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1. Select 'Documents' on the navigation bar and select Create a folder. This
allows you to create a hierarchical arrangement of folders and sub folders if

necessary.
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2. Add the name of your folder and SAVE.
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3. When you select “upload a file”, this box will appear. You can upload multiple

files in one go. Simple select them from your computer.
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4. The file is now uploaded to the folder and you can continue to build your

document library.
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Welcome to Organisations

Organisations who are currently doing programmes
and projects in schools can list and brand themselves
and connect with the school community where they are
working.

If you're one of the thousands of organisations with a
mission that aligns within the broad category, you want

Near

to be included in A Better Africa Network. Ensure that your organisational profile and
details are uploaded onto this platform and members are invited to join. The benefits to

your members are the inclusion into a growing knowledge-based network, creating

connections and allowing access to opportunities and multitudes of collaborations.

The basic listing is free and we ask only that you follow our community standards,

engage with your community and keep information current. A subscribed listing gives

you the tools to build your ecosystem.
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Enhance this space. You can add
images, videos, links and more.

5. Let's assume you want to create some easy links to the document library with

another section of the profile.

6. Open the content into which you would like to incorporate the hyperlink.
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Organization Overview

rovide information about what the organization does.

Background & History

Provide information on the background and history of the organization.

Management Team

Provide information on the organization management team.

Enhance this space. You can add
images, videos, links and more.

Newsroom

Provide links to press releases and news about the organization.

7. Highlight the section to be hyperlinked and select the hyperlink icon, the one

)

before photos that looks like a chain link.



Insert/Edit Link

Specify the wiki, profile page or external web site to link to:

does.

* For links to external websites use http:// or https:// at

the beginning of the link.
« For links to other documents on this site paste the
target URL or type the name of a wiki page.

8. Insert the copied URL as shown above.
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Enhance this space. You can add
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Organization Overview
Provide information about what the organization does. _

Background & History

Provide information on the background and history of the organization.
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Management Team

Provide information on the organization management team.

Newsroom

Provide links to press releases and news about the organization.
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9. And remember to SAVE your changes.
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Organization Overview - Organization Information
Provide information about what the organization  rj) out this form _
does.

Background & History

Provide information on the background and histary of the organization.

On This Page

1. Organization Overview

2. Background & History
Management Team

Provide information on the organization management team.

3. Management Team
4. Newsroom

5. Philosophy & Culture
6. Fundraising

Newsroom

Provide links to press releases and news about the organization.

Philosophy & Culture

Provide information about the organization's philosophy and culture.

Fundraising

10. To utilize the Wiki (a knowledge-based page with multiple links) select Wiki
on the menu bar. This may be called 'About'.
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Provide information about what the organization gy out this form _
does.

Background & History On This Page

Provide information on the background and history of the organization. L )
1. Organization Overview

2. Background & History
Maﬂagement Team 3. Management Team
Provide information on the organization management team. 4. Newsroom
5. Philosophy & Culture

6. Fundraising

Newsroom

Provide links to press releases and news about the organization.

Philosophy & Culture

Provide information about the organization's philosophy and culture.

Fundraising
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12. Add text and hyperlink exactly as previously show in point 9.
Well done on completing the Tutorial.

Recommended for you;
e How to add a blog in your organisation profile.



