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Instructions For Uploading and Linking To Microsoft Word or PDF Documents
1. Login into SayaCMS.

2. Before uploading and linking to a document, create the text that you will use in your
webpage for linking to the document.

Example Text: Download club membership form.

2. Select the text you want to use for linking to in your webpage. For the above example
you would select the words “ Download club membership form”.

3. Click on the Insert/Edit Link in the top menu bar.
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4. Click on the Upload tab.

(‘ Edit » Editable » Elvio Web Design - Windows Internet Explorer

— — —— y T )
@wf i ‘ http: elviowebdesign.clienteditor . com/sitesf 16643 feditables /52296 edit V| | X !I.Ne Search | 2|~
e
File Edit Yiew Favorites Tools Help ‘% =
N Ty —— = T »
* o iﬁ'&.’l'| Edit. » Editable » Elvio We. ., X “OI Larem Ipsum - All the Facts - ... ‘ ‘ 'f;ﬂ bl | o= - |-bPage v {0 Tools »
Ee e i |
N =
r
Link
Link Info = Target  Upload = Advanced
Upload
|[ Browse... | %
Send itto the Server B
T
Practice P
ps
Done € mnternst H100% T

5. Click on the Browse button and locate the document on your computer that you want
to upload.

6. Double click on the document you want to upload.
7. Click on the Send it to the Server button.

8. Click on the OK button in the “Y our file has been successfully uploaded” dialogue
box.
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