Uploading and linking to PDFs

The same upload system can be used for PDFs. You can upload PDFs the same way you would upload an image as everything will appear in the Media Library once uploaded.

Click “Show” beside the PDF you would like to insert into your page. We’ll use “RPG-FloorPlans.pdf” as an example (already uploaded):
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You can then fill in the Title field (in this example, “View Floor Plans (PDF)”). This will be the text that appears in your page, linking to that PDF.

Click the “File URL” button, which will automatically fill in the “Link URL” field. This links the Title text “View Floor Plans (PDF)” to the PDF you’ve chosen.

Once you click “Insert into Post” it will appear as you see below: 
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When you save the page this text link will open, or download the PDF, depending on your browser preferences. 

Linking Text and Images

To insert a hyperlink for an image, click the image and then click the “Insert/edit link” button in the tool bar which looks like 3 links of chain as you see here:
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This will open the Insert/edit link window as you see here:
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If you want to link to an external web page, type the URL in the “URL” field. It’s advisable to open a new browser window for external pages, so that ramadapringegeorge.com stays open in the background. To do this select “Open link in a new window/tab. Click “add link” and your image is now linked to that external web page. 

Text links are handled exactly the same way. Rather than clicking the image, hi-lite the text you want to link using your cursor; click the Insert/edit link button and follow the same procedure. 

You can also link to other pages within your site. To do this, hi-lite the text you want to link and click the Insert/edit link button. This will open the same Insert/edit link window. Click on “Or link to existing content” which will open up a list of every page already created on your website. 
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Choose the page you would like to link to, then click the Add Link button.
Email links

Inserting an email link is basically the same procedure. Hi-lite the text you want to open a mail message when clicked. It needn’t be the email address — in fact, it’s advisable to make it something other than the email address such as “email us”, which helps prevent spam bots scraping your email address and adding it to spam databases. 
When the text is hi-lited, click the Insert/edit link button and, in the URL field delete http:// and replace it with mailto: followed by the email address with no spaces like so: mailto:ian@designhq.com Select “Open link in a new window” and click “Add link”. 
