
Inserting a Link 

In the text area in 
which you want to 
insert a link: 
 
highlight the text you 
want to be a link.  
 
Click the Insert/Edit 
Link icon 

 
Insert/Edit Link 
In this window, you have several choices in the “Link to” menu.  You can 
insert a link to a(n) 

1. Internal page (this is an page within the Ingeniux system. 
2. External page (any page outside of Ingeniux, or other locations on 

the web like Google or Facebook) 
3. Asset (PDF, image, or other file that has been loaded to the asset 

tree) 
4. Anchor (don’t use this unless absolutely necessary – consult Web 

office) 
5. E-mail (link to someone’s email address)  

 



Internal Link 
Before beginning, check the XID of the page 
you want to select by hovering over the page 
you are attempting to link and looking for 
the popup that appears.  Make note of this 
number for the next step.  
 

 
INTERNAL LINKS 
Select Internal on the Link To menu.  
 
There are two ways to setup an internal link. 
 
INTERNAL LINKS - Option 1. 
Under Link Properties, type the name of the 
page you want to link to.   
 
The list of pages with that name will appear.  
Select the correct page (noting that there 
may be several pages with the same or 
similar name).  To assure you select the 
correct page, make sure the page has the XID 
that you made note of above. 
 
Select it and click Insert 
  



INTERNAL LINKS - Option 2 
Under Link Properties, type the XID of the 
page you want to link to.     
 
The page with that number will appear.  
Select it and click insert. 
 

=  
External Links 
 
Select External under Link To menu 
 
Paste (by copying a URL from a browser and 
CTRL+V) or type the URL in the URL window. 
 
Click insert 

 



Asset Links 
 
Select Assets under Link To menu 
 
Click the Select Asset Icon 
 
 

 
in the Select an Asset window: 
 
Find the asset you want to link. 
 
Click select  

 



In the Insert/Edit Link window: 
 
Add a title to describe your asset. 
 
Click Insert button 

 
Email Links 
 
Select E-mail under Link To menu 
 
Type or paste (CTRL+V) the email address  
 
In the title, write Email <name> 
 
Select Insert  

 



 


