
Instructions for uploading files onto the PINEMAP Intranet site 
 

1. Once logged in, find the folder/location where you want to upload the item. 
2. Click on the “Add new” button on the top menu bar: 

 
 
 
 
 
 
 
 
 
 

3. The following drop down menu will appear: 
 
 
 
 
 
 

 
 
 
 
 

 

a. If you want to upload any sort of file (i.e., PDF, Word, Excel, PPT, etc.), select  
File (file system storage) from the “Add new” dropdown menu. 
 The following window will appear, and you should give the file a title, upload the file 

onto the site by clicking “Browse” and selecting the file, provide a description, if 
necessary, and click “Save” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
b. If you want to upload a photo, select Photo from the “Add new” dropdown menu. 
 The following window will appear, and you should give the photo a name, upload 

the photo onto the site by clicking “Browse”, and fill in any other optional fields that 
you’d like, and click “Save” at the bottom of the page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
c. If you want to add a folder to store multiple files, select Custom Folder from the “Add 

new” dropdown menu. 
 Give the folder a Title, type a description if you’d like, and click “Save”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
d. If you want to add a link to an external site or to another page on the PINEMAP web site 

or intranet site, select Link from the “Add new” dropdown menu. 
 Give the link a title, enter the link into the URL field and click “Save”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

e. If you want to add a paragraph of text directly onto the web page, select Page 
Paragraph from the “Add new” dropdown menu. 
 Enter a title and your text and click “Save”. 

 
 
 
 
 
 
 
 
 
 
 

4. Finally, if you want to replace a file, simply click on the “Edit Content” link. 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 



 
Once on the “Edit file” page, you can change the title and replace with a new file: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please contact Jessica Ireland if you have questions or need assistance (jjtireland@ufl.edu).  

mailto:jjtireland@ufl.edu

