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Uploading a PDF 
  

When building a page in Drupal you can upload various file formats, such as txt, pdf, doc, docx, 
xls, xlsx, ppt, pptx, pps, rtf, gif, jpg, jpeg, png, and svg. To upload a file, you would scroll beneath 
the body section in edit mode and look for the “Add a new file” box. Once there, you can either 
drag and drop the file in the upload box or you can select the “browse” button to search for the 
exact file on your computer. 
  
Once you have selected the file, you will click “Upload.” Upon the file being uploaded, you will 
need to complete the description box for ADA (American Disabilities Act) purposes. 
  
Upon completion of uploading and naming the document, you are now ready to insert the 
document into the body of your page. 
  
To insert a document into your page, you first need to select the word that is in the body of the 
page that you want to link your document to. Highlight that word, scroll down to the files section, 
and find your document. Once you have located it, click the “Insert” button and it will link the 
document to the word you highlighted in the body. Depending on what you named the file, it will 
change the word in the body to your file name. To change back to the original word, double-click 
on the word in the body. When the box appears, change the “Display Text” back to the word that 
was originally in your document. 
  
After a page has been created and you have uploaded forms, you may run into an issue down the 
line where the document is outdated. For this reason, we do not recommend putting dates in file 
names, ie: Drupal 7 Training Guide_10.06.20.pdf.  
  
The benefit of keeping a filename date agnostic is that links will always work and point to the 
latest version. The basic steps for this are, edit the page, under file attachments "remove" the old 
version of the document (e.g. drupal7trainingguide.pdf), rename a local copy of the new file 
version to the old generic name, and then upload this renamed file. Upon save, Drupal will 
upload the new version of the file in place of the old one.  
  
We also recommend only uploading PDFs if there is a specific reason for the document to be a 
PDF (e.g. unique layout, form). Otherwise, you should just be embedding the document within 
the page itself. If the text content is inserted directly in a webpage, it is mobile-friendly, SEO 
friendly, search-friendly, screen reader-friendly, etc. 


