Updating a link to a file in Sitebuilder
Assuming we are still logged into Sitebuilder
1. Have the new files to be uploaded ready on your desktop or flash drive
2. Go to the page which needs to have links updated.  
3. Click on the edit page icon,  [image: image1.png]



4. Highlight the link to be edited

5. Click on the insert /edit link icon, [image: image2.png]



6. Click on “Browse Server”

7. Use the “Resource Type” in upper left to select your file type from the pull-down menu.  This is usually Microsoft or Adobe PDF

8. Scroll down to your course folder and click on it.  (If your course does not have a folder, use “Create New Folder” and name the folder your course name.)
9. Click “Browse” and navigate to the new file on your flash drive or desktop.

10. Click on the file

11. Click “Open”

12. Click “Upload”

13. Click on the file you just uploaded
14. Click on “Target” and in the pull-down menu under “Target” select “New Window.”  
15.  Click “OK”

16. Continue updating the other links in the same manner.

17. Click “Save”

18.  Click “Publish”

19. Click “Back to Website”

20. Click “OK”

21.  Try your links!  

