
The formatting toolbar at the top of each text edit field includes icons for inserting either a link to a file or 
embedding an image (see below). 

To use these tools, however, you must first upload the file to the server (unless the file is already available on 
the web).  In order to do this, you need to click on the "Add pictures" button at the top of the page (Shown 
below for an AOP page). 

On the subsequent page, you will click on the button labeled "New picture" at the top of the page and upload 
the desired file from your local computer.  The Image Title should contain a short but informative label for your 
file.  This is particularly important for non-image files because the content will not be displayed on the page 
listing the files.  Once you've uploaded the desired file, right click on the file when looking at the list of all files 
for that AOP/KE/Relationship and select the "Copy link location" or "Copy image location" depending on the 
type of file you uploaded (see below for an example of a .png file). Note that the wording may be slightly 
different depending on the operating system and browser that you are using. 



After you have copied the link for the desired file, return to the AOP/KE/Relationship edit page insert your file 
link.  The process is slightly different for an image vs. a file.  To insert a link to a file, type the text you wish to 
display for the link.  In the example below, "Table 2" was typed into the appropriate location in the edit box. 
Highlight the text you just typed and click the "Link" icon in the formatting bar as shown above.  In the dialog 
box that opens, paste the link you copied in the previous step.  Advanced options are available but not 
necessary.  Simply click OK unless you wish to set additional settings.  When you click the "Update AOP" 
button, you will now have a hyperlink associated with the text you entered at the appropriate place in your text 
field. 

When inserting an image, you do not need to type any text.  Just place your cursor at the desired location in the 
text box and click the "Image" link in the formatting bar as shown above.  In the dialog box that opens, paste the 
link to the image file you uploaded in the earlier step.  The inserted image will now shown on the web page 
itself. This dialog box also has additional options should you wish to set them, but you can just click OK once 
you've pasted the link. 




