
Schoolwires 

Adding attachments to your webpage 

Introduction: 

Our new website offers much more flexibility than the old site.  The tools are more comprehensive, but to use them a deeper 

understanding of web authoring is required.  Once you’ve opened your page and begin working you’ll see numerous tools (icons) 

with a blank pane beneath.  The blank pane is your workspace.  The editing tools are very similar to those tools used in Microsoft 

Office applications.  Grouped with them are web authoring tools –which may not be so familiar. 

Our objective is to learn about attaching files to your page.  Teachers are required to have an up-to-date syllabus on their page. 

Alternatively, it is perfectly fine to paste the contents of your syllabus directly on your page, without attaching anything.  We only 

get one web page with the new site, but it can be a very long page if that is what you want. 

About: 

The instructions are always written above the graphic.  The instructions below the graphic refer to the next graphic (below) 

First: 

 You must be SIGNED IN to your page 

 The SITE MANAGER must be open 

 Look for the TOOLS tab 

 Click the tools tab 

 

 

(next page) 



 

 The following appears 

 Click FILES & FOLDERS 

 

 The window (seen below), appears 

 Click the green UPLOAD button 

 

 When the box below appears, click the BROWSE button 



 

 Here, we have a typical Microsoft browsing window 

 Browse for your syllabus (you’re supposed to know how to do this) 

 Once you’ve located the file, select, or highlight it (1)  

 Then, click the OPEN button (2) 

 

 Now this box re-appears, but this time there’s something in it 

 Click (yet another) upload button 

 

 Then the following appears 



 

Second: 

 Now that we have our attachable file uploaded to the web server,  we need to place it on our page 

 We are still looking at the same window (above) 

 Notice the buttons on the right: MOVE, and  MORE 

(next page) 

 Click on the MORE button 

 

 This window appears 

 

 Then, this window: 

 

 Now we go back to the SITE MANAGER page 

 Click OVERVIEW 

After you’ve copied, 

click the green CLOSE  

button 



 

 This is the workspace 

 You will create your page on this surface 

 Somewhere on you page (wherever you see fit), type the word Syllabus (if you’re attaching something 

other than a syllabus, use the appropriate descriptive name) 

 

 

 

 It should look like this: 

 

 Now, go to your TOOLS and click on the Hyperlink Tool 

Editing 

tools 

Work-

space 

Drag the mouse over the text. If it is highlighted, it 

is selected—that’s what we want 



 

 On the next page you’ll see the resulting window 

 

 

 

 Click WEB ADDRESS (1) 

 Right-Click  inside the box (2), and choose PASTE 

 

 

 

 Find the green INSERT LINK button 

 Click the INSERT LINK button 

 Your file is attached 

Third: 

 Be sure to click the green SAVE button 

 You’re done 

 

 Click inside the WEB ADDRESS box (2), so 

you can see the cursor  

 Use the LEFT ARROW key on your 

keyboard to move the cursor as far left as 

possible. 

 Once it’s all the way to the left, press the 

DELETE key on the keyboard 7 times ( we 

are deleting the http:// from the string….I 

can’t explain it, it’s just necessary 

 

 

 


