
    

 

Page 1 of 4 

help.pace.edu 
Last Updated: 
April 6, 2016 

Acadtech@pace.edu 
www.pace.edu/digitaltoolkit 
914 773 3664 (PLV) 
212 346 1661 (NYC) 

TUTOR IAL  

 

 

A D D I N G  A N  I M A G E  I N  A  T E X T  B O X  

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

1. Click the My ePortfolio tab. 
 

 
 

2. Under Pages click the grey pencil icon next to the page where you wish to display the 
image. 
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3. Select Text Box from the content blocks, then drag and drop the text box icon onto your 
page. 

 
 

4. A dialog box will appear allowing you to edit the content of your text box. Click the 
insert/edit image icon. 
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5. Paste the URL of an external image, or use the image browser to select or upload your 
own image. 

 

 

6. Click  
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7. Click Save 
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