
Using a Resource Library 

To view the Resource Library for a community, click the Resources tab. 
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To add a new entry, click the Create New Library Entry button. 
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Enter a title and 
description for your 
resource library entry. 

Maker sure the library 
to which you’d like to 
add your resource is 
selected. 

Choose an entry type 
for your resource. You 
will most often use 
Standard File Upload. 

Click next to move on. 
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The next few screens will vary 
depending on the type of resource you 
are uploading. Follow the prompts on 
each page to enter the necessary 
information. All required fields are 
marked with an asterisk (*). Click next 
at the bottom of each page to move 
on to the next step. 
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Select tags that describe the 
resource you are adding. 
These tags will help others 
find the resource. When 
you’ve selected all of the 
appropriate tags, click 
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You can search a resource 
library by typing a term in 
this box and clicking the 
Search button. 

You can also use the 
Advanced Search for 
more search options or 
to search by tags. 

To search by tags, click 
Advanced Search, then 
click Search for Specific 
Tags/Keywords. 

Select the tags for which 
you’d like to search and 
click Search. 


