How to Add a Link to a Scribe™
Training Page

1 Navigate to the site where you want the link to live.
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2  Expand the site folder.

Study Abroad
Style Guide [C)=
Test Folder
Name a
_assets
_docs | D _assets
_imgs
) View folder docs
_Wlldgets D o
Dema Trainin >
5 ] _imgs
Training
K Accessibility Statement ... _widgets

K Another Standard Page...

@ cta-nav-styles Demo Training
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Training
& Financial Aid
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Q Fred Marketing Page!

3 Open the site page.

Folder: Demo Training
Research and Graduate 5.., UIW Main Site / test / demo
Student Life

Study Abroad [~

Style Guide
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4 Click "Edit"

My Content Q, Search

t pPublish [JcComments (G)Details vy

Qutput: ht

Apply Visit Cardinal Quicklinks + Search Q@

Academics Admissions Financial Aid Student Support Athletics  UIW Onlii

ime / Test Folder / Demo Training

5 Navigate to the row where you would like to add the link.
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6  Left-click and drag the mouse to highlight your chosen piece of text.
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all to Inclusion - Session 2 | April 18 (Tuesday) at 3 p.m. (Zoom)

ssion builds on “The Gift of Diversity.” In a safe, nonjudgmental setting, participants bravely assess their
intercultural sensitivity and inclusion of people from diverse backgrounds. Together, the group reflects
unconscious biases, stereotypes, microaggressions, and prejudices block the possibilities for

ful and rewarding relationships. Participants set personal aoals for developmental growth in

ural competence to actively build an inclusive community ¢ UI'W where all belong.

Dr. Arturo Chavez at aechavez@uiwtx.edu with any questions!

er for The Call to Inclusion

7  Click "Insert/edit link"
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Call to Inclusion - Session 2 | April 18 (Tuesday) at 3 p.m. (Zoom)
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session builds on “The Gift of Diversity.” In a safe, nonjudgmental setting, participants bravely assess their
of intercultural sensitivity and inclusion of people from diverse backgrounds. Together, the group reflects
ow unconscious biases, stereotypes, microaggressions, and prejudices block the possibilities for

actful and rewarding relationships. Participants set personal goals for developmental growth in

cultural competence to actively build an inclusive community at m where all belong.
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8  Choose "Internal" if the web page is within the UIW domain.

Insert link

Link Type External

Link Source & ChoBSERII8 Page, or Link

Anchor |

Title ‘

|
Texttodisplay  |UW |
|
|

Target l MNone -.d

‘ Custom Formats .

9  Click "Choose File, Page, or Link"

Insert link

Link Type + Internal  External

OPERBEse File, Page,
=

Link Source

Anchar

Title

Target None =

1
Text to display {ww

l

|

Custom Formats .

Made with Scribe - https://scribehow.com



10 Click "Browse" and find site you want to link.

Choose a file, page, or link Cancel

-

F ™
[ 1
Recent  Starred | Frowse

| Search 1

Asset

O g Deme Training Page
UIW Main Site: /test/demofindex

O E Deme Training Page
UIw Test Site: fmatthew/index

1-20f2

11 Choose "External" if the web page is outside the UIW domain.

Insert link

Link e Internal” v External
Typ i Eai

1 ]
Link Source [hﬂpﬁif’i o

Anchor [

Title ‘

|
Text to display [u;w ]
|
|

Target [ Mone 4

‘ Custom Formats .'|
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12  Copy the desired link into the "Link Source" field.

Insert link

Link Type Ptamgi + External
Link Source |thSZ-'*:'htlgls:ﬁ myapps.microsoft com!
e

Anchor |

Title |

l
Text to display IUIW ]
|
|

Target | None =

| Custom Formats .

13  The "Anchor" field can be disregarded and left blank.

Insert link

Link Type Intemal + External

Link Source [hﬂps:ﬂmyappﬁ.micrﬂsoﬂ.mme’

Anchor E)

Texttodisplay UMW

Title [

Target [ Mone

Custom Formats
Button Full
Inline Button
Marketing Table Area
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14  The "Text to display" field will change the text that is displayed on the site.

Insert link

Link Type |Internal « External

Link Source lhﬂps:ﬁmyapps_microsoﬂ.ocmf

Anchor [

Text to display FJI'\M \]

Title [

Target l None

Custom Formats
Button Full
Inline Button
Marketing Table Area

CHil/Cmd + click to select muifiple formals

15 Text added to the "Title" field appears when the user hovers over the nested link
text allowing the user to see where the link will take them without ruining the flow
of the text itself

His<iL nnn L
Link Type Internal » External

Link Source lhﬁps:!!my&pps.micmsofﬁ.com.f ]
Anchor l

Texttodisplay  [uw

)
" |

mo [ |
|

Target l MNone -
Custom Formats -
Button Full I
Styling Inline Button
Marketing Table Area

Tolaln

Citr/iCmd + click fo select multiple formats

Cancel
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16  The "Target" field determines what will happen when a user clicks on your link.

Link Type Internal + External

Link Source [htms:#myapps.micmsaﬁ.com.f

Anchor l

Text to display lunw

Title [Cardinampps

£
Target l Nc% )

Custom Formats
Button Full
Inline Buttan
Marketing Table Area

CirliCrd + ciick to select multiple formats

The "None" option will open the link in the same tab the user is currently on. The
"New Window" option will open the link in a new tab of the user's browser.
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17 Be sure to choose the correct option for the "Target" field. Use the default option
"None" if the link type is Internal to avoid unnecessary tabs, and the "New
Window" option for External links for easier navigation.

Anchor I

Text to display l uIw

Titie ICardinaI Apps

Target I Mone

None

I Marketing Table Area

Cirl/Cmd + click to sefect multiple formals

18 Click "Ok"

Anchar ‘

Text to display [ww ]
Title [Cardinal Apps ]
Target [ New window - ]

Inline Button
Marketing Table Area
Styling Table Footer Caption I
Table Heading

CirifCmd + click to select multiple formats
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19 Click "Preview Draft"

Show

Draft saved Close : 7
Edit Preview

Tools~

il
il
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ril 18 (Tuesday) at 3 p.m. (Zoom)

1" In a safe, nonjudgmental setting, participants bravely assess their
1 of people from diverse backgrounds. Together, the group reflects
licroaggressions, and prejudices block the possibilities for

ticipants set personal goals for developmental growth in

1 inclusive community at m_m where all belong.

20 Look over the draft and confirm your link is displayed correctly.
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21 Click "Submit"

My Content Q, Search

‘ eﬁl il Discard  #" Edit |.v__|(_"cn'|‘.ner1ts @Detailf

ining Page

2

B T R L T

April Events

The Call to Inclusion - Session 2 | April 18 (Tuesday) at 3 p.m. (Zoom)

This session builds on “The Gift of Diversity.” In a safe, nonjudgmental setting, participants bravely assess th
intercultural sensitivity and inclusion of people from diverse backgrounds. Together, the group reflects on he
unconscious biases, stereotypes, microaggressions, and prejudices block the possibilities for respectful and «
relationships. Participants set personal goals for developmental growth in intercultural competence to active

ineliieive cammiinity at | I wihors all balann
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