How to upload a file such as a Word document and link to it from your forum post
1. Select the words in your forum post which you want to act as a link to the document. In our case the text is “download”. Then click on the Link icon[image: image1.png]


   in the toolbar at the top.
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2. The window below will pop up. On the top menu there is a tab called “upload”. Click on this and you will see the window in step 3.
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3. Select the relevant file from your machine by clicking the “Browse” button, then click “Send it to the Server”.
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4. When the file is uploaded, the window will change to the one below. Press “OK” at the bottom of the window.
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5. The selected text in your forum post will now act as a link for others to download the file. It may be helpful for other readers if you make the selected text bold or underline it. That’s it!
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