
Basics of Adding A New LABEL 
 
  
 

Click on “Turn editing on” 
  
 

 

Select a topic 

 Click on the plus sign to add a 
resource 

 Click on “Label” 

                  

To insert text, simply type in the area beneath this menu of options. 
Edit font, size, style, center etc using the icons 

                                  

 
To insert/ edit an image, click on this icon 

     

 
-To use an image from a file, simply click 
on “find    
  or upload an image” 
-To use an image using an URL, paste or 
type in  
  the address in the space next to “Image 
URL” 
-Type in image description then click on 
“Insert” 
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If clicking on “Find or upload an image...” 
Select “Upload a file” 

 

Click “Choose File” 
 
 
 
 
After selecting your file click on “Upload 
this File” 

  

After uploading your file click on “insert” 

  

To create a link using your text: 
• Type your text 
• Highlight text 
• Click on link icon        

 

Type or paste the URL in the space 
provided. 
 
Target: recommend using “Open in new 
window”  
 
Enter title  

                     
Click “Insert” 

 Scroll down and leave settings by default 

            
Click on this button and you are finished! 
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