
How to replace a media file


This tutorial shows how to replace a .pdf, but images can be 
replaced using the same technique.


1) Locate the file that you want to replace in the Media Library 
and click on it.


2) Click the Upload a new file button at the bottom of the right 
sidebar, then use the white box that says “New: Click here to 
upload or drop file in area” to either upload or drag and drop the 
new file






3) Once you have uploaded the file you will see its name and size 
in the white box. Then scroll down and choose the replacement 
options you see in the screenshot below, “Just replace the file” 
and “Replace the date…” Finally click Upload to replace the old 
file with the new one.


 



