
Instructions for Updating Your Website 
 

 

 

If you are uploading new documents, go to Media first and upload the pdf. Click on Media. 

 



 

 

 

 

 

 

 

 

 

 



Once the content is loaded, go back to the Dashboard and click Page and select the page you will be updating. 

 

 

 

 

 

 

 

 



If you are changing out a link to a PDF on a button you will go to the page the button is on and go to the button you are 
updating and click on the gear wheel. Place the link to the updated pdf. 

 

 

 

Uploading Images 

 

 



Hover over Media and click Add New or click on Media as referenced above and upload from there. Once the image is 
loaded, go to the place you would like it placed. Open the module where you would like to place the image. Click where 
you would like the image to go and click on “Add Media”.  

 

 

 

 

Choose the image or images you would like to add. 

 

 

The image should now show up in the module. Make sure that all images are resized before loading so not to slow down 
the site with large images. 
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