[bookmark: _GoBack]Add a Document to MyLo Website

Login to website (only an administrator can add a document)

Go to Webpage and Choose New Draft
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When Edit Page opens, scroll down to Body Section
	Note:  You may have to wait for the contents of the Body Section to appear.  
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In Body Section
 Type name of new document on the Webpage Starting Right after the word before where you want new document name to appear
Don’t format at this point
In a bullet list do not just add to top of list as a bullet.  Invisible code will prevent from displaying correctly or link to wrong document
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Move word(s) using keyboard
	Don’t copy and paste to where you want the document name to appear.

Format using the menu buttons
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To Add Document

Highlight Word(s) and then Click on the Picture Icon to open Media Browser
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Upload the File on the Media Browser Page
1. Choose a Tab based where file is located
· Upload Tab (the default)  - If file on your computer 
· Web Tab - if  file is  on a website
· My Leagues’ File Tab  - if document already uploaded
· My Files - if you uploaded file 

2. Click on Choose a File
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Once File is chosen file name appears - Click Upload
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Once uploaded (Choose File button will no longer be displayed)
Click Next  
	Click Remove if wrong file was uploaded
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On next screen
1. Choose “Public local files served by Webserver” (Default)
2. Click Next	
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On Next Screen
	Choose “I have permission to use this document on this website”
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Scroll down
1. Choose type of Document such as “Newsletter”
		If type option does not fit, choose “Current Member”
2. Click on Save
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Next screen
1. Choose “Link” from drop  down menu to create hyperlink		
2. Type a file description
Example:  LWV ABC April Newsletter
	The Description is used for searches
3. Scroll Down and Click Save
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Document link will now appear on webpage
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If there is a problem start over, erasing what you did using backspace – don’t highlight and cut or delete.

Document was likely uploaded so don’t upload again.  Choose file from the “My Files” Tab in the media browser – it should be the first file in the list.
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@ 1 have permission to use this document on our website *

As the individual uploading this document, you confirm that you have the right to do so and take responsibility for this action. Please
remember that all documents and images that are used on your site are intellectual property, and are subject to IP and copyright laws.

The following language is from LWVUS:

When including images in League materials, be sure to review each image’s permissions closely before incorporating it. Using photos and graphics in League
materials — including social media posts and newsletters — without the appropriate permissions can open up the League to legal action or fees. Even if your
League has used photos in the past without permission, you can still be charged thousands of dollars in retroactive licensing fees. Incidents like these are not
unique, and all Leagues should make efforts to avoid these types of situations. To help Leagues do so, here are some recommendations from LWVUS:

1. Use your own images. You always have ownership of the photos you take — you can never go wrong with using something your League has created.

2. Use images from the LWVUS Flickr site ( https://www.flickr.com/photos/leagueofwomenvoters/albums ). All of these images are owned by the League of
Women Voters and licensed for use by local and state Leagues.
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