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Uploading A PDF

Everything you need to know to begin creating 
pages for your department in OMNI

How To Get Your PDF From Your  
Computer Into OMNI
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Navigate To The 
Home Folder

Use The Search Bar To Search  
For The “pdfs” Folder
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Click On Your 
Department’s 
Folder

If You’re Having Trouble Finding It,  
Use The Search Bar On The Right
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Click “Upload”
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Upload Your PDF

You Can Drag Files From Desktop Or 
You Can Click On The “Add” Button
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Click “Start 
Upload”
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Your PDF Is 
Uploaded!



Inserting A PDF

Everything you need to know to begin creating 
pages for your department in OMNI

How To Get An Uploaded PDF On 
To Your Page 
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Navigate To Your 
Page

Use The Search Bar To Help Find  
The Folder Your Page Is In
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Find Your Page
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Click “Main 
Content”
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Highlight The Text 
You Want To Link
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Click The Insert 
Link Button
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Find Your PDF
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Find Your 
Department
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Select Your PDF & 
Click “Insert”
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Click On The 
Target Tab
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Set Link To Open 
In A New Window
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Click Ok
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Click The  
Save Icon
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Your PDF Has 
Been Inserted!
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Everything you need to know to begin creating 
pages for your department in OMNI


