
How to post a written document to our website
for clinic workers with password access – one method

Warning: these instructions were written by someone
using a Windows machine and Firefox 19.0

Your mileage may vary

1. Save your document as a pdf file, and know where you stored it on your computer (examples: 
in "Documents," on the Desktop, in dedicated "OM" file, etc.).

(Don't know how? I suggest you go to cutepdf.com, which allows you to download a free, safe 
program that enables you to make a word document into a pdf with the click of a button.)

2. Click on Pages. (This shows all the different pages of our website.)
3. Click on Documents. (This shows the Documents page with links to the documents in our "gallery.")
4. Click on "Add Media." (This opens a smaller window called "Insert Media.")
5. Click on "Upload files."
6. Click on "Select files." (This will open a window into your computer.)

Find your pdf file in your computer and click "Open."
Your document now appears both in the right sidebar, where under "Attachment display 
settings," you will see a box containing the link to your document.
The document and its link are also found in the "Media Library" in the central screen.

7. Copy the document's link.
Close the "Insert Media" window by clicking the X in the right upper corner.

8. Adding HTML tags: Add your document's link to the list on our Documents page, preceded by 
<a href="

and with the suffix
">

Then type in the title of your document. Add
</a>

at the end.
Your entire link will look like:

<a href="http://occupymedics.files.wordpress.com/2012/03/your-document's-name.pdf">Your 
Document's Name</a>

9. Click "Preview changes" in the right sidebar, to see what the page will look like. You can click 
on your link to make sure it works.

10. If you're done, click "Update" in the right sidebar (in the Documents page, not the 'preview'), to 
save your work.

VOILA


