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  Promotions/Monthly Circulars - How to upload a .pdf

  
    This article is for Standard and Above who have the ability to create new pages.

   .PDF versions of circulars can be added to any page using the WYSIWYG

Type your sentence (i.e. Monthly Specials) in the content box.  Highlight the words and click on the upload button:



Click "Choose File":



Choose the file from your computer by either double-clicking on the file name, or clicking on the file and then clicking on the "Open" button:



Your highlighted text will change color to indicate that the hyperlink was saved.

Scroll down to the bottom of the page and click on "Save Changes"




NOTE: If the file is over 5MB the PDF won't save.

 

You can reduce the size of your PDF at one of the below sites.

	https://www.adobe.com/acrobat/online/compress-pdf.html
	https://smallpdf.com/compress-pdf
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