Media Section, uploading a document:

Once you are logged into your school's website, hover over the
dashboard icon at the top of your page and click on dashboard:
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On the left-hand side of your screen click on Add New, which is below
the media icon
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Scroll down on the media upload page and click on select files

Drop files to upload

or

Select Files

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 5 MB.



Select a File from your computer (I am using an Apple Macintosh
computer, the process on Windows will be the same just with Windows
Branding instead)

< ‘= v 3+ [ Documents Q

Today Date Modified
@ School Publications 1.png Today at 9:0 3 R
£ School Publications 1.psd Today at 9:02

Once the file is uploaded click on Copy URL to Clipboard

School Publications 1 ; _
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Editing Bulletin Links

In order to edit a document’s link, you need to highlight a piece of text
and click on edit
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Another menu will show up after this, click on link options
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Once Link Options is clicked on you will have two main choices: You can
change the URL, the Link Text or both. The URL would be the location
of the new document as a web address (copied to your clipboard as
covered in the Media section of this document) and the Link Text is
what appears on someone’s screen.

Insert/edit link X

Enter the destination URL

URL | https://westvancouverschools.ca/westvancouvel

Link Text | WVSS Bulletin October 13, 2022

D Open link in a new tab

Or link to existing content

Search ‘

H No search term specified. Showing recent items.
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Creating a link to a new PDF

Type out a new line of text such as: WVSS Bulletin October 20, 2022

Then highlight this text and click on insert/edit link
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Then paste the URL as copied from the media section of this
document. Then click on apply.
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