This process is to get an PDF straight from a Menu Button Click

For this you need to log in as admin. Go to the top menu Content then Pages then File Manager you will
see this screen:-
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* If there isn"t a folder you want there, this is where you create new folder *

You select the Term calendar folder (click to open) you will see this next screen :-

[@ 51 Plun 3 Cathalic Primary Schea! - il Manages - Wazila Firefos BT |
B Edt Yew Hgory Doclmarks - Tock Hel

6 = & Wi | et schooeetne sulstpasa o deintasace chTmact=FioManagn. el st advin sn_=4S8t581 el _pattesitugloaditcF e Colends U - | [IG2-] derder Soda @ -
iy St by B Pl - il P Webske desigh _ FreePhited | Techatl | Damees busiest _ BabyHes | Florrg  Pokee vl [ Sooeia Gttt 4 [T Googe Callerciar @ Shar on Lkietls | Linkedi]

@ Desbler [ Cookies (L) C55+ ] Foerar @ Dmagess () Information: | Moo " Outines | § Resier 0 Tocke (4] Ve Souver | Optons® v 0 O

g 53 Phan X Cotloolic Frimery School i) | By 32 P Catbokc Frmsary School -l | W ke 143007 2o Lokstuoniod

‘* CMS Made Simple Admin Console - St Pius X Catholic Primary School Welcome: lisa
= Content Lavout Users B Groups Extmnssong Site Admn

Wy Praforanced

File Manager i) Moduls Helo | @ Comemunity Hielg inew medom)
£ | usond thus-§ Sacimon

Crasts naw dredtory:

]
| Current path: fuploads/Term Calendar

Filmisds Fibenwn:

e P rms Size

g Fa 2006 S

weeredata (84 &7k 10/345 5000 1m0 el gl 300
i file and O subdwectorias

[Move ehe setacted files ]| Sesect targat due i mvescomy

_=l[ox]

2 Bk b Mt

= @ o
T e e T

llwww.myschoolweb.com.au

S IEPTR ET ... Rt




You then click on the Upload Files tab. You then see the next screen :-
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You then click the browse button to find the PDF on your Machine (you can upload five at once if you
like) then click OK.

You then will be taken back to the previous screen, with the file in the list.
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While you are on this screen you click onto the PDF (It will one into a new page) and copy the whole URL
(address of the PDF on the website) see picture below.
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Return to Content then Pages and find the Term Calendar Page and open it (click on it)
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You will see this page, you then delete the URL here and Paste the one you got earlier, and then submit.
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