
Basics of Adding A New FILE 
 
  

 

Click on “Turn editing on” 
  
 

 

Select a topic 

 Click on the plus sign to add a resource 

 Click on “File” 

                  

 Name your file in the space provided 

                                   
Enter a brief description. 
Scroll down the page to get to “Content” as 
seen in the next row  

    

 

 
To add a file click on “Add” 



Basics of Adding A New FILE 
 

 

Select “Upload a file” 
 

 

Click “Choose File” 
 
After selecting your file click on “Upload this 
File” 

 

File will appear 
 
Scroll down and leave settings at default 

                               
Click on this button and you are finished! 

 

 

 

                                            


