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TOWN COUNCIL




ADDING AGENDAS WEBSITE
Adding Agendas

· From the drop-down menu ‘Town Council’ the option ‘Agendas and Minutes’

· Form the list choose the meeting you are adding an agenda for (ie Full Council)

· Click on this and you should now see a table

· From to tool bar at the top of the page, choose ‘Edit Page’, this will take you into the editing area.

· Click into the ‘Agenda’ column and at the start of an existing item (ie Agenda 06 July 2022) click return. Type in the new item

· Now go to the ‘Add Media’ at the top of the page

· Choose ‘Upload Files’, then ‘Select Files’ and choose the relevant agenda pdf and click ‘Open’

· Now in the ‘Media Library’ click on the agenda file, and from the right-hand menu choose ‘Copy URL to clipboard’ 

· Go back to the page editing area, and highlight your agenda title and click the ‘Insert/edit Link) button 

· This will open a text box, where you will now paste the URL.  Then click the blue arrow ‘Apply’ 

· Then click the ‘Update’ button from the right-hand menu.  

· From the top of the ‘Edit Page’ area you will see a green line, to the right of this will be ‘Page updated. Click on the underlined ‘View page’ to check the changes. 
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