
Creating a PDF and Posting it on Your 
Classroom Website 

1. Open the document that you’d like to post as a PDF.  You can 
create a PDF out of a document created from just about any type 
of application. 

 
2. Instead of selecting a printer, choose CutePDF Writer from the 

printer drop-down window. 

 
3. Next you’ll be prompted to choose WHERE you are going to save 

your PDF.    In the “Save in:” drop-down menu, choose Public on 
Srverchestnut… 

 



4. After opening Public on SrvrChestnut, open Teachers and then 
your last name. 

 
5. Next change the name to something fairly short with NO SPACES. 

 
6. Once you click save, you’ve created a PDF and posted it online.  

7. You’ll now need to create a link from your class Website to the 
PDF. 

8. Open Netscape Composer 

 



9. Open your Class Website from your Public Web directory. 

 
10. Type the text that you’d like to use as your link and click the Link  

icon at the top of the program. 

 
11. Click Choose File  to select your link. 

 
 
 
 
 
 
 



12. You will only see html files (of Web page files).  You must select 
All Files from the “Files of Type” drop-down menu. 

 
13. Double-click on the file you want to link to, or click once on the file 

and click the Open button. 

 
14. Simply click OK after selecting the file. 

 



15. Your text is now a link to the PDF.  Once you click the save button, 
your students will be able to access your handout. 

 
 
 


