
CREATING
RESOURCES



1) Go to Resources in the left menu and click on Add new resource.

2) Go to Publish on the right, and click Edit in the Visibility option.

3) Select Private instead of Public and click OK.



4) Once you named your resource, start filling up the content rectangle below. To add 
text, just click on it. To add images, sounds, videos or texts, please click on Add Media.

5) If you want to upload media, select Upload files and click on Select Files.  

6) Your file will be added to your Media Library. Select it and click Insert into page.  



7) Now that your file has been inserted, you can move it and resize it. If you right-click 
it and select Edit, further editing options will be shown.

8) If you want to insert the file as embedded media, click on Add media and select  
Insert from URL.

9) Copy-paste the URL and click Insert into image.



10) By selecting categories from Resource Types, your resource will be available in the 
platform’s resource menu. 

11) In Resource Tags, you can create and add new tags. Remember to click on Choose 
from the most used resource tags, in order to avoid almost identical parameters. 

12) By clicking on Set featured image, you can select the image that will be shown in the  
platform’s resources grid. 



13) Once your resource is ready, go to Publish menu again, click on Visibility, select 
Public instead of Private, and click OK. Then click Update. 

14) Your resource has been published in the Resources grid.


