Isaac’s Tea Trail
38 miles in the North Pennines

Make Document, e.g., this one. 
Save on your computer
Go to NLDWA admin site
Go to page, such as the one I’ve just created in group activities called Test Page
Click insert/edit link
Insert link pop up appears
Go to right hand top corner, magnifying glass
Directory of files appears – I think this is what you are talking about. 
Upload your file to the directory
Insert into created test page
The insert link pop up appears again – fill in this box, title etc
Insert
Document is in the test page

From our phone call I guess you knew all of this apart from where the directory was. 
Page created has to set to published to see on user site. 




