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Add a document (PDF, PowerPoint, Word)

PDF, PPT, Word… Want to share existing documents through your modules? Simply add a document to your Teach Up modules:

1. To add a document, click on “Document” under the Add bar




2. Import your document


There are two ways to import a document:

Option 1: Import your document from your computer's file explorer

Click on “Upload document (PDF, PowerPoint or Word)” to open your computer's file explorer, then select the folder and document required.



Option 2: Drag and drop your document

Select your document in your computer's file explorer and drag and drop it into the dedicated zone.

3. Select specific pages in your document


Select the pages you want to add to your module.
You can select all the pages of your document by clicking on the “Select all” button at the top of the window. Click “OK” to confirm.



4. Give your document a name


In the title zone, give your document a name.



5. Replace certain pages in your document (optional)


Click on the “edit” icon next to the page you want to replace, to import your document and select a new page. Only this page will be modified.

You can also delete one or more pages from your document via the “delete” icon.Updated on: 22/12/2021
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