Inserting a Word Document or a pdf

You can place Word Documents and pdfs in your Media Library and have show a link to open them.
If you would like people to be able to open their own copy of a word document to work on it, this is
how you can put it on your site. If you do not need people to be able to open the document to edit it,
it is often better to save it as a pdf. You will be provided a link to the file, not actually putting an
image of the file on the page. If you would like the image, you can take a screen shot of it, insert the
image and then make the image a link.

o Sign in to your website and click Edit.
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Open the block that you would like to add the document or pdf to by clicking on
it. Click to position your cursor where you would like the link to the file to go.

Upcoming Events
Upcoming Events June 2026

25 Jun
Beach Field Trip
Thursday

EVENT DETAIL
Useful Links No event found!

[MEC id="176"]

= Learv71-District Resource Page Useful Links
-%earn;'l — A Comox Valley Schools Learning Resource
« Link 5

» Leamn?1-District Resource Page

= Learn71 - A Comox Valley Sche

= Link 4
« Link 3
UL= LI o e
0 Click Add Media.
Ea SD71 Bookmarks & F] Mewfolder  ®@ PowerPointSkillsl.. ) ToRead £ Imported £ Smartboard £ sutface P Cool Sites ) Math Program

(@i é\s My Sites #& Kara Dawson Q, Ctl+K P 0o 4 New View Page Theme Options Theme Extensions 10} History 6 Accessibility Checker

Text Block Elermnent Preview
Upcoming Events
A Textblock

June 2026
25 Jun

Content Beach Field Trip

Enter 5o |:t for this textblock Thursday

rnl Add Media EVENT DETAIL

i “ ~
| Visual | Code No event found!
Paragtaph * B I = i = = v o~

I
Iify
lih
D
El
ER
[



o Click on Upload files and find the file that you would like to share.
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0 Save the the block you were working in.
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o Click Update to save your changes.
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