
Posting District Newsletter on District Website Using Internet Explorer 
 

First, save the newsletter on your hard drive where you can find it. 

Log into the District website. You will be taken to the Admin Page. 

On the left side under Home Page Editing, click on Site Pages Management 

Go to the District Newsletter Line. To the right, there are 3 icons. Click the first icon on the left that looks like a 

magnifying glass. 

 

In the District Newsletter window, scroll down to the bottom and click on Edit Download Files. 

This takes you to the window of Downloadable Files. You will see the other newsletters that have been 

downloaded. 

In the top right corner, click the Button Add File 

 

  



Click the Browse Button.  

Navigate to where you saved the newsletter. 

Enter a title for the district newsletter 

 

Do not click Show in Home Page or Show on All club Sites. 

Click the Save link to the right. 

At the top of Internet Explorer, click the button to add a new tab.  

 

Click the small square to the right of a tab to add a new tab 

In the new tab, go to the District Website Admin page.  

 



 

You should now have two tabs open. One still displays the Newsletter download page and the other displays 

the Admin Page. (See circled tables above) 

On the Admin Page, in the Home Page Management group, click on News Management. 

 

  



You should see the other newsletters listed. 

 

In the upper right corner, click the button Add Items 

Enter the name of the current newsletter. 

At the top, click on the Internet Explorer Tab where you have the Download Files Page displayed 

 

To the right of the Newsletter file you just added, click on the Magnifying Glass Icon. 

This opens the newsletter in a new window. 



 

In the address bar at the top of the browser, select the URL address and copy it.  

You can close the window. 

Click on the Internet Explorer tab where you have the Newsletter Page open for the current newsletter. 

Click the Pencil icon to the right of the current newsletter to edit the story. 

Enter the text: Click on this link to view the newsletter Click Here 

Highlight the Click Here text 

In the toolbar, click on the Insert Hyperlink button. It looks like a globe with a chain link on top. 

 

  



When the new window opens, paste the URL into the box that has http://.  

You need to delete the http:// text before you copy the new URL Address in. 

 

Click OK. 

Scroll down and click the Save Button 

 

  



Go to the home page and test the link 

 

If everything works, then, you can close all of your windows. 


