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This quick tutorial will allow you to add documents the MUN
Documents website. It is very important that youléav these instructions
carefully when adding documents, or you risk deging other portions of
the site.

4 Close

If you are adding a document and something doesvgmng simply close
the program and contact RJ Shepard, ***-***.x*%*x

The Six Steps to Add a Document
Step 1: Logging into Weebly
The MUN Documents page was created using an Intepnegram,
Weebly. Therefore, editing is done through the sgmegram. So, go to

http://www.weebly.com/and find the “Existing Users Please Sign In”
portion of the front page.

Username: mundocuments
Password; ***x*x*

DO NOT disclose the username and password to anyargide of the
HTHMUN program.

Step 2: Open the MUN Documents Page



After logging in you will be sent to the page belows you can see under
“My Sites” it says MUN Documents. Click Edit Siteyhich is located
directly to the right of MUN Documents
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Step 3: Find the Page You Are Editing

When you first click on “Edit Page” the screen widad and you will be
sent to the Home Page of MUNDocuments.org. To fihd page you want
to edit click “Pages” at the top of the screen.
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Step 3.2: Find the Page You Are Editing

As you can see there are a number of pages at MWNuhents, but you
are only interested in the one you are adding doewnts to. So, find your
committee and click on it. The image below uses ¢xample of WHO. Do
not worry if the page says “(Hidden)” next it, this for the main
navigation. But once you have found your commiteesd clicked on it, hit
“Edit This Page.”

Step 4: Adding Your New Document

You should now be at the committees web page. Nmwye down to the
bottom of the page so that you are at the end ahealother documents.
What you are going to now do is add a “Paragrapthwiitle” and a “File”
onto the page. To do this click “Text and Pictured”the top of the page
and then simply drag a “Paragraph with Title” to evrk you want. See
image below.



Now do the same thing, but this time for a “Filg"File” located at
“More” tab) Be sure to add the “File” below the araph you just added.
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You should now this at the bottom of your pageydfu accidentally drag
in something that you do not want simply hit the™Xt the top of its
rectangle to delete it.



Step 4.2: Adding Your New Document

You now want to change the title and descriptionyolur document. To do
this simply click where it says “Title. Click hete edit.” Just click and
type in your new titleDO NOT customize the font or size or anything
when doing this. Do the same with your descriptinyour document.
Type the information in the “Paragraph. Click hdpeedit” box.

After you have added your document name and desiompyou need to
upload the file. This is done by simply clicking ¢he piece of paper next
to “Click here to upload file.” Then at the top tifie screen click “Upload
new File.” Find the file and let it load. (View inga below for uploading
file.)
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Step 5: Closing Weebly
After you have finished steps 1-4 and are happyhwiour title,
description, and file simply click “Close” at thep.

DO NOT under any circumstances hit “Publish.” Th$sVERY BAD, so
don’t press it.

Step 6: The Confirmation

To ensure that all documents are of the highestlityygour files must be
reviewed by RJ Shepard before they are sent onlinaarder for this
process to be as smooth as possible send an emallis format:

To: MUNdocuments@gmail.com
Subject:Committee - Title of Your Document
Attachment:Your Document

Subject:Your Description

(See email below for example)

If the email is sent in this format it will allowhe review process to be
significantly shorter. Therefore, the document wik online quicker.






