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ADDING AN IMAGE INSIDE 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

http://www.help.pace.edu PLV: 914 773 3338 NYC: 212 346 1583

1. Click the My ePortfolio tab.

(/e\%p\tfolio

PACE UNIVERSITY
Dashboard | My ePortfolio GG

Profile = Profile pictures  Files  Journals Résumé Plans Notes

Files ©

Upload your images, documents or other files for inclusion in pages. You can sg
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2. Under Pages click the grey pencil icon next to the page where you wish to display the

image.

Dashboard WUTELL G Content | Groups
Pages  Cobecions  Sharedbyme  Shared withme  Export  Import

Pages(—

Search Tike, description. tags |« | | Seacn

Dashboard page

Profile page

Your profie page |s what others see when hey dick on your name of peofile pidure
Academic Materials

Co-curricular /Extracurricular Activities

Resumeé

Showcase

The Amanda Show

Travel / Future Plans

dashboard page is whal you s&e on the homepage when you fest log in. Only you have access o it
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3. Select Text Box from the content blocks, then drag and drop the text box icon onto your

page.

—

"'_"'/ Text box
[a] Image
) Media
& Journals
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@B Personal info

(4 External

Edit layout Edit content Display page »

S J

My pagq
Academiq
Co-currig
Resume
Showcas
The Amar|

Travel / F|

Last Updated:
August 11, 2015

Page 2 of 5

Acadtech@pace.edu
www.pace.edu/digitaltoolkit
914 773-3333 (ITS Help Desk)
914 773-3664 (Office)



http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit
http://www.pace.edu/digitaltoolkit

ACADEMIC TECHNOLOGIES (ITS) Eﬁnes:l;

Work toward greatness. greatness.

TUTORIAL

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.

Insert or select an image X

Image URL

Me files found

My files Group files Institution files Site files

“ou can select multiple files to upload them at ence.

Upload file es: The file | am attempting to upload is my own or |
have express permission to repreduce andior distribute this itern. My use of
this file does not breach any local copyright legislation. This file also adheres
to the terms and conditions ocutlined on this site.

File I:I file= selected. (Maximum upload

size S50MB)

@ Home
Hame Description Tags
T Folder ra
test ra
o= wiewfiles Files from copied page ra
5
Capture JFG e |E|
Capture FNG £ ||| sekec
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7. Click Save

My Notes:
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