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Step 1. Select Agency from the Menu and click on Edit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 2. Click on the Add First Level link for the following Agency:  Department 
Of Defense I. 
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Step 3. Enter the following information for the Department of Airforce agency:  
Agency Name, Organization Chart, Footer, Email, URL, Introductory Note, and 
Introductory Note Paragraph 
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Step 3.1 Organization Chart:  Click on the                   button in the 
Organization Chart.  An explorer window pops up. 

 
 
 
 
 

Step 3.2 Category Type:  Select a file to upload and click on open. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step 4. Click on the Save button. 
Step 5. Repeat steps 2 through 4 to add multiple first level sub agencies. 
 

 
 
 
 
 
 
 
 
 
 
 


