
How to link to archived files

1) In the “Resources” tab on one of your class pages, click on “new resource”. Keep in 
mind that you must have at least one folder created in order to add a resource.

2) A new window will open called “Resource Editor”. Choose the folder you’d like your 
new resource to live in, give it a title (required) and fill in any notes about the file 
(optional). 

3) In the lower half of the “Resource Editor” window, below the Notes field, click on “File” 
and then “Link to an existing file”. 



4) Click “Browse. A new window will open called “File Manager”. Browse to the archived 
document that you’d like to link to.

5) Click on the document that you’d like to link to. The “File Manager” window will close 
and the box next to the “Browse” button on the “Resource Editor” page will be filled 
in.

6) In the bottom right of the “Resource Editor” page, click on “Post Resource”. The 
“Resource Editor” window will close and your class “Resource” page will reload. You 
should now see your new document.

Notes:

1) Make sure to test your link.
2) If possible, avoid having spaces or periods in your file names.
3) Avoid uploading large files.


