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Editing

To edit – click ‘edit’ section – narrow down search options by using the ‘filter’ button.

To edit existing documents and publish new, ensure that you press save otherwise changes will not been seen on the website and you will loose the data. You can work on the website when ‘live’.

If you accidentally DELETE documents AFTER it has been published there may be a chance of recovering it in the ‘revisions’ section – just click ‘edit’.
URLs

For each new event a new title is created, this will automatically create a URL on your behalf.
Links 

Copy and paste URL link from external websites into the ‘link URL’ so no mistakes are made. Ensure that ‘http’ attached at the start of the URL.

The title of the link will not be published on the website.

Dates 

You can attached expiry dates to documents so they automatically remove themselves from the website. Less maintenance work. 
This also works the other way round, so you can attach a document however put a future date for publication.
Uploading Documents
To upload documents to news and events you must upload the document first!

You can then use the document for numerous things such as events, news etc
