How Do | Add a File to the Home Page
= To add an existing file to the Home Page or other folder:

1. From the Home Page or folder, click Add File.
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2. Choose Browse for Files. The Get Files screen appears.
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3. Click My Computer. Your computer's file browser appears.

Note: You may also select files that already exist in File Manager rather than
browsing your local computer.

4. Double-click the desired file (or select the file and click Open). The file
automatically uploads and appears as a link on the Home Page or folder.

—> To create a new file and link to it;
1. From the Build tab, click Add File.
2. Click Create File.
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Create File
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If you want to format text without typing n the HTML tags, tum the
HTML Creator on.
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o filg will bg saved in File Manager in the Blank folder.
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3. Enter a name for the file.

4. If you want to use the HTML Creator, next to HTML Creator, select On. It may take a
minute for the HTML Creator to load.

5. Inthe Content text box or the HTML Creator editing area, enter your content.
6. Click Save.
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