
How to replace a media file – with the same name. 

Go to the Media Library – do a search for that file name: 

 

Click on the media file to open it up in the library: 

 

Click on the “upload a new file”: 



 

 

Then click on the following options: 

Click on Choose File – to upload new file. 

Then click on “Just replace the file”.  This will keep the same name of the file. 

Then click on “Keep the date” – which will keep the same folder structure and file name – and if 
someone else or another website is linking to the same file – it won’t create a broken url or link. 

 

 

 



If you want to create a new url with a new file name – just click on “replace the file” option.  You can 
choose to keep the same date/structure or folder – or you can create a new date stamp for the new url. 

However, this will update the url within your site – but not anyone elses or other websites.  They will 
have a broken url or be linking to the old file not the newer replacement. 

 

I don’t recommend this. 

 

My recommendation is to use same file name (never include a date within a file name itself) and keep 
the same url path with the date in it. 

 

For instance:  http://www.testing.clarku.edu/wp-content/uploads/2019/03/Harassment-
Discrimination-Prevention-Policy.pdf 

The following date is a folder structure.  Keep as original path.  Does not matter for SEO or url reasons to 
change it.  Just keep as is.  Just however, never use a date in a “file name”.   

Then hit “upload” blue button at the bottom: 

http://www.testing.clarku.edu/wp-content/uploads/2019/03/Harassment-Discrimination-Prevention-Policy.pdf
http://www.testing.clarku.edu/wp-content/uploads/2019/03/Harassment-Discrimination-Prevention-Policy.pdf


 

A new window opens up. 

You can see by the attached photo – that on the right side of this screen, there is an original date 
uploaded, and a revised date.  Now you know it was updated.  Now you need to hit the “upload” blue 
button to update the server with this new file: 

 

 

When you view the file online – make sure you open up the link to the file in a new incognito or private 
window.  As the older file may be cached into your browser.  If you have any problems, please don’t 
hesitate to reach out to the web team. 

 



 

 

 

 

 


