
Adding and editing content 

To link to content on the website: 

1. Click on the Link button in the WYSIWYG toolbar. 
2. In the Link Type drop down, select Internal path. 
3. In the Link text area, begin typing text that is in the title of the piece of content/file. A 

list of content titles containing the entered text will show.  
4. Select the content to link to by clicking on the title and then click the OK button. A link 

will be inserted in the WYSIWYG with the link text being the title of the content. 
5. To change the text of the link, highlight the link text from left to right and type what you 

would like. (If the link is highlighted from right to left, the text you type may no longer 
be a link.) 

To link to content outside of the website: 

1. Click on the Link button in the WYSIWYG toolbar. 
2. In the Link Type drop down, select URL. 
3. In the URL text area, enter the URL to link to and then click the OK button. A link will be 

inserted in the WYSIWYG with the link text being the URL. 
4. To change the text of the link, highlight the link text from left to right and type what you 

would like. (If the link is highlighted from right to left, the text you type may no longer 
be a link.) 

To add a linked email address: 

1. Click on the Link button in the WYSIWYG toolbar. 
2. In the Link Type drop down, select E-mail. 
3. In the E-Mail Address text field, enter the email address. (I recommend leaving the 

Message Subject and Message Body fields empty.) Then click the OK button. A link will 
be inserted in the WYSIWYG with the link text being the email address. 

4. To change the text of the link, highlight the link text from left to right and type what you 
would like. (If the link is highlighted from right to left, the text you type may no longer 
be a link.) 

Photos 
 
You can either upload a photo to the site or choose from the library of images. It is advised that 
you contact Kelli or Communications staff before adding a photo, so we can assist in 
determining appropriate sizing and photoshopping the image if necessary.  
 
Photo size options:  

• Default – original uploaded image within bounds of the page.  



• Full content – 480x480px – scales to fit either width, height or both, depending on 
original image 

• Teaser – 220x220px – scales to fit either width, height or both, depending on original 
image 

• Preview – 100x100px – Scaled and cropped to match 
 

Adding a photo 
When adding a photo to the website it is extremely important to add alt text. This will allow 
screen readers and search engines to “read” the photo. 
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