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Working with Images

This guide shows you how to use the features and options within Harvard’s Web management system to
easily post images to your site. The three primary regions to which you can add images are:

e the banner area of your homepage;
e standard articles that contain most of your site’s content; and

o eNewsletters distributed to users who subscribe to email communications.

The following sections provide information and instruction on how to add images to each of the above
components of your site.

Note: To post images to your web site, you’ll need to first upload them to the file vault.
For instructions on how to use the file vault, see the “Uploading Files and Images” training
guide.

Add an Image to the Homepage Banner

If you need to add an image to the banner area of your homepage, see the “Working with Image Albums”
training guide.

Add an Image to an Article
There are two ways to add an image to an article:
e use the toolbox accessible from the upper left of the Article Editor screen, or

¢ use the Content Editor toolbar available above the main content area of the Article Editor screen.

To begin using these methods, follow the steps below.

Method 1: Use the Toolbox to Insert an Image

1. Open the article to which you would like to add an image, or create a new one from the
Article Repository screen (if you aren’t familiar with articles, see “Creating an Article” and/or
“Updating an Article”).

2. Click the arrow-down button vat the upper left of your screen:
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The toolbox appears. The toolbox contains a variety of features and components
you can use with your article:

This is an "h1" headline....

This is an "h2" headline...

This is an "h3" headline...

'Il'his is an "h4" headline...

When you first open the toolbox, you’ll likely see a set of pre-formatted text
elements similar to those shown in the above screen. While these components
are beyond the scope of this guide, you can read more about them in the
“Creating an Article” guide.

3. Click the “Insert image” button E in the toolbox’s menu tray to display the file vault:




4. Drag and drop the image you wish to use into the main content area of your article text:

EBegin Content

Article Headline\
This is the subhead. Lorers&dolor sit amet.
Lorem ipsum dolor sit amet, consecWel‘it. Proin vitae urna. In hac |

lobortis dolor. Quisque urna ipsum, tempus quis, convallis id, tincidunt ut, risus. Nu

Note: You can place an image anywhere within your article—simply position the
mouse pointer where you would like the image to appear as you drag and drop.

5. If needed, you can resize your image to a desired width and height. First, click anywhere on
the image to display the image handles. Then, click a handle and drag to the left or right:

Click handle and drag to the
left or right to resize your
image—as you resize, you will
see a “preview” of your image
with a dashed border appear
to the left or right of your
original-sized image.
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If you would like to specify an exact width and height in pixels for your image, you can
do so by using the Image Properties dialog box. Right-click on your image and select
“Image Properties”—the Image Properties dialog box appears:

Image Properties x

J Image Info ” Link H Advanced

URL
hitp:/fofficerslounge.clubs. harvard.edu/imagesivaul

Alternative Text
events
Width Preview
144 Larem ipsum dolor sit o
Height o G amet, consectetuer
Blg adipiscing elit. Maecenas -
144 feugiat consequat diam.
Maecenas metus.
Border Vivamus diam purus,
| | cursus a, commodo non,
L acilisis vitae, nulla.
HSpace enean dictum lacinia
tortor. Munc iaculis, nibh
non iaculis aliquam, orci felis euismod neque, sed
VSpace ornare massa mauris sed velit. Mulla pretium mi et _
o D o }
Alignment

Left -

Cancel P

Enter the desired width and height of your image in the fields highlighted in the above screen
shot and click “OK.” Your image is resized to the dimensions you specified.

In addition to sizing options, the Image Properties dialog box provides several
capabilities for editing and adjusting your image. You can also link your image to
a specific web site, and/or fine-tune the amount of space around your image using
the “Advanced” tab. For more about image editing options, click the video camera
button |_\ on the Article Editor screen to watch a demonstration of how you can
customiice_y/bur image to work with your site.



Method 2: Use the Content Editor Toolbar to Insert an Image

1. If you haven’t done so already, open the article to which you would like to add an image,
or create a new one from the Article Repository screen.

2. Click in the main content area of your article to display the Content Editor Toolbar:
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Headline Goes Here

This is the subhead. We recommend
descriptive sentences.

The Content
Editor Toolbar

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Proin vitae urna. In hac habitasse pl:
Sed dui. Aliguam auctor. Proin et nibh. Donec condimentum lobortis dolor. Quisque urna ipsum
convallis id, tincidunt ut, risus. Nunc bibendum, mauris sit amet nonummy ultricies, pede maur
augue, vitae sodales libero libero eu diam. Donec ac orci. Integer nulla lorem, ornare id, sodales
nisl. Pellentesque consequat velit vitae massa. Nullam scelerisque. Morbi consequat nonummy eros. Suspendisse ac pede in n

pharetra. Donec iaculis lectus id risus. Vestibulum lacinia. Morbi sodales sem vitae lectus malesuada pretium. Nullam ac est an

3. Click the “Image” button [Ea in the toolbar. The Image Properties dialog box appears.

Image Properties x

J Image Info ” Link H Advanced }

URL
Alternative Text
Width Preview
Lorem ipsum dolor sit amet, consectetuer o
Height G adipiscing elit. Maecenas feugiat consequat diam.

Maecenas metus. Vivamus diam purus, cursus a,
commodo non, facilisis vitae, nulla. Aenean dictum
lacinia tortor. Munciaculis, nich non iaculis

Border aliquam, orci felis euismod neque, sed ornare
massa mauris sed wvelit. Mulla pretium mi et risus.
Fusce mi pede, tempaor id, cursus ac, ullamcorper
Hspace nec, enim. Sed tortor. Curabitur molestie. Duis velit
augue, condimentum at, ultrices a, luctus ut, orci.
Donec pellentesque egestas eros. Integer cursus,
augue in cursus faucibus, eros pede bibendum i

m
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4 2

Alignment
=nat set=
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4. Next, enter the file path where your image is stored on the server in the URL field (usually
your site’s images folder). For example:

URL

images/magnet_assetsiiconsfyour_file.png

The system will retrieve your image from the file location you specify and insert
it into your article. If you don’t know where your image is stored, try searching
for it in the file vault, as described in the previous section. Once you locate your
image in the vault, you can right-click it and select “Copy Image Location” to
obtain its file path. If you don’t see your image in the vault, refer to the
“Uploading Files and Images” training guide.

5. Enter any additional information you would like to include with your image in the remaining
dialog box fields (height, width, alternative text to display in the event your image becomes
unavailable, etc.).

6. If desired, you can also link your image to a specific web site. Click the “Link” tab in the

Image Properties dialog and enter a web address and target window for your link:

Image Infio || Link || Advanced |

URL

Www.my_image_link.com
Target

Mew Window (_blank) [+

=not set=
Mew Window (_blank)

Topmaost Window (_top)
Same Window (_self)
Parent Window (_parent)

Click “OK” at the bottom of the Image Properties dialog box. Your image is added
to your article and is linked to the web address you specified.

As mentioned in the previous section, you can also fine-tune the appearance
of your image by using options available under the “Advanced” tab. To find

out more about these options, click the video camera button |_| on the
Article Editor screen.



About Thumbnail Images

If desired, you can also include a thumbnail image for your article (Note: these images don’t display

in the “main” text area of your article, but are shown in search results, event listings on your
homepage, and in eNewsletters).

The below example shows thumbnail images as they appear in search results:

Alumni Leadership Conference

AlumniMagnet Autosites

AlumniMagnet Event Management

To insert a graphic as a thumbnail image, first find the Article Thumbnail field below the Main
Content field and to the right of the Headline field on the Article Editor screen:

Headline (for collections only): ¥

Article Thumbnail:
Headiine goes here...

Sub-head (for collections only): ¥

Similar to the image insertion options discussed in the previous sections, you can create your
thumbnail by dragging and dropping an image into the field, or by using the Article Thumbnail

toolbar to add your image via linking to a file folder. Each of these methods is described in the
sections that follow.



Method 1: Drag and Drop an Image from the Toolbox

1. As on page 2, click the arrow-down button . at the upper left of your screen to
display the toolbox. Click the “Insert image” button - to display the file vault.

2. Next, drag and drop an image from the vault into the Article Thumbnail field:

events (2B5.jpe]

forums (223 jpg)
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End Content

As you drag your image into the Article & Thumbnai:
Thumbnail field, ensure you can see the |

vertical “I-beam” at the upper left. If the

I-beam is not visible when you release %
your mouse button, your graphic will not

be inserted!

Method 2: Use the Article Thumbnail Toolbar to Insert an Image

1. You can also insert your thumbnail image using the Article Thumbnail Toolbar.
To display this toolbar, click anywhere within the Article Thumbnail field:

End Content

Headline (for collections only): ¥ Article Thumbnail:
Headine goes here...

Sub-head (for collections only): ¥




The Article Thumbnail Toolbar appears:

HOMmM=0O Q= Q)

2. Click the “Image” button [Ead to display the Image Properties dialog box:

Image Properties x

J Image Info || Link || Advanced |

URL
I
Alternative Text
Width Preview
Larem ipsum dolor sit amet, consectetuer -
Height G adipiscing elit. Maecenas feugiat consequat diam. |

Maecenas metus. Vivamus diam purus, cursus a,
commodo non, facilisis vitae, nulla. Aenean dictum
lacinia tortor. Munc iaculis, nibh non iaculis

Border aliguam, orci felis euismod neque, sed ornare
massa mauris sed velit. Nulla pretium mi et risus.
Fusce mi pede, temporid, cursus ac, ullamcorper
HSpace nec, enim. Sed tortor. Curabitur molestie. Duis velit
augue, condimentum at, ultrices a, luctus ut, orci.
Donec pellentesque egestas eros. Integer cursus,

m

VBpace augue in cursus faucibus, eros pede bibendum .
M S R R .

Alignment

=not set=

Cancel 4

Did you notice? The above dialog box is the same one used on pages 4-5 to insert
an image into the main content area of your article. You can access this dialog
box from any field in the Article Editor screen to which you can add an image!

3. As on page 6, enter the file path where your image is stored on the server
in the URL field (usually your site’s images folder). For example:

URL
images/magnet_assetsficonsfyour_file.png

4. Enter any additional information you would like to include with your image in the
remaining dialog box fields (height, width, alternative text to display in the event your
image becomes unavailable, etc.).



5. Click “OK” in the Image Properties dialog box. Your image appears in the Article
Thumbnail field, as in Method 1 on page 8.

Add an Image to an eNewsletter

To add an image to an eNewsletter, you can use many of the same steps described in the preceding
sections for adding images to articles. These steps are explained in the sections that follow.

1. Click the admin menu button & of your web site and select “Manage Newsletter.”

@ Welcome, HAA! «

Submit Article

Manage Articles

Manage Files & Images

Manage Newsletter

Manage Events

Manage Forums

WELCOME e———

Lorem ipsum dolor sit amet, consectemr ddipis

Manage Memberships

magna aliqua. Ut enim ad minim veniam, quis n u

2. From the eNewsletter Repository screen, open a newsletter by clicking the gear icon ﬂ- and
selecting “Edit,” or create a new one by clicking the “plus sign” n at the right of your screen:

eNewsletter Repository...

Pending Q Sent Templates Queued n
¢ 1D ¥ SUBJECT s RECIFIENTS ¥ QUEUED y BY. .. ¢ STATUS
321 Untitied Newsletter nobody pending ﬁ <4
320 Untitled Mewsletter nobody Edit
319 Untitled Newsletter nobody Send/Queue
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The eNewsletter Editor screen appears. From here, you can access the toolbox by clicking the
arrow-down button at the upper left as previously described; you can also open the Content
Editor toolbar by clicking anywhere within the newsletter’s main content area, as shown below:

|B I U 5§ x x* LH Styles - || Mormal -ii Font - | Size -
= - mEom=050=06] @ B @ 4},\_|_|E
HEADLINE GOES HERE

The Content Editor Toolbar

This is the subhead. We recommend two or three descriptive se

Choose one of the methods discussed in the previous sections to insert your image:

e to use the toolbox to drag and drop your image into your eNewsletter, follow steps 2-5
on pages 1-4;

e to use the Content Editor toolbar to insert your image, follow steps 2-6 on pages 5-6.

Questions on this guide? Please post any questions to Support Tracker
and the AlumniMagnet team will respond as soon as possible.
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