
How to Edit Existing Links	

Where:

Simply login at grantpud.org/login 
with your username and password 
and you can edit any existing link by 
navigating to it’s page. 

Overview:

Clicking any content opens a text editor 
to the left of the screen. 

Most text edits can happen on the 
live text on the right, but to change a 
link, simply click/drag to highlight the 
button text in the editor on the left hand 
side of the screen, and click the Link 
icon directly above the editor.



Links Dialog Box:

When you click the Link icon in the text editor, a modal 
window will appear.

If you are entering a simple link, like google.com, feel free to 
type it into the URL field. 

If you are linking a document, click the File icon on the 
right side of the URL field. 

File Manager Dialog Box:

Clicking the File icon will open the File Manager modal and 
allow you to select a file. 

You can also add New Folders or Upload new files in the 
modal windows menu bar near the top.  

Most files have been added using a similar structure as the 
site’s menu in the folder structure to the left.  

Once you’ve found or uploaded your file, simply select it, 
and hit “Update” 

Select Target, Update and Save

Once you’ve updated your link URL, select “Open in New 
Window” from the Target pulldown and hit Update. 

Once the Modal window closes, be sure to hit “Save” in the 
lower left hand corner of the browser. 



How to Add New Links and Download Buttons

Where:

Simply login at grantpud.org/login 
with your username and password 
and you can add new links by 
navigating to a page and selecting a 
block of content.

Overview:

If links are already present in a simple 
linear format, you can simply copy an 
existing link using the editor on the left, 
pasting it in place, editing it’s text and 
edit it’s URL using the Link icon in the 
text editor menu. 



How to Add New Links and Download Buttons

Advanced Formats:

Due to the advanced formats of some of the content, if you’re adding new links with the large orange 
“download” button, or are in a columnar format, then it’s best to switch your view on the left hand 
window by selecting the Fullscreen View icon. 



Advanced Formats:

Within the fullscreen view, click the “Code” view tab in the upper right hand corner.  

Most columnar buttons are a series of LI elements and by selecting and copying the code - starting 
with <li> and ending with </li> - you can duplicate a block of content.  To paste the new block of 
content, just right click and hit paste or Ctrl+V directly after the last </li> tag.  

Once it’s copy/pasted, switch back to Editor view and you can unclick the fullscreen icon to return 
to your nomal view. 

How to Add New Links and Download Buttons


