
To add a shortcut to your desktop (on a computer, not necessarily a tablet): 

1. Go to your webpage 
2. Right click on the address at the top of the window  
3. Click Copy 
4. Go back to the desktop 
5. Right Click on Desktop 
6. Click on NEW  and then SHORTCUT 
7. When the window opens, paste (right click, paste) your address into the text box 
8. Click Next 
9. Type a title for your icon as it will appear on your desktop 
10. Click Finish 

To add Text to your web page: 

1. Log in to web page 
2. Click next to existing text and hit enter. 
3. Type in text. For example (I put about 5 spaces between and then you can center text with the tool bar that 

appears, just like in Word): 
4. 4th Grade     5th Grade     6th Grade  
5. Now you can hyperlink a document that contains all your information for that class. 

To Hyperlink a document to your desktop: 

1. Create a document, PowerPoint, spreadsheet, save. 

2. Now save as a PDF. 

a. Create an editable document, PowerPoint, spreadsheet first so you can make changes or updates.  You 

cannot change PDF’s. If you need to make a change, change the original file. Save again as a PDF.   

3. Log into your webpage. 

4. Type the words you want hyperlink 

5. Highlight those words 

6. When you highlight you will get a toolbox.   

7. Click on the paper clip. 

8. You will see this box: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Now PUBLISH! 

Click the down arrow and choose document 

This box will change to  

+Document 

Click on +Document and click 

upload 

A window opens, find your  

PDF file and click on it 

Now click OK 



To Add a LINK TO A WEB PAGE to you school webpage: 

1. Go to the web page to which you want to link 

2. Copy the link (right click, copy) 

3. Go back to you school web page 

4. Highlight the words you want to hyperlink 

5. Click on the paperclip in the toolbox that appears 

6. Don’t forget to PUBLISH!! 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Add a picture to your web page: 

1. After logging into your web page, go to the bottom of your page 

2. Click on the ADD CONTENT  

3. Click on IMAGE 

4. Drag to the place for the Picture on your web page 

5. Release 

6. A dialog box appears 

7. Click on +ADD IMAGE 

8. Click on Upload 

9. Find picture 

10. Click open 

11. Click Save 

12. Click Save 

13. Remember to PUBLISH! 

 

To create a document with hyperlinks for to link to your webpage: 

1. Open Word; add any text you want to add. Save! 

Click the down arrow and choose External 

This box will go away.  

Protocol will remain 

 

In the URL box, paste (right 

click, paste) the address. 



2. Save as a PDF!!!  (Save both the original file and the PDF. PDF’s cannot be edited! You need to edit the original 

file.) 

3. To HYPERLINK words on a PDF: 

a. Highlight the words. 

b. Right click on the highlighted word (or go to Insert Hyperlink on the Ribbons) 

c. Click on HYPERLINK 

d. A dialog box appears 

 

 

 

 

 

 

 

 

 

 

 

 

 

e. Click down arrow in the Look in text box to find the location of your file (for example your USB file, 

desktop etc) 

f. Navigate to your file and click on it 

g. Click OK 

 

4. To HYPERLINK a web page to your document: 

a. Go to the web and retrieve the address 

b. Then follow above instructions. Instead of going to the Look in textbox, simply, paste the address in the 

ADDRESS text box on the bottom. Click ok! 

 


