How to add a new document to OGR website

1. In Drupal (web creation platform), click “Add Document” at top of page
2. Enter Title of document (as you want it to appear online) and then click “Choose File”.
3. Select the file from the dialog box that pops up and click “Open”. The box should close and you should see the name of the file listed.
4. Scroll to bottom of page, click on drop-down arrow next to “Save As”. Select “Published” and then “Save”. If you do not select “Published” the document will not be accessible via online even though you will be able to post the document in the page. 
5. Select page you want to place document in and click the “Content” tab for that page.
6. Click on “Section Content” of area in page you want document.
7. Place cursor in content area where document should go and then click on the icon that looks like a piece of paper with an arrow pointing down in the middle in the menus bar above the content section.
8. A dialog box “Insert Media Download Link” should appear. Scroll down till you see your file that you recently published and select in by checking the box next to the file. Then scroll to bottom to click “Select File” and you should see the file appear in the content section.
9. Scroll to bottom of content page and hit “Save”. Now the document should be good to go online – usually takes about 10-15 minutes for it to appear.
