
How to create a document library and hyperlink
documents

1. Select 'Documents' on the navigation bar and select Create a folder. This
allows you to create a hierarchical arrangement of folders and sub folders if
necessary.

Tutorial 4

2. Add the name of your folder and SAVE.



3. When you select “upload a file”, this box will appear. You can upload multiple
files in one go. Simple select them from your computer.

4. The file is now uploaded to the folder and you can continue to build your
document library.



5. Let's assume you want to create some easy links to the document library with
another section of the profile. 

6. Open the content into which you would like to incorporate the hyperlink.

7. Highlight the section to be hyperlinked and select the hyperlink icon, the one
before photos that looks like a chain link.



8. Insert the copied URL as shown above.

9. And remember to SAVE your changes.



10. To utilize the Wiki (a knowledge-based page with multiple links) select Wiki
on the menu bar. This may be called 'About'. 



How to add a blog in your organisation profile. 

12. Add text and hyperlink exactly as previously show in point 9. 
 
Well done on completing the Tutorial. 
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