
How to insert a file as a hyperlink 

 

This will show you how to insert a file onto your website as a clickable link, so that you can put 

it directly on your homepage, rather than having to use the Assignments Page. 

Please note that in order to do this, you will need to house the files in your Microsoft OneDrive. 

 

1. Open your OneDrive in a browser. Click on the file you want in order to open it. (Note: 

This process should work for any file type). 

 

2. Once the file is open, Click on the Share button in the upper right corner. 

 

  



3. You’ll probably want to turn off editing for the document so students can’t mess with it. 

Click “anyone with the link can edit” and then uncheck the “allow editing” box. Apply. 

  



4. Click “Copy Link,” and then you’ll see a “Link Copied” notification. You can always 

click “Copy” again from that box if you need to. 

 

 

 

 

 

5. Open your Site manager. Highlight the text you want to make clickable and click the 

Insert Link icon. 

 

 

 

 

 

 

 

 



6. This box will pop up. Click “Web Address” on the left pane, and then paste the link into 

the Web Address Box. Click “Insert Link.” 

 


