





This puts you in the Save a Copy dialog box.
5. Select the folder to save the pdf file in and click Save; then close out of the website.
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6. Open your pdf bulletin file.

7. Click on Document > Insert Pages (or Document > Pages > Insert)




8. Select the pdf file that was downloaded and saved to your hard drive.
9. Click Select
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10. Choose the page position for the ad page (s).
11. Change Location to After. Change Page to the page number (s) where you would like ad page (s) to
appear. The example below will place the ad page after page 4 of the pdf bulletin file. Click OK.
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The document will now contain all copy pages along with your ad page.
14. Click File > Save As to name the new combined file and click Save.
Remember to include the date so that you know which bulletin is most current for your website.
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If your weekly bulletin file contains a document information page that you wish to remove prior to uploading

to your website, navigate to that page in your pdf document.
1. Click on Document > Delete Pages (or Document > Pages > Delete)
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2. On the Delete Pages pop-up window, indicate which page you would like to delete. Click OK. You will be
prompted Are you sure you want to delete Page #? Click Yes.

Your pdf file should now include only the copy pages and ad page. Click File > Save As and name the new
document as previously outlined.
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To use the Replace Pages Option

If you have ONE AD PAGE and your message page (Information Sheet) is the last page in your bulletin file
(where the ad page would be placed) you may be able to use the Replace Pages option. This will remove the
message page and replace it with the downloaded ad page at the same time.

1. Click on Document > Replace Pages (or Document > Pages > Replace)
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2. Select the pdf file that was downloaded and saved to your hard drive.
3. Click Select
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4. On the Replace Pages pop-up window, select the page number of your message page in the Replace Pages
range (in this example, it is page 4.) You will notice the file name under the page indicator, this is your
current bulletin file name.

5. In the Replacement range, select the number of pages of ads that you wish to add to your document. In this
example, the range is 1 of 1. Click OK.

6. A dialog box appears with the message Are you sure you want to replace page 42 Click Yes.
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Your pdf file should now include only the copy pages and ad page. Click File > Save As and name the new
document as previously outlined.

***NOTE: In this use of the Replace Pages option, only one page is being replaced—the message page.
Multiple ad pages cannot be added successfully when only one page is being changed.



