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UPLOAD	  BULLETIN	  PDF	  TO	  WORDPRESS	  

Step	  1	  :	  
Ensure Bulletin filename is without spaces, such as Bulletin_5Apr2015.PDF . Change spaces to underscores if 
needed. 
Ensure the file is stored on a drive you can reach from this computer. 
Also note that file cannot be larger than 8MB. 
 

Step	  2	  :	  
Login to WordPress and select ‘Media’ then ‘Add New’ 
 

Step	  3:	  
Upload your Bulletin PDF file.  You can drag and drop it onto screen, or you can use the ‘Select Files’ button. 
 

 
 
 



Once completely uploaded, the system will spend a few minutes to ‘crunch’ the file.  Then you will see: 

 
 



Step	  4:	  
From the menu, select ‘Pages’ then ‘All’. 

 
 
Page through the list of pages until you find ‘View Bulletin’ 
Or, use the Search Pages area on right side and enter ‘view bulletin’ 

 
 
 



	  
 
Hover over the ‘View Bulletin’ page name and a menu will appear below.  Press ‘Edit’. 
Then ‘Edit Page’ will appear.  You need to change the file name highlighted at bottom of this screen 

 
 
Select just the filename 

 
And replace it with your new filename.  It has to be exactly the same. 

 
 



Step	  5:	  
Change the filename in the second piece of code to be the same bulletin filename as used above.  This will 
update the ‘Download Bulletin as PDF’ button: 

	  



Step	  6:	  
Then scroll down until you see ‘Preview Changes’ 

 
 
Press ‘Preview Changes’. 
 
You should now see a new browser tab with the ‘View Bulletin’ page displaying the Bulleting you just 
uploaded. 

 
 
Also test the ‘Download PDF here’ button below the displayed bulletin, and ensure that it downloads the correct 
bulletin: 

 
 
 



Step	  7:	  
Go back to the Admin tab where you pressed ‘Preview’, and now press ‘Update’ 

 
 
 

Step	  8:	  
Once the page refreshes, to complete testing, go back to the previewing tab on our website and press ‘Home’on 
the menu of that page. 

 
 
Then scroll down until you see the ‘Bulletin’ icon and text 

 
Click the icon or text ‘Bulletin’.  It should take you to the same page with the new bulletin displayed. 
 
That’s it!  All complete. 


