
 
 

Adding Flyers/Informational Sheets 

Introduction 

How to add new flyers/informational sheets, as well as how to assign them to divisions, edit, and 
delete them. 

STEP 1 

From the home screen, select Settings then “Manage Flyers” 

STEP 2 

Select “Create a New Flyer” 



 
 

STEP 3 

Give your flyer a name, and add a description if needed.  

Be sure to check the “Active” box to activate your flyer.  

Upload your flyer. It must be a PDF file.  

In the “Viewable By” select whether you want this to be viewable by employees, staff/admin, or both.  

Select “Submit” 

STEP 4 

Choose which divisions you would like to be able to see the flyer.  

Select “Submit” 



 

STEP 5 

Once done, you will be directed back to the “Manage Flyers” page.  

Here, you can view the flyer, change the division assignment, edit (Name, Description, Active Status, 
and Viewable By), or delete the flyer.  

You can create as many flyers as needed.  
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