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1  Use the URL and credentials provided in your 
Content Hub Welcome Pack to browse to your 
Content Hub Back Office and login. 

2  From the list of Categories, click to select a category 
for the new document to be added to. 

3  Click the New Static button. 

4  In the Document Name field, enter the name that 
will be displayed to users in the Repository. 
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5  In the Document File field, click Choose File and 
select the PDF document that you want to add to 
the repository. (This is the file that will be printed.) 

 In the Proof File field, click Choose File and select the 
document that you want as the proof file. (This can 
be the same PDF file, or a lower resolution file that is 
shown in the Content Hub repository.) 

6  Click Save. 

7  Click Place Online. 

8  Your document is now in the repository. You 
can check the Content Hub app on your Xerox 
ConnectKey device, login to your Content Hub 
Repository, or click Preview in the Content Hub Back 
Office. 

For more detailed information, please refer to:
Content Hub Administration Guide https://help.xmpie.com/ContentHub/AdminGuide/en/index.htm
Content Hub User Guide https://help.xmpie.com/ContentHub/UserGuide/en/index.htm
Content Hub e-Learning http://campus.xmpie.com/s/ContentHub
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