
Uploading a Newsletter 
 

 

Upload the Newsletter 

 

Select Add New Media at 
the top of the page to get 
Select Files to show 



Duplicate the block 

 

Change Title and Media File 
 

• 2 things are shown here at once but they are simple steps. 
• Let’s say you duplicated October. Now there are 2 of them. On the original, change the #3 Show 

inline embed to off 
• On the new one, November, change the title and change the media file (#1 & #2 below) 

 

 


