
Uploading and Linking To Microsoft
Word and PDF Documents



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.



4. Click on the Upload tab.

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 “Your file has been successfully uploaded” dialogue
box.


