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Gateshead Grid for Learning
How to Publish to your weblog


SECTION 4:  CREATING A POSTING WITH ATTACHED DOCUMENTS
NB: please try to keep the file size as small as possible <1MB
Adding the document FIRST and the text afterwards
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Upload File
 4:  CREATING A POSTING WITH DOCUMENTS
Clicking UPLOAD FILE will launch a pop-up window
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Choose a File 
In the Local Site Path box type the word documents in lowercase:


Click Upload

4:  CREATING A POSTING WITH DOCUMENTS

Clicking UPLOAD FILE will launch a pop-up window
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Linking a Document
Accept the default settings and click LINK


4:  CREATING A POSTING WITH DOCUMENTS

Clicking LINK will bring you to the NEW ENTRY screen with the document link code inserted.
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Back to the Publishing Area
The code creating a hyperlink to the document has been automatically inserted. 

The hyperlink text reads: Download file

You should amend this to something more meaningful: eg Download Policy Document (Word: 120KB)

Careful – do not change anything else.
Complete and publish as described in Section 1


To add MULTIPLE documents use the same technique as for MULTIPLE IMAGES given in Section 3.
