - It is usually easiest to just type in ‘beta.juneau.org’ in

the address bar of the browser you logged in with and then use the main CBJ menu to locate the page you want to update.
PLEASE NOTE: You must be in the same browser you logged in with--do not log in with Firefox and then

try to edit in Internet Explorer. It won't work.

STEP 3: ONCE YOU ARE ON THE PAGE YOU NEED TO EDIT, CLICK THE ‘EDIT PAGE" LINK.
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PS - IF YOU DO NOT SEE THE BLACK BAR WITH THE ‘EDIT PAGE’ LINK, YOU ARE EITHER NOT LOGGED IN OR
ARE USING A DIFFERENT BROWSER THAN THE ONE YOU LOGGED IN WITH.



STEP 4: IN THE EDITOR, LOCATE THE SECTION OF THE PAGE YOU NEED TO EDIT
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STEP 6: LOCATE (OR ADD) THE TEXT YOU WANT TO LINK TO THE PDF AND HIGHLIGHT IT. Once it is highlighted, copy it
to the clipboard (CNTRL + C)-- you'll understand why in a the following steps. Leave the text highlighted and continue
to Step 7.
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STEP 7: CLICK THE ‘ADD MEDIA BUTTON.
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STEP 8: LOCATE YOUR PDF IN THE MEDIA LIBRARY. If it isn't already online and you need to upload it, continue
to Step 9. If it IS already online, skip to Step 10.
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STEP 9: IF THE PDF IS NOT ONLNE, CLICK ‘'UPLOAD FILE' AND THEN USE THE ‘SELECT FILE' BUTTON TO LOCATE THE

FILE ON YOUR COMPUTER.
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STEP 10: ONCE THE PDF IS SELECTED IN THE MEDIA LIBRARY, ENSURE THAT THE CATEGORY IS CORRECT FOR

YOUR DEPARTMENT. THEN PASTE THE TEXT YOU COPIED FROM THE WEBPAGE (STEP 6) INTO THE ‘TITLE" FIELD. IF YOU
DID NOT COPY THE TEXT, YOU WILL NEED TO RETYPE THE TEXT YOU WANT TO APPEAR FOR THE LINK IN THIS

FIELD. ONCE THE TITLE AND CATEGORY ARE CORRECT, CLICK THE ‘INSERT INTO PAGE' BUTTON.
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STEP 11: ONCE YOU HAVE CLICKED THE ‘INSERT INTO PAGE' BUTTON, YOU WILL BE REDIRECTED TO THE
PAGE EDITOR AND THE LINK WILL BE CREATED. REVIEW THE LINK TO ENSURE THE TEXT IS AS YOU WANT.
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STEP 12: I[F ALL IS AS YOU WANT, CLICK THE ‘SAVE' BUTTON.
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STEP 13: ONCE YOU HAVE CLICKED ‘SAVE' ON THE SECTION, USE THE ‘PREVIEW' BUTTON TO PREVIEW THE PAGE AND
ONCE AGAIN VERIFY THAT THE LINK FUNCTIONS AS IT SHOULD. IF IT DOES, CLICK THE ‘UPDATE" BUTTON AND YOU

ARE DONE! :)
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