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Outline 

• How to convert Microsoft file (for example 

PowerPoint) to Pdf file. 

• How to Login Website account. 

• How to Upload and Save files in to a Specific 

Folder. 

• How to add saved files to a specific Article Page. 

 

 



PowerPoint converting to PDF 



Click on File, Save & Send 
then Create PDF/XPS Documents 



Create PDF/XPS 



Choose File Name and Direction 



Find the New PDF file 



New PDF file 



Visit College Website 
www.hmu.edu.krd  

http://www.hmu.edu.krd/


Admin Login, Write “administrator” 
after the website main link  



Upload and Save file: Content            Media 



Find your Specific Folder and Open it 



Create a new folder for a specific task 



Name the Specific Folder the Create it 



The Specific Folder was Created 



Open the Specific Folder/ Upload  



Choose Files/ Start Upload 



Select the Files and Click on Open 



Check Number of Files and Click on Start Upload 



Uploaded Files 



Content  then Articles 



Search for a Specific Page you want to add 
Uploaded Files/ then click on the Name 



Click on SP Download 



Find the your Main Folder and Click on it 



Open a Specific Folder that you created 



Select a File then click ok Insert 



A File will be appeared, you can repeat the 
steps from SP Download to add another Files 



Click on Save 



Go to the Specific Page 



Open and View 



Check it for Downloading 
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