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Adding Biographical File

1 Navigate to Projects Section

https://scribehow.com
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2 Find a Biographical File and Click on Clone

3 Find the cloned bio file and click on Edit
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4 Replace the Name

5 Go to the Categories field and make sure you have the correct category selected
(choose correct alphabetical range) Unclick any incorrect range. Only (1) range
should be clicked.
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6 Replace the Feature Image

7 Find the correct image or upload new image
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8 Once selected >> Click "Set featured image"

9 Click "Save draft"
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10 Click "Edit With The Divi Builder"

11 Click here.
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12 Click into the title field

13 Type in the correct name
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14 Replace the image - Click on the images and click the gear

15 Click on the image
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16 Find the image you want to add or upload a new image

17 Click "Upload an image"
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18 Click the green check mark

19 Replace the text - click into the box and replace the text
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20 Click "Throughout her career, Alice pursued continuing education to further her
aspirations in leadership roles in both OR and Geriatric nursing. She c..."

21 Too make a hyperlink - find the link in the text, highlight, click on the link icon and
type the URL into the box and Click ENTER on your keyboard
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22 Click Publish

23 Click "Exit Visual Builder"


