Instructions on uploading a file and including a link to it in a blog entry

1. Give the desired document a filename that does not include any spaces.

2. Click on Upload File link on the left-hand side of window
3. Click on the Browse button

4. Select the file you want to upload and click on Open

5. Click on the Upload button

6. Click on “Show me the HTML”
7. Click on the Link button
8. Click on the Close button

9. Returning to your entry, highlight the text in your entry that you want to make into the link.
10. Click on the link graphic, which looks like this: [image: image1.jpg]



11. In the Link URL box, type the following text but replace “the NameOfYourFile.doc” with the actual name of your file: 

http://www.nhlibrarians.org/blog/theNameOfYourFile.doc
12. Then click on the Insert button
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