
UPLOADING FILES ONTO THE WEBSITE 
  

I. Background 
Various Denver Unit Board members and volunteers may have, from time-to-time, the need to upload 

files to the website so that visitors to the site may examine them.  Examples might be the Unit Secretary 

uploading Board meeting minutes; the Publicity Chair uploading new tournament flyers or the Unit 

Photographer uploading pictures of recent tournament winners. 

This document describes the process to upload a file to the website.  Any problems you have with the 

process or suggestions to improve this document should be reported to the Unit Webmaster. 

II. Setup 
In order to upload or reorganize file sets on the DenverBridge.org you will need to be able to log in to the 

WordPress Content Management System (CMS). 

The need for access should first be communicated between you and the webmaster.  The webmaster will 

create a login account for you, and you will, in short order, receive an email that looks something like: 

From: WordPress <wordpress@denverbridge.org> 

Date: Sun, Jul 19, 2020 at 1:51 PM 

Subject: [Denver Bridge] Login Details 

To: <carolgumps@gmail.com> 

 

 

Username: Carol 

 

To set your password, visit the following address: 

 

http://www.denverbridge.org/wordpress/wp-

login.php?action=rp&key=G5P5P41vzOpyfYPukPdE&login=Carol 

 

http://www.denverbridge.org/wordpress/wp-login.php 

Note: There are TWO links in this email. 

 The FIRST link (ending with the login name) is used ONE time to set your password. 

 The SECOND link is used every time you want to log on to the page to perform uploads, or to 

make other changes to the website. 

  

mailto:wordpress@denverbridge.org
mailto:carolgumps@gmail.com
http://www.denverbridge.org/wordpress/wp-login.php?action=rp&key=G5P5P41vzOpyfYPukPdE&login=Carol
http://www.denverbridge.org/wordpress/wp-login.php?action=rp&key=G5P5P41vzOpyfYPukPdE&login=Carol
http://www.denverbridge.org/wordpress/wp-login.php


A. Setting your password 

Use the FIRST link in your email to set the password to your website account. 

The password screen automatically generates a password (with a high security level) for you.  If you are 

comfortable keeping this password in a secure location and using it for future logins, please do so. 

If you choose to create your own password, please shoot for one with a 75% strength or better.  I 

generally choose a word or phrase, then replace some of characters with casing, numbers,  and special 

symbols (cathrinethegreat might become C@thr!neTh3Gr#at).  The reason for the password strength is 

for better security for the Unit website.  The better the password, the smaller the likelihood of an 

intruder making unwanted website changes. 

B. Log on to the site 

Once you’ve set your password, you can log on to the site using the second link in the automated email.  

Press on this link and enter the “Username” you were sent and the password you’ve just created to login. 

NOTE:  You may want to save this link as a browser bookmark to make future logins quicker. 

III. Using File Manager to Upload a File 
The process below uses the example of uploading a file for availability on the Board Minutes page.  For 

other types of files, the location within File Manager will change.  If you have trouble determining the 

desired repository for the files you want to change, contact the webmaster. 

A. Login to the website and select File manager 

 Once you login, you should see the WP File Manager item near the bottom of the list on the left: 

 



B. Enter File Manager and Navigate to the Desired Directory 

Press the File Manager link to see a list of files in the system. 

All the files that you will be adding or modifying are in sub-folders of /wordpress/wp-

content/uploads.  You may have to navigate there by expanding one or more of these folders.  If the 

wordpress folder is not expanded, click on it.  Similarly ensure that both the wp-content and the uploads 

folders are expanded. 

To upload into specifically into BoardMinutes you will also have to expand that sub-folder of uploads. 

 

C. Prepare File(s) and Upload 

On your computer, open the file you wish upload and re-save it as a pdf file with a naming scheme 

consistent with those existing in the File Manager folder. 

For example: the June and July minutes for 2020 should be saved on your local desktop as 2020-06-xx-

Minutes.pdf and 2020-07-xx-Minutes.pdf (changing xx to day-of-month) respectively. 



Then press the upload button in File Manager: 

 

You should get a browser window that looks similar to the left side of the screen pictured below.  And 

with a little window resizing, and perhaps using the windows file manager to open your desktop (or other 

repository) a screen that looks something like the one pictured below. 

Follow the pictured actions to upload a file: 

 

 



After you are done, the contents of the destination folder in the File Manager should look something like: 

 

And the Web Page affected by the changes should look like: 

 


