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How to add a newsletter into the news forum



Click on the login link. 

N.B. You may need to 

scroll to the bottom of the 

page so that you can see 

the login link.
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Enter your login 

name, password 

and then click on 

the login button.
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You’ll see now a reply option on the posting at the 

top of the news forum. Click on this “reply” link.
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A new posting will appear at the bottom of the page. 

Scroll down the page to view it properly.
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Now enter a title for 

your newsletter and 

the text in the main 

text area.
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Once you’ve finished creating your text scroll down to the 

very bottom of the page and click in the “browse” button. 

This will open up a popup box.
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A popup window will 

appear. Browse to the 

place on your computer 

where you newsletter is. 

(I have put my newsletter 

onto my desktop).

Double click on the file you 

want to add to the news 

forum, or click once on it 

and then click on the 

“Open” button.
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Then click on the Post 

to forum button.

The popup window will disappear and you’ll see that the 

“path” to the file has been entered in the attachment field 

next to the browse button.
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Your new posting will 

appear directly 

beneath the top title 

posting 

and 

you’ll be able to see 

the newsletter that is 

attached to it.

Newsletter Page 10


