How to Fix Broken Links

1. Go to Documents and open the desired document. 
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2. Open the document and copy the address. 
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3. Go back to the page where the document is located.
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4. Click the link that is broken. A pop-up will appear with the link and two options. Click the pencil to edit. 
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5. Replace the current link with the one you copied from Step 2. You can update the link one of two ways:
a) Paste the address and then click the arrow to apply. 
[bookmark: _GoBack][image: ]

Click the yellow Update button.
[image: ]

b) Click the gear (link options) and paste the address in the URL box and click Update.
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You have successfully updated a broken link.
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