
Upload file and insert a link to a web page
April 12, 2008 – Bob Marks

A. Login

Use your web browser to open the page at collingswoodpres.com .  Click on the Login link in the right 
column under the heading LINKS.  This will bring you to the WordPress login page.

B. Edit Web Page And Upload File
Logging in will bring you to this Dashboard page.  To modify the web page for the Services archive, click 
on the Manage tab.

 This will bring you the Manage Posts page.
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Click on the Pages option.

Manage Pages will show you a list of web pages created for our site.  To edit the web page Services, click 
on the title of the page Services.

This will bring you to a screen that has an edit frame and tool bar with the contents of the web page 
Services.  This web page is a list (see the bullet formating) of links to uploaded PDF files.  The only plain 
text ”Services Archive” is at the top of the edit window.  See the figure on the next page.

Note: The tool bar can be expanded or collapsed to one line by clicking on the right side icon.

- 2 -



Upload file and insert a link to a web page
April 12, 2008 – Bob Marks

To insert a new entry, put you cursor at the beginning of the line April 13, 2008 Worship.  Press the enter 
key to insert a new list entry that will look like this.

Put your text cursor on the new line.  Then click on the icon used to upload new media.  (In general, in 
order to upload any type of file you need to be creating or editing a post or page.)

This opens a new popup window to chose the file on your PC to upload.  Click on the button Choose files 
to upload to find the file.
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As soon as you OK the form to load the file it starts uploading automatically.  The window will show a 
progress bar at the bottom while the file is being uploaded.
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You will get a new resulting window.  Change the default title to the one you want displayed on the web 
page.  Then click Insert into Post.  This will close the upload window and update the Services edit page.

The inserted link now looks like:

The link can still be edited if a typing error was made or even deleted.
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You can save and publish your changes by clicking on Save in the right column.

At this point you will see the message Page updated.  The link go back takes you back to the list of our 
web pages.

You can view the new web page in a new window by pressing the button View this Page on the right side 
of the screen.  A similar process can be used to upload music mp3 files and add a link to the Music page.

C. Log Out

You can continue editing this page or start some new task.  To logout click the link in the upper right 
corner.
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