
LHS Website – “How to” Guide 2 

This document is the second in a series of guides that will take you through the very simple 

processes that will allow you to write content into your pages of the LHS website:   

 How log onto the LHS Website Dashboard 

 How to upload files to the website Media library. 

 How to create hyperlinks to uploaded files 

First you must log on using the username and password you were issued. 

 Log into the LHS website user login page using 

http://custweb03.vws.ifl.net/~r35864//wp-admin/ 

 

 

 This will show the login window:  

 

 

 

 

 

 Make this page a favourite so that 

you will be able to log in more 

quickly the next time! 

 

 

 Carefully type in your username and password and click “Log in” 

 

 The Dashboard will then be displayed:  

 

 Click on Media   

to browse the website. 
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click 

http://custweb03.vws.ifl.net/~r35864/wp-admin/


 The Media Library page will appear. 

 This lists all of the files you have uploaded. 

 To add new files, click on Add New : 

 

 

 

 The following window will appear: 

 

 

 

 

 

 

 

 

 Click on Select Files to bring up a 

“Choose file” box.  

 Navigate to the file you want to upload 

and click Open 

 After a short delay your chosen file will be 

uploaded . 

 You may select further files. To upload 

several files at one go, hold down the 

CTRL key as you select each file – and 

then click Open  
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 The website homepage  

will appear:  

 

 

 

 

 

How to record online the homework you have set. 

1. Click on Homework to bring up the homework table menu: 

2. Click on the year group in your subject, 

(I clicked on S3 in Physics) 

 

 

 

 

 

 

 

 The year group homework table for your subject will now open (in my case S3 

Physics)
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 Click on Edit: 

 

 Edit page will now open: 

 

4. Click in one of the table cells then start typing. 

5. When finished editing, click Update 

How to upload files to the website library. 

You may have a file of homework sheets that 

pupils could hyperlink to from the table. You 

must first upload the file to the website library.  

6. Click on Add Media to open the Insert 

Media box: 

7. Click on Upload files 

 

8. in the next box that appears click on Select 

files 

 

 

 

 

 

9. A familiar window showing your computer 

files will open. Select the file you want to 

upload. (I clicked on a Revision Homework 

file that loaded in as shown.) 
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10. From the bottom right, click on Insert into 

Page to add the hyperlink into the table. 

 

11. The clip shows the new hyperlink: 

 

 

 

 

12. To save the changes click on Update and 

wait until the page “reappears”. 

 

 

 

 

 

13. To check all is good click on view page 
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