
To add an image to a discussion forum first make sure the picture is saved, then follow 

these screen shots to know what to do. 

 

 

                                   

 

 

 

 

Click Use advanced editor before typing anything in your post. Type 
your information, then whenever you are ready to insert a picture, 
follow the instructions below. 

Click here to open the 
image properties window. 

Click Browse repositories  

Choose to Upload a file  

 

Click Choose File. Find your saved picture and 
open it. 

Once the name of the picture appears here, 
you are ready to click Upload this file  

Enable This image is 
decorative only 

Click Save image. 
The image appears 
in your forum 
post. Add 
information into 
the forum 
window. 



To add a hyperlink to a web page or video 

 

 

                                   

 

 

 

 

 

 

 

 

 

 

Click Use advanced editor before typing anything in your post. Type 
your information, then whenever you are ready to insert a hyperlink 
follow the instructions below. 

Click here to open the 
hyperlink window. 

Paste the URL to the web 
page or video here.  

Click Create link 

The URL link will appear in your discussion 
window.  



 

 

 

 

 

 


