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Utilizing Your Marketing Portal

How to Save a Marketing Asset to Your Computer

1. Click on the name of the asset you wish to download.

2. Your file should appear at the bottom of your browser screen.  

a.  If it does not appear, open your computer folder 
under your start icon, and look for the downloads folder. 

3. Image: Open your asset and click File in the upper right corner.

a. Choose the Save as or Make a copy option.

4. PDF: Right click on the pdf. 

a. Choose the Save as option.

5. Name it and save it into the folder you wish to keep it in.

How to Make Edits to a PDF

NOTE: In order to make edits to a pdf, you must have Adobe Acrobat Pro.

1. Open a file in Acrobat Pro. 

2. Click on the Tools tab at top. 

3. Click Edit PDF tool in the right pane.

4.  Click the text or image you wish to edit. 
Acrobat will show you the tools you’ll need.

1. Add or edit text on the page, look under the Format options.  

2.  Lines and paragraphs reflow automatically, or you can click 
and drag to resize elements.

3.  Add, replace, move, or resize images on the page using 
selections from the Objects list.

4.  Click on the Link, Headers and Footers, Watermark, 
or Background tool to edit your PDF further.

How to add your logo to a PDF 
1. Open a file in Acrobat Pro.

2. Click on the Tools tab at top, 

3. In the Edit toolbar at the top. Click Add Image. 

4. Choose your logo and click Open.

5.  Put your cursor in the spot you want the logo to appear, 
and left click to place the image. 

6. Use the squares around the image to size the logo. 

a.  To keep it proportional, use the boxes 
in the corners when sizing.

To delete Logo Box on Template: 

7.  Click the box around where it says “Logo Here” and 
click delete on your keyboard.

8.  Click the words “Logo Here” until the box around it 
appears and click delete on your keyboard.

Edit PDF 
Tool Pane
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How to Add Links to Banner Ads

NOTE: In order to add a link to your banner ad, you must place it on your website first and then add the URL. How to add 
the URL depends on your website software. See common software options below.

WordPress
To insert a link using an image stored somewhere else on the Internet, follow these steps:

1. Click the Add Media button.

2. Click the Add Via URL link.

3. Type the URL of the image file into the URL text box then click Upload.

4. Edit as desired then Insert.

Link with an Image Uploaded from Your Computer 

1. Click the Add Media button.

2. Upload a new image, or click the Media Library tab and click the image you’d like to use as a link.

3. Click the Insert into post button.

4. The image is inserted into your post.

5. Select the image then click the link icon in the toolbar.

6. In the pop-up box that appears, enter the URL you want to link to:

1. URL: The URL of the link (include http:// at the start for external websites).

2. Open link in a new window/tab: If this box is checked clicking on your link will open up a new window/tab.

Weebly
1. Place the banner on your page.

2. Click the image you want to use, then select Link from the image toolbox.

3. This will open your Link Options, choose Website URL. 

4. Insert the URL.

Squarespace
1. Return to the Content tab of the Block Editor.

2. Hover over an image in the Content box, and then click the gear icon.

3. Click Click to add clickthrough URL…

4. Add your URL.

5. Check or uncheck Open Links in New Window in the Design tab to control how your links appear.
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