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Primarily use PDF Createan RTF tor ALL DO NOT
files on your PDF files you upload. place your PDFs
website. This is for ADA compliance. RTFs inside a Text
download as Word documents :
Word documents or JPEG (editable by the user, but will not Window
images should rarely, if ever, affect the file on[ine)_ COmpOnentl

be used as downloads.
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'vpe drop-down menu.

2.0nce your component is created, ¢
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ick on it to access the "Add Download" option.

Order By:  Please Select dll 1:Sort
Food Vendor Agreement (District Food Vending Agreement - Fillable... ) item details € Delete
Food Vendor Agreement (.rtf) (a=e651c0_RTF.rtf) itemn details € Delete




BEEELIN © Delete Selected

©

Il Food Vendor Agreement (.rtf) (a=e651c0_RTF.rtf)

] Food Vendor Agreement (District Food Vending Agreement - Fillable... ) item details
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item details
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© Delete

€ Delete

1.Click here to uploac the PDF you want to add to your site.

| 2.0r,if youhave multiple PDF files, you can Bulk Upload them.

a. This WILL NOT create the RTF file - you will need to go back to each PDF and

dragging.
a.MAKE SURE the

Mmanually CﬂOOS@ (O aoo dl I'( I‘.
3.Your list of downloads. They can

oe rearranged to a new order by clicking and

RTF stays JUST BELOW its

PDF. Otherwise the formatting on

the webpage wil

look off. o




Add A New Download

1.Write the name you want —
displayed for your PDF. oowniad it

2.0PTIONAL: if you want the B
POFtocppesr o diapper -5
on certain dates, add those

here.
3.Choose the file you want to

P

upload. ITMUST BE A PDF. . |
No periods in the file See *Adding a PDF or

: Download" Tutorial for more
name.

[J Resize image information on using these

MNOTE: This only applies to newly upload OpthﬂS FOl’ nOW, |eave them
lcon: | Choose File | No file chosen b|ank,

4 Keep this box
checkmarked to
automatically create an
RTF file of your PDF.

b.Click- Save, or Save And
New if uploading more files.

[ ] Use icon as download link

Required Photo ALT text:




€ Delete Selected

Food Vendor Agreement (District Food Vending Agreement - Fillable. . )

L

BREEELUN € Delete Selected

O Food Vendor Agree .

item details € Delete

CJ Food Vendor Agreement (District Food Vending Agreement - Fillable.... ) item details © Delete

f you forget to create an RTF, OR if you bulk upload files and need to create the RTFs:

1.Click the title of the PDF in the list.
2.Scroll down to the "Create RTF Version" button. Click on it to create your RTF.

a.Depending on the PDF file size, this can take a little time.

o 0. Anv other changes made to the Download will not save after clickina the RIF

button, so save your work!
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PDF version.
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Our school offers students the chance to develop skills@u Fon

five and six. Our band and orchestra students perform at festivala\§

1. DONOT add a PDF in a Text Window!
2.Adding a PDF this way will only create the PDF link - with no way to add an RTF link. |
~Thatis out of ADA compliance!




Kendra Burt
Digital Media Specialist

\ F KendraBurt(@cusd.com
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