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Help Document Series: Inserting documents and images into a website
using SharePoint Designer

In order to display an image or link to a file, such as a PDF or .doc, the file in question must be
uploaded to your website. This means the file will be stored online, and thus be accessible to anyone
viewing your web site.
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If you have any questions, or require further assistance, please contact
the ITS Help Desk at 508-793-7745 or helpdesk @clarku.edu.
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Step 6

Once you have changed the folder, you will return to Save Embedded Files window. Click the OK
button to save the file to your web site. This will ensure that the image can be viewed by those visiting
your pages.

If you have any questions, or require further assistance, please contact
the ITS Help Desk at 508-793-7745 or helpdesk @clarku.edu.




Creating a new folder
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Give the folder a name by clicking on it and

typing in the desired name. The name should
reflect the sort of documents the folder will be housing.

Uploading document files

Once you have a folder you with to add files to, you can easily open the folder by double-clicking it,
and then upload files directly from your computer. When a file is dragged from the local machine to
the SharePoint Designer window, it is instantly uploaded and can then be linked from your web
pages. (For information on inserting links, see
http://www.clarku.edu/offices/its/kb/software/sharepoint/Sharepoint_insert hyperlink.pdf)

If you have any questions, or require further assistance, please contact
the ITS Help Desk at 508-793-7745 or helpdesk @clarku.edu.




