ADD A NEW DOWNLOAD FILE / DELETE A DOWNLOAD FILE IN WORDPRESS
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Create a new Download file:

Login to your WordPress website’s admin area
Click on the Dashboard Menu

Click on the Downloads menu
Click on the All Downloads menu
Click the [image: image1.png]Downloads

Add New




button at the top of the page

In the top box, you’ll enter the Title of your new page
Scroll down to downloadable Files/Versions
About middle of page click on [image: image2.png]



The area will expand

Click on [image: image3.png]



The Media Page will come up 

Locate the media file you want Download
Click on the Download file

Click on  Insert file URL  in lower right hand corner
The computer went back to Downloads and your file link is added under [image: image4.png]File URL(s):



 

Click on the Blue Box Publish
Go to the [image: image5.png]Download Options



box on the right side
Click on [image: image6.png]) Members only



if you want the file to be Private

Do not click on any box if file is to be Public 
Go to [image: image7.png]Download Categories




Scroll down under the  [image: image8.png]All Download Categories
Most Used



to find the director to place this download
Check the check box in  [image: image9.png]Membership
Rosters.




in front of the file
Go back to[image: image10.png]Download Options



 near the top of page on right
Find the Check Box for Redirect to file

Check the [image: image11.png]Redirect to file



 check box in front of Redirect to file
Click on Blue Box Update 
Your file is now accessible on the web site
Go to the location of the file on the web site and you will see it listed
Log out of Admin
============================================================

Remove a Downloaded file from the web site:

Login to your WordPress website’s admin area
Click on the Dashboard Menu

Click on the Downloads menu

Click on the All Downloads menu

Locate from the list the File that you want to remove

Click the Check Box in front of the page

Click on the red Trash
The File is now gone from everywhere on the site
Go back to the web site and check if you wish
Log out of Admin

