
HOW TO ADD LINKS AND FILES IN 
FORUMS



Let’s say you want to link or 
connect a web page in your 
message. To do this, select the 
word or phrase where you will 
insert the link, for example, “Case 
No. 1”.
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After copying the link to the 
website or resource, click the 
“Insert hyperlink” button.
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Paste the link here.3
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Select “Open in a new window.” This will 
make the web page open in another tab 
and keep your forum open in the current 
tab.
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Click the “Insert” button.



Click the “Insert” button.

HOW TO ADD LINKS AND FILES IN FORUMS

To save, at the bottom of the forum you 
will see the “Save changes” button.
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To insert a file in your forum 
message, click here.
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For example, you could insert a reference 
PDF file so participants can review it before 
giving their opinion, or attach some type of 
case for them to analyze and then 
participate, etc.
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Select the file from the location on 
your computer where you have it 
saved, for example, “My Documents”.
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Once you have selected the file, click 
the “Upload this file” button.
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To finish, click the “Save changes” 
button.
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Done! Your forum now has a link or 
hyperlink to an external web page and 
an attached file that participants can 
open/download and use, according to 
the pedagogical objective you have 
established.
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