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H O W  T O  A D D  A N  I M A G E  T O  A  T E X T  

B O X  

 

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

 
 

2. Click “Files”. 

 
 

3. Check “Yes” to the copyright disclaimer and then “Choose Files” in order to upload the photo 
from your computer. 

This tutorial will show you how to add an image to a text box. 
You will need: 

 An image saved to your computer 
 
http://www.help.pace.edu    PLV: 914 773 3338    NYC: 212 346 1583 
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4. Once the photo has uploaded, find it in your files section and click on the name of the image. 

 

 

5. The image will pop up in another window in your browser and will have a URL associated with it. 
Highlight the URL, right-click, and select “Copy”. 
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6. Click the “My ePortfolio” tab. 

 
 

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

 
 

8. Select “Text Box” from the content blocks, then drag and drop the text box icon onto your page. 
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9. A dialog box will appear allowing you to edit the content of your text box. Click the tree icon. 
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10. Paste the URL from your photo by right clicking and selecting “Paste”. You are given the option 
to give the image a description and choose a specific alignment. Once done click “Insert”. 

 
 

11. Your image will appear in the text box where you can drag the corners to size and align it. When 
finished, click “Save”. 
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My Notes: 
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