
How to manage the content of 
internal pages



● The content manager tool within your 
back office is rich in features that will 
allow you to create and edit your 
platform’s internal pages. 

● The three main features which you 
can start exploring are presented in 
this document: 

○ how to add images
○ how to add videos
○ how to link websites and files



How to add images



● Go to the internal page and click on the image icon



● If you already have the image in 
image file format, click on 
‘Browse Server’ 



● Drag and drop the image in the folder and select it by 
double clicking on it to go back to the image properties.



● The image’s dimensions can be 
modified using the ‘Width’ and 
‘Height’ fields. 

● The ‘lock’ icon controls the 
aspect ratio. If you click on it you 
will be able to resize the width 
and height independently of each 
other.

● The alignment can be set using 
the provided drop down menu



● To link a URL to the image, input 
it in the appropriate field within 
the ‘Link’ tab. 

● To link a file, click on ‘Browse 
Server’. The process is the same 
as the one seen here.

● The target can be defined using 
the ‘Target’ drop down menu. It 
will determine if the linked 
website or file will open in the 
same page or in a new one.



● Within the ‘Advanced’ tab you 
can input an ‘Advisory Title’ 
which will be displayed when you 
hover over the image in the front 
end.



How to add videos



● A YouTube video needs to be 
embedded using the code provided 
by YouTube

● In order to access that code, go to 
the video and click on the ‘Share’ 
button displayed under it. 



● Once there, click on ‘Embed’.
● Copy the code, as you will 

need to paste it in your back 
office



● Go to your page and click on 
‘Source’ to view your page’s source 
code

● Paste the code you retrieved from 
Youtube in the content area



How to link a website or file



● Type the text into the content 
area and highlight it

● Click on the ‘Link’ icon



● To link a URL, input it in the 
appropriate field within the ‘Link 
Info’ tab. 

● To link a file, click on ‘Browse 
Server’. The process is the same 
as the one seen here to add an 
image.


