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HOW TO ADD AN IMAGE TO A TEXT
BOX

This tutorial will show you how to add an image to a text box.
You will need:
e Animage saved to your computer
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http://www.help.pace.edu PLV:914 773 3338 NYC: 212 346 1583

1. Afterlogging in to ePortfolio, click the “Content” tab.

Dashboard ePortfolio DI OUD

@ You are loggedin

Start Building Your ePortfolio in 2 Easy Steps:

Create q Share .

2. Click “Files”.

Profile  Profile pictures Files Journals Résumé Plans Notes

3. Check “Yes” to the copyright disclaimer and then “Choose Files” in order to upload the photo
from your computer.
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4. Once the photo has uploaded, find it in your files section and click on the name of the image.
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5. The image will pop up in another window in your browser and will have a URL associated with it.
H|gh||ght the URL, right-click, and select “Copy”.
sinie, § Fles - Pace Universty ePortfolic ]E download.php UPEG Image, 1024 « 7. x [ +—
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6. Click the “My ePortfolio” tab.

X ortiolo

PACE UNIVERSITY

Dashboard | My ePortfolio 115 m——

Profile = Profile pictures Files Journals Résumé Plans Notes

Files ©

Upload your images, documents or other files for inclusion in pages. You can s¢

7. Under “Pages” click the grey pencil icon next to the page where you wish to display the image.

Pages  Cobections Sharedbyme  Shared withme  Export  Impornt
Pagesh Create page Copy 3 page
Search Tike, description. tags |« | | Seacn
Dashboard page rd

y dashboard page is whial you s&¢ on the homepage when you fest log in. Only you hiave access Lo it

Profile page P
Your profie page |s what others see when hey dick on your name of peofile pidure
Academic Materials X
Co-curricular /Extracurricular Activities 7 |H
Resumé £ |8
Showcase Z N
The Amanda Show Z (B
Travel / Future Plans 2 |H

8. Select “Text Box” from the content blocks, then drag and drop the text box icon onto your page.
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9. Adialog box will appear allowing you to edit the content of your text box. Click the tree icon.

Text box: Configure

Block title
Bulldog Puppies
Block content

B 7 UM A-W- | E=

EJ— 3@‘; [ wim. (3
= = b | ? A D W

FontFamily +~ | FontSize v | Paragraph v

Path: p
Use content from another text box

Tags
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10. Paste the URL from your photo by right clicking and selecting “Paste”. You are given the option
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to give the image a description and choose a specific alignment. Once done click “Insert”.

Insert/Edit [m-aée-
Image URL
Image Description
Alignment
Dimensions
Border
Vertical Space

Horizontal Space

Insert

sfact/file/ download.php’file=444843¢<_

Bulldog Puppies
[~]

Middle

1024 | x |768

11. Your image will appear in the text box where you can drag the corners to size and align it. When

finished, click “Save”.

Text box: Configure
Block title
Bulldog Puppies

Block content
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==
FontFamily ~ | FontSze ~ | Paragraph .
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«
Path: p » img
Use content from another text box

Show my tags

Attachments

Retractable

w5 ct to allow this

A B Automatically retract

Select to automatically retract this block

[ o L oo

block to be retracted

i when the header is clicked
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