How to create a link to a new file

Summary: It’s easiest to go to the page where you want the link and add the link there. After you’ve saved the page the web site will know the link points to a file that doesn’t (yet) exist. If you click on the link it will ask you to load it…..

1/ Login

2/ Go to the page where you want the link

3/ Click “edit” at the top of the page, it’s on one of the little tabs. See figure 1 below.

4/ This will give you the raw text of the page that someone has typed in. Use the scrollbar for the text box to move to where you want to add the link.

5/ Click inside the box so you can start typing. You can use your arrow keys to move around like you would in Word. Put the cursor where you want to add the link.

5/  Add the magic text: 

[[Media:My_File_Name.doc|A Title]]

This means you want a link to the file “My_File_Name.doc” but you want people to see “A Title” on the web page.  The file name can be whatever you like but keep the “.doc” on the end for Word documents, “.xls” for Excel files etc.

6/  Click on the button “Show preview”
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Editing Grendon Parish Council

+Margaret Liddle - Chairman
+Roy McLester
+Judith Dicks - Peter.Dickséciga.co.uk

+{[User:Neillarshnan|Neil Marshman]] - neilémarshmanco.co.uk
+Robin Breslin - rbreslin@fuji.co.uk
+( [User:JohnGoyne | John Goyne]] - johngoyne@btinternet.com

*Nick Roberts - nicholas.roberts@bidwells.co.uk

‘Parish Council Minutes'''==

Here are the documents containing the minutes of parish council.

[(Media:Minutes_27_04_2006.doc| 2006 April 27¢th]]
[(Media:Minutes_24_05_2006.doc|2006 May 6th]]

[(Media:Hinutes 5_07_2006.doc|2006 July 7th]]

+Isabel Gillett - isabelélawgillett.fsnet.co.uk
“Keith Maddocks - keithmaddocksébeeh.net

-==parish Clerk=

+[[User:AlisonComery|Alison Comery]) - 01933/664075 - grendon.parish_councilitesco.net

If you click on them you will downlod
the document to your machine for viewing so you will need Microsoft Word or a free viewer.
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Figure 1


7/ This will show how the page will look but it hasn’t been saved yet. The big text box is at the bottom of the page for you to edit. You can cycle through changing the text and “Show preview” as many times as you like. Once your happy with your changes, press “Save page”.

8/ Now click on the link you just added.

9/  A new page will be shown, asking you to add the file. It looks like the image below in figure 2;
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Figure 2

10/ Click the “Browse” button. A window will pop up allowing you to find the file on you computer. Hunt it down, select it and click “Open” (I think it will say open, I don’t use Windows like you). This will make the location of your file appear in the box next to “Source filename”.

11/ Don’t change the “Destination filename”. This will be the same as the file name in the magic text you just saved.

12/ Optionally, add some comments in the summary box. This is could be anything you like. It is here to remind you and others about the file in the months/years to come. Ignore it if you’re in a rush…

13/ Press “Upload file”. This may take several seconds. You may well get a page that looks like figure 3, Don’t Panic!
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Figure 3

14/ Click “Save file”. This page is just a warning and doesn’t really apply to the Grendon Village web site, we have lots of space!

15/ You’re done; the next page just lists information about the file you have uploaded. At the bottom will be a “Links” section showing which pages link to this file. Since its new, only one link will be shown, the one you just created. Test it just to see.

16/ Go about your day.

3/ edit








4/ Scrollbar





5/ Magic text





6/ Show preview





7/ Save page








