Linking to a document on a page

Edit the page to which you wish to link your document. Add the text that will be the link
/O (e.g. Albert Einstein’s CV) and then highlight it. Click on the Insert/edit link icon (shown to
O the left of this text).
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Highlight the text that is to be linked then click on the Insert/edit link icon.

The following window will open:

Insert/edit link
Link Source External
Link ‘ & Choose File. Page. or Link Click “Choose File, Page, or
Link” and the following page
Anchor will open:
Text to display Albert Einstein CV
Title
Target None -
Class None -
Cancel
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Choose afile, page, or link Cancel

Recent Browse Upload "Recent” will show the most
—— —— recent documents you have
uploaded to Cascade.

"Browse" will allow you to
Drop a file here or choose one from your computer browse in Cascade to find your

documents.

elsaffile: Albert_Einstein_Full_CV.pdf
"Upload" will allow you to

browse your computer to find
and upload your document.

File Name *

Albert_Einstein_Full_CV.pdf

Select a placement folder

Current selection: Schulich Information Services: /docs
h Information Servi.. ™

Schulich Information Services / docs

The Recent button is the default and will display a list of recently added documents. Clicking “Browse”
will allow you to navigate in Cascade to fine your document.

Upload will allow you to navigate your hard drive to find and upload your document and link your
document while editing the page (see note below).

Once you have chosen your document, click “Choose”.
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Insert/edit link

Link Source + | Internal External
Link (@’ Choose File, Page, or Link
Once you have chosen
Anchor your document and
o changed the Target to
) “New window”, click
Text to display Albert Einstein's CV i
Ok” and your document
_ will be linked on your
Title
page.
Target New window -
L]
Class None -

Change the "Target" to New window and click "Ok".

Cancel

Note: Using the “Upload” feature will allow you to upload a document directly on to the page and
choose the placement folder for the new document (e.g. “docs” folder). Uploading a documents onto
the page you are working on is done the same way you upload an image onto the page you are working
on (see Uploading Image while editing a page tab).
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