
General Order Postings 
Managing Postings on the Public Website 

 Add New Post 
o Upload the File 
o Create the Post 

 Remove Existing Post 

 

To manage General Orders on the public website, first login to the website using the username and 
password provided to you. 

From your landing page, click the General Orders link. 

Add New Post 
Upload the File 
1. Using the shortcut on your desktop, open Filezilla to the General Orders FTP site.  A successful 

connection has been made when you see the Status Message:  
“Directory listing of ‘/kyed_GOs’ successful.”   

2. Drag and drop the general order (PDF) from the “local site” to the “server site”, as shown below: 

 
 

  



3. You can watch the progress of the file upload in the window below.   

 
 

Create the Post 
1. Click on the Edit tab below the page title. 
2. A section of code has been separated out for you.  Highlight and copy between the two 

comment lines, as indicated. 

 
 

3. Paste the sample code where the new posting is to be displayed on the page.   
a. To add the new post to the top of the list, just paste the code below the last comment 

line; i.e.  

 
 

  



b. To add the new post between two existing posts, paste the sample code where it should 
be displayed on the page; for example 

 
 

4. Fill in the [FILE NAME], [HEADER/TITLE], and [ADDITIONAL TEXT] fields with the appropriate 
information. 
NOTE: The [FILE NAME] must match the name of the file that you uploaded to the server. 

5. When ready, scroll to the bottom of the page and click Save. 

 

Remove Existing Post 
1. To remove an existing general order, use the Edit tab of the General Orders page to do so. 
2. Locate the post to be removed. 
3. Highlight from the <li> tag down to the </ul> tag, as shown below. 

 

4. Press Backspace or Delete on your keyboard. 
5. Scroll to the bottom of the page and click Save. 


	Add New Post
	Upload the File
	Create the Post

	Remove Existing Post

