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Uploading a document and making it available for general download 

1. Go to Workflow -> Publisher Library -> Add File 
2. Upload your file 

 
 
While uploading, you can name your file and assign it a type. This is primarily for your own 
overview. 
 
If you want the file to be accessible for everyone, not just your editors, you should check the 
checkbox ‘Public Access’.  
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After uploading, you can press the triangle -> edit to see the file and access it’s link: 
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This link can be used to, in a place of your choosing, make a link to the file. It will be 
downloaded immediately when clicked. 
 
You can make a link through the ‘link’ icon in the text editor. For example: 
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