How do | upload a file in FinalSite?

1. After logging in to FinalSite, navigate to the site manager and select File
manager.

y Published Unpublished Page Manager Site Manager Support o X

ADD PAGE | MOVE | DELETE

w basic controls

)

——

2. Select Upload Files
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CAIU_Expense_Reimbursement_Form.doc 25 KB 06/23/10 08:57A SN x|
CIMGO0006.JPG 2.4 MB 05/26/10 01:36P W LH
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How_do_I_create_a_Focus_Group_in_Performance_Tracker.doc 27 KB 06/04/10 09:23A QH
Parent_access.doc 921 KB 09/23/10 09:40A SN x|
Parent_access.pdf 953 KB 09/23/10 09:40A (N x |

3. Select Browse

+ upload files + new folder bulk delete  settings

Upload Files

Select files to upload into the current folder.
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4. Locate the file in your H:Drive, desktop or wherever you have saved the file.
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5. Select the file and click on upload.
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Upload Files

Select files to upload Into the current folder.
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6. You should now see the file in your File Manager and go back to the page, create a

link and link to it.
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