Site-in-a-Box: Uploading a file and linking to it
Sometimes you need to link to a document or file that’s not sitting on the web somewhere, but it’s sitting on your computer’s desktop. The first step is to get that file onto the web. (Remember that the Internet does not always do a good job of handling spaces, capital letters, or special characters. So check on your computer to make sure your document’s filename has no spaces and no special characters other than hyphen or underscore. Rename it if you need to.) The second step will be to link to that file, just as you would link to any other file on the Internet. But let’s do the uploading first:
Log in to SIAB

Go to Page Builder

Click on the Add Page Button

Don’t worry about anything other than changing the Page Template field to File Links
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An area called File Links will appear at the bottom

[image: image2.png]SOESD BACKEND -Page Builder - Mozilla Firefox
Ble Edt Vew Hstory Bookmarks Swapbook Ioos telp

@ D @O R @ Ol r——

schools () learning i ACTIVstudio Professi poems podeasts lodging

Hawai

I PDMNetworks Administration s Events || | [ SOESD - Staff Development Opportuni.. . | | | SOESD BACKEND-Page Builder (3 |

Form Builder IFrame URL:

EmEpaS IFrame Height: [lo0%  [Frame width: [ioo%
i Virtual Name
* Page Title:
Policies

Polls

Staf Directory

Find page by 1D
find

* Page Text:

WYSIWYG Editor

[Alerts sent:
[10/17/2007

[Version 5.12.7

Osave as HTML / Web Page

FILE LINKS

Add New File: Icon: O caption: |
Position Title:

Filename:
Descriptian:

1| @ @) tow:Overcast, 479F <~ | Thu: 60°F <3h | Fri: 61°F <k





[image: image5.png]2 SOESD BACKEND-Page Builder - Microsoft Internet Explorer

Ele Edt View Favortes Toos Help

Qo - © %] B @ Psech Fpravortes € (- 12wl - [ @

s [ ) g, soesd Ki2.orsfoackend/Dynamicouer.asp E)o i &]Blckbosrd &) S0ESD - Computer Traning €] FractalGeometry 2] Fre Homsil 2] Google

ks LT NaMme: [support/training/pawerpoint
News

Page Title: [Fowerrort warkehops

Feloes * page Text
e tmes

e [EOEE S

Find page by 1D Picture This! Index Card Area #1 takes you from 345
find index cards ta formulae for the area of rectangles and
triangles. (Thanks to Betty Lews of South Medford High.)

¥ WYSIWYG Editor
Picture This! Dividing by Fractions shows you how ta use
orts Sen
Alerts Sent 10/17/2007 Pattern Blocks to build and solve 1% + %, the problem

made somewhat famous by Liping Ma in her book, Knowing

and Teaching Elementary Mathematics.

Picture This! Adding Integers shows how adding integers
warks on a number line and it showcases the custom
animations stretch across (for the number line) and wipe
right and left (for positive and negative)

provided the backbane for|
a warkshop e Math Conference on
using concrete and virtual manipulatives, K-12. It has links
to resources, sites, and free applications.

Show Your Work is built around a scanned piece of
exemplary work, revealing and explaining it line-by-line
with its own narration. Downlaad this zip document and
save it to your hard dive; then open it and take a look g

I View HTML Source

[aet_out_the_patte (o] % [teaching division | [teaching division | RIGHT v

pythagorean_the: 1ag] %5 [Ficture Thist Pyth. [Ficture This! Pyth. e v

FILELINKS
Add New File: Ican; O caption: |

Position: Title:
Filename:
Descriptian:

@ Internet



[image: image3.png]UPLOAD NEW FILE

File: [y Dosuments\maripuatives_across_the_ore: [ Biowee
Overwrite existing files

[ uvicad [ concel |

Dore T





After you click upload, your file will be in SIAB in a file called “files”:
This example is at www.soesd.k12.or.us/files/manipulatives_across_the_grades.ppt
Notice the syntax: domain/files/filename
Now don’t hit submit or anything at the bottom of the page. Just hit Page Builder again and go to the page where you want to link to the document you just uploaded.
Enter the text you want to enter, 
then highlight the part you want to use as a link:
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Finish the URL field. In this case it will be
www.soesd.k12.or.us/files/manipulatives_across_the_grades.ppt

Then hit the OK button. Your text color should have changed to teal, letting you know it’s linked. Now hit Preview to inspect and check your work.

There it is! Success!

Now hit the submit button and remind the Content Approver to have a look at your work so it can go live.


click here and browse to the file you want to upload





It’s a good idea to check this box. It’s also a good idea to name your file something distinctive so you’ll be less likely to overwrite somebody else’s—and so somebody else will be less likely to overwrite yours.





After you’ve highlighted where you want the link to go, click on the link tool.





In this case, make the type of link http, When you’re linking to an email address you may want to choose mailto.





The URL field will always start the same, just as it is here, then you’ll type in—or better yet, paste—the name of the document you uploaded. (If you’re linking to something on another web site, just copy and paste the URL from that site.)





Larry Francis, SOESD Computer Information Services
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