
Uploading files and inserting internal / external 
links into posts at the EXPERTS blog. 

- Upload and link a new File  2 - 7

- Create a link within a post:

- To an formerly uploaded file  8 - 12

- To any URL on the internet 11 - 12



Start by clicking on the Link: „Login and WRITE A NEW 

STORY! “ at the blog‘s home. 

The following screen appears after you have logged in:



To upload a file click on the grey icon
that looks like a sun next to Upload / Insert:



A new window pops up. 

To upload a file click on „Select Files“.



A file select box appears. Here you can open the file you

want to upload.



After clicking on „upload“ the file is sent to the Media Library and 

the following windows pops up. Click on „Insert into Post“:



A link to the file is inserted into the post at the current cursor

position. The text can be modified like normal text if necessary.



If you want to insert a link to an already uploaded file, copy

the URL of the formerly uploaded file from the Media Library 
(Step 1 of 2):



Highlight the URL that is displayed and copy it to the

clipboard by pressing „Strg-C“ (Step 2 of 2):



Close the „Media Library“ window, highlight the text that shall

be linked in the editor and click on the icon shown below:



The following dialogue opens up and you can paste the URL 

that you have copied from the Media Library into the box 
named „URL“ by pressing Strg-V (left screenshot). 

In this way you can also insert a link to any address on the
internet, no matter if it is an internal or external link. You only

have to paste the concerning URL into the „URL box“ or type it
(right screenshot).



After you have clicked on „OK“ the link is inserted:



If you have questions please don’t hesitate to send an e-mail at:

experts-admin@fim.uni-erlangen.de

Happy blogging.


