How To Post VCN Newsletters on The VCN Website
(Using the delightful downloads plug-in)

This article describes how to post (add) VCN NEWLETTERS to the VCN website via the WordPress dashboard utilizing the “DelightfulDownloads” plug-in  (https://delightfuldownloads.com)  by Ashley Rich, which as of this writing is at version 1.6.4 . These steps will add a listing for the newsletter on two pages simultaneously, The VCN Homepage, and The VCN Newsletter Page. The procedure is specific to VCN and you must already have access to the WordPress dashboard.
1. Log on to WordPress at:

http://www2.vcn.bc.ca/wp-admin/
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2. On the left side of your screen locate the menu item "Downloads", when highlighted with the mouse a sub menu will appear, select “Add New". 
3. Enter the title of the document as you would like it to appear in the VCN website newsletter listings in the box marked “Enter Title Here”. It does not have to match the name of the file you are uploading. An example title: VCN March 2017 Newsletter.
4. Click the "Upload File” button to upload the file from your computer. (If you know the URL, or location, of an existing file in the Media Library you can click the “Existing File” button instead.)
5. Once the file is uploaded, except for “Download Categories”, leave the default settings as they are.
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6. IMPORTANT!    If this step is missed, the newsletter listing will not show up on either the VCN homepage, or the newsletters page. On the right-hand side of the screen in the Download Categories box make sure that the “VCN_newsletter” category is checked.  
7. Final step, on the upper right-hand side of the screen click the “Publish” button. There will be a confirmation message displayed similar to the one below. There is no need to enter any short codes. The VCN newsletter listings will be update automatically. Please ensure the listings are correctly posted by checking the VCN Homepage and Newsletter Page respectively. (http://www2.vcn.bc.ca/who-we-are/vcn-newsletter/ ) before logging off WordPress.
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