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Pasting text, adding links  

Adding links 

The link button (above in green square) allows you to: 

• Insert a link to something else on the internet.  

• Store files on WA Portal and link to them from your web page. A file can be an image, graphic, 

PDF, Excel, Word document, etc. However, you may not upload a video. You can use the 

video embed button to link to a video that’s hosted externally, such as on YouTube. This 

feature is explained below. 

To add a link, see the instructions for using the File Browser. Note: If clicking the link icon takes 

you to a log in screen, this means you need additional administrative approval. Send a request to 

the WA Portal team. 

Video files are too large to be uploaded to WA Portal. Online services such as YouTube and 

Vimeo allow you to create a free account where you can easily upload your meeting videos and 

other video content. Follow the instructions on the site you use to generate a link that you can 

place on your WA Portal page. Make sure the link is “public” or “available to anyone with the link.” 

Use the video embed button to add a video to a page or in your team folder. By using a link from a 

site such as YouTube or Vimeo, your user will be able to see a thumbnail image and play the 

video without leaving your web page. You can have the video take up the full width of the web 

page or you can place the video into a smaller frame (example below) and place text next to it by 

using the Insert Template button.   

Pasting text 

Don’t bother using the paste text button. Most browsers don’t support its use.  

Always use CTRL V. 

 

After using CTRL V always use Tx  to format the text appropriately. To use Tx, select all text 

and click the Tx icon. This step ensures visitors to the site see consistent fonts, sizes, and 

colors from one page to the next and helps your content be readable.   

mailto:waportal@doh.wa.gov
mailto:waportal@doh.wa.gov
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Place your cursor in the space on your page where you want your image to display. 

Click the photo icon. If clicking the icon takes you to the My Portal log in screen send a request to 
the WA Portal team to be assigned the permissions to upload photos. 

 
Under Image, click Choose File. Find the file that is saved on your 
computer. Need images? DOH staff can visit the internal DOH Photo 
Library. 

 

Select the image from your computer and double click. In the Alternative 
text field, clearly describe the image. (Alternative text example: A 
woman and infant in a yoga pose in an outdoor setting.) Filling this field 
assists people who use handicap accessibility tools on websites. When 
done, Click Save.  

Adding an image to your page 

Insert Template 

Use the templates available under 
this button (in blue square in toolbar 
image above) to present your 
images and text in an organized way 
and flow text around an image or 
video thumbnail.  

What’s this? 

When using the Insert Template options you will see a red line like this 

flutter in and out of view when your cursor is near it. The red line will allow 
you to add space between template boxes you have placed on the page.  

Hover your cursor between the boxes. Click the red square to add a 

space.  

See examples on the next page. 
Click and pull the black square to shrink 
or enlarge the image. 

Click and hold this square to drag the image to a different area on your page. 

mailto:waportal@doh.wa.gov
mailto:waportal@doh.wa.gov
https://stateofwa.sharepoint.com/sites/DOH-photolibrary/SitePages/Home.aspx
https://stateofwa.sharepoint.com/sites/DOH-photolibrary/SitePages/Home.aspx
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Using template options on your page 

There are four template options available. They can help you neatly set text next to an image or video link. 
You also can use them to package columns of text, or a combination of text and images. The images below 
show you what each template option could look like on your page.  

Delete the default 
image and click 
on the video 
embed button in 
the toolbar.  

You can add text 
below the video or 
image as well as 
to the right.  

You can use these spaces for images, icons, 
logos or just text. 
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1. Note where the file is saved on your computer. 

2. While in Edit mode for your page, select the text you want to link to and then click the 
link button in the toolbar.  

3. In the Add Link pop up window click Open File Browser.  

Using the file browser to link to files on your page 

4. Select Upload and then Add file to copy the 
document from your computer into the 
default documents folder. You also can 
use the New folder button and create a 
folder with the same name as your 
webpage.  

5. Once your document has uploaded to the 
folder, select it so it is highlighted, then 
double click on the file name to return to the 
Add Link window and click Save.  

Want to link to the same document on a different page?  

1. Once you have uploaded a file, it will be available to link 
to on any page.  

2. Select the text you want to have linked to the document, 
for example, the title of the document.   

3. Click the link button in the 
toolbar.  

4. Below Open File Browser, type 
any word or words that’s in your 
file name.  

5. Scroll down to view web pages 
(labeled as “Content”) or files that 
match the word(s) you typed.  
Click the file with the name 
you’re wanting to link to. The 
system fills in the node number 
of the item you’re linking to.  

6. Click Save. 
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How to place an accordion on your page  

An accordion menu is a vertically stacked list of headers that can be clicked to show or hide content below 
the headers. Before using accordions on your webpage, be sure to consider the pros and cons.  

Click Edit on your webpage to access the edit ribbon. Place your cursor on your page where you want to 
begin the accordion and then click the accordion icon (above in blue square). 

 

The boxes will appear on your page as shown below. The word “Accordion” will be visible when you save your 
page until you type a label in the field. CAUTION: the accordion fields are very sensitive to deleting and back 
spacing. You may need to promptly click undo or CTRL Z to restore the title or content field. 

Note: The image of the edit ribbon below shows the order for icons, but the icons will shift depending on your 
browser and your view settings.  

Insert your text or links in the blue and green fields. If you need more rows, right-click within the accordion 
space to be given options to add more or to remove accordion sections. Continue right-clicking to add more 
rows to your accordion section. You also can create separate sections, perhaps for content on a different 
topic. To do this, place your cursor outside the dotted red line and click the Accordion icon in the toolbar. 

• To create more space between accordion sections, hover your cursor between them and look for a red 

line like this.  
 

• The red line will flutter in and out of view as you move your cursor. Click the red square to add a space.  

 

Tip: Use this icon to insert a thin 
line between your accordions or 
to help visually separate the 
accordion from other content on 
your page. 

 

Tip: Use column 
templates (details 
on page 4) to place 
an accordion inside 
a space with an 
image. 

Undo and redo buttons 

These options appear when you 
right-click within the accordion 
space: 

https://designtlc.com/when-should-you-use-accordions-on-your-website/
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Placing anchors or bookmarks to guide your readers 

Send a request to the WA Portal support team for assistance with placing anchors on your pages. 

Anchors, also called page bookmarks, allow you to: 

• Help your reader jump quickly to information on another section or body of text on your page or 

another page. For example, you could offer a brief table of contents on the top of your page for 
readers to reach detailed or specific information on a topic without having to scan all the text on 
your page to get to it. 

• Provide a link for a place on your page that you can use in an email or a publication. 

The Washington State CBW Workforce page has seven sections with links to trainings and informational 
videos, creating a very deep page. To help visitors of the page easily see all sections without having to 
scroll the depth of the page, anchors provide visibility and access. Each header is listed at the top of the 
page and accessible with an anchor. 

Tip: Anchor links can be used in a newsletter to bring a reader to a specific section on 
your webpage and to any other pages on your WA Portal site.  

mailto:waportal@doh.wa.gov
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Inserts a thin line 

Indents text 
and inserts a 
vertical line  

Inserts a table  

Additional toolbar options 

This button gives you a view of the page with all computer coding that 
supports how it looks. Avoid using the button or changing the coding. 


