Adding Attachments & Links to your Web Site

(on a Flex Page)
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@ Select new file from my computer or network...
Choose this option to select the fil from your computer or network.

© Select a file already uploaded to your site...
Choose this option to select an aready uploaded fie from your ste.

© Select a file from shared library...
Choose this option to select a fle that has akeady been uploaded to your ste's
shared ibrary.
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@ Insert a link to a site, section or page...
Olnsert a link to a email address.

Olnsert a link to a different website.
O1nsert a link to a bookmark in this page...
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A. Adding Attachments
1) Click the Insert File Link button on the toolbar (A. paper clip)
2) Select new file from my computer or network

3) Click Next button

4) Click Browse button

5) Locate, select, & open file you want to attach

6) Click Next button

7) Type in Link Text (a title for the attachment)

8) From the pop-down menu, select if you want it 

to open in a new or existing window 
9) Click Insert File button

A link will appear on your page. When you click the link, it will open the file you attached to it.

B. Adding Link to Another Web Page or Email Address
1) Select the Insert Link button (B. green & blue circle w/ chain)

2) Select from choices shown in picture on right

3) Click Next button

4) Select from choices shown or type or copy address in box
5) Click Insert Link button

A link will appear on your page. When you click the link, it will open the file you attached to it.
**If you type in a Web address (URL) on a Flex page, it will automatically convert it to a link.**
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