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This is a walkthrough on how to upload hyperlinks.

Hyperlinks to Documents

1. When uploading a hyperlink that leads to a document, you must go into the Media tab on
your website and click on a media directory that you have created. If you don't have a Media
Directory created, select Create Media Directory and create the folder pertaining to where
you would like to upload the file. This is for your organization and can be based upon file
type, page names, or however works best for your organization.

Note: If you have a Media Directory created already, skip to the next step.
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2. Select the Media Directory that you would like the
document to be in and then select “Upload File".
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3. Select the Media Directory that you would like the document to be in and then select “Upload
File". You will then select the file from your device.

Note: You may need to refresh your page once you
upload a file for it to appear in the media list.

I media > B user > Il test

Upload File(s)

.Or Drag and Drop Media Here
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4. Once the document is uploaded, select the paper icon to copy its URL.

B testd [0 pdf Qct 21, 2022 5:19 pm =

5. Once you've copied the link, go to the text section that you would like to make a hyperlink.
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6. Highlight the text that you would like to make a hyperlink. Then select the chain link icon.
This will populate the Insert/Edit link box. Copy and paste the URL into the URL box.

Insert/Edit Link

URL

https://www.legendwebworks.com/test/media/user/test/test4.
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7. The second box is Text to Display.
This is the text that is linked over.
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9. Click the save button to save your
hyperlink changes.
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8. Lastly, you have the option to choose
if the link will open in the current
window or new window.
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Standard Hyperlinks

1. To make a standard hyperlink, highlight the text and then
click the chain link icon. This will populate the Insert/Edit
link box. Copy and paste the URL into the URL box.

Insert/Edit Link X

URL
https://legendwebworks.com/about
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2. The second box is Text to Display. 3. Lastly, you have the option to choose
This is the text that is linked over. if the link will open in the current

window or new window.
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4. Click the save button to save your Save Cancel Q
hyperlink changes.



