
Loading and linking a pdf document

1. Add new media
• Dashboard
• Media
• Add New

2. Select Files
• Navigate to the 

required pdf in 
your folder 
structure

3. Load pdf
• Then click on the 

loaded file to view 
the attachment 
information

4. Add information and copy URL
• This is a good time to add 

information that might help 
with filtering for file 
management in future

Type here



Added 
useful info

5. “Copy URL to 
clipboard” by 
clicking the button

6. Navigate to the 
page you want to 
add the link to

7. Start editing (using 
the visual builder) 

8. Click on the cog as 
normal 

9. Use paste or “Ctrl V”  to put the 
correct link on the “Module Link 
URL”

10. NB: in these sorts of info/link boxes on the website you have to
do this in the settings for the picture as well as for the text box 
as both are linked

11. Approve changes 
• Green tick
• Don’t forget to save (purple dots or exit visual builder and 

select save changes)
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