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In-Page Media Uploader

Built into your pages and articles is a new media uploader that allows
you to add images and documents in bulk, directly on the page or
article that you are working on. This can be very handy when you are
loading multiple images or documents at one time.

The in-page media uploader is an alternative method of uploading
content, you are still free to use the standard media folder also.

Loading PDF’s

» Go to the page or article that you wish to upload your media to and
click on the pencil icon to edit.

Add/Edit a Webpage

Type Normal Page v

Page Thie In Page Media Uploader
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Meta Keywords
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+ Click on the hyperlink button.
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» The Insert Link pop up will appear, click on the icon to the right.

Insert link X
wr [ " <
Text to display
Title

' Target None

g

A m Cancel

» The Responsive File Manager pop up will open and look similar to

this.
Responsive Filemanager
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Buid Curriouum Policies Updat-ed logo MA 26722_howtobiurd.

« To load content directly into this landing page you would click on

Upload.
R Filemanager
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* You may like to create separate folders for your content to keep
your Responsive File Manager organised. Please be mindful that
the folder needs to be created before you upload your documents.

* Click on New Folder.

Responsive ger
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« Title your folder and click OK.

Insert folder name:

Newsletters

* Your new folder will be in the list of folders, you will need to double
click on this folder to open it.

Responsive Filemanager
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A& (4 Files - 4 Folders)

Newsletters Build Curriculum Policies
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* You can now click on the Upload button to load your files into your

new folder.

A Newsletters (0 Files - 0 Folders)

back

» Browse your computer for the file/s that you wish to upload.

Select your file/s and then click Open.

Favorites

@ Recents
A Applicati...
® Downloads
ﬁ Creative...
iCloud

& iCloud Dri...
[% Documents

[=] Desktop

Locations

@& Network

Media
J1 Music
Photos

Name

Term 1 Issue 1.pdf
Term 1 Issue 2.pdf

Term 1 Issue 3.pdf
Term 1 Issue 4.pdf

3 Newsletters

~ Size

Kind

PDF Document
PDF Document
PDF Document
PDF Document

Date Added

Today at 10:07 am
Today at 10:07 am
Today at 10:07 am
Today at 10:07 am

Cancel m _
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* You will land back in the Responsive File Manager. Click on Start

Upload.

Responsive Filemanager
2+ +m 8 B

# Newsletters (4 Files - 0 Folders)

Term 1 Issue 4

* When they are loaded there will be a tick to the left of the file

Term 1 Issue 3

Term 1 Issue 2

Term 1 Issue 1

name. Once all are loaded, click on Return to file list.

Responsive Filemanager

Term 1 Issue 1.pdf
Term 1 Issue 2.pdf

Term 1 Issue 3.pdf

A R Y

Term 1 Issue 4,pdf

+ Click on the first file you wish to load.

Responsive Filemanager
2+ +% B B8

A Newsletters (4 Files - 0 Folders)
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Term 1 Issue 4

Term 1 Issue 3

Term 1 Issue 2

Term 1 Issue 1
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+ In the Text to Display box, type the hame of the file you are linking,
then click OK.

Insert link X

Url https://www.demo.sponsored4.com/source/ IR

| Texttodisplay  |Term 1 Issue 1| < £
i Title
( Target None

* Your first file has been loaded.

Type ‘ Normal Page v
Page Title ‘In Page Media Uploader
Meta Description ‘

Meta Keywords ‘
Content

File -~ Edit~ View~ Insert~ Format~- Tools~ Table~ Help ~
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Term 1 Issue 1
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» Type the title of your second file, highlight it, then click on the
hyperlink button.

Content

File -~ Edit~ View - Insert -

Format - Tools - Table -~ Help ~
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+ Click on the icon on the right.

Insert link

url ‘ |
Text to display Term 1 Issue 2
F
¢ Tite

F( Target None

 Click on your second file.

Responsive Filemanager
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A Newsletters (4 Files - 0 Folders)

Term 1 Issue 2

back Term 1 Issue 4 Term 1 Issue 3

0 ® 7 .‘ Term 1 Issue 1
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* Because you had already typed the file name, you can just click OK
as you will not need to name the document.

Insert link X

url https://www.demo.sponsored4.com/source/

d Text to display Term 1 Issue 2

: Title

F( Target None v
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* Your second file has been uploaded. Continue the process.

Content
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Loading Images

» Place your cursor where you would like the picture to appear. Click
on the Insert/Edit Image button.

Content

File Edit - View Insert Format - Tools - Table - Help
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 Click on the icon to the right.

Insert/edit image X

General Advanced

Source |

a
A

Image description
Image Size Select...

Dimensions X v Constrain proportions

Cancel

» Create a new folder. Then double click on the folder to open it.

Insert folder name:

Anzac Dayl
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Loading Images

» Place your cursor where you would like the picture to appear. Click
on the Insert/Edit Image button.

Responsive Filemanager
ﬁ 2+ +m B B

#A Anzac Day (0 Files - 0 Folders)

back

* Click on Add file.

Responsive Filemanager

# Return to files list

Base upload

ﬁ Add file(s)

* Browse your computer for the image/s you would like to load and
click Open.

[fisortas < =+ v [ Recent News 2022 Q
@ Recents
A Applicati... Name ~  Size Kind Date Added
@® Downloads *= Advice 1.png 280 KB PNG image 28 Oct 2022 at 5:39 pr
. Creative... B Advice 2.png 313 KB PNG image 28 Oct 2022 at 5:39 pr
= Advice 3.png 390 KB PNG image 23 Nov 2022 at 2:54 p1
Ctoud = Advice 4.png 570KB PNG image 17 Nov 2022 at 11:54 ai
& icloud Dri... £ Advice 5.png PNG image 17 Nov 2022 at 11:54 a
B3 Anzac 1.png 44 PNC . £ R . >
(5 Documents B Anzac 2.png
(=] Desktop E2 Anzac 3.png
B8 Anzac 4.png
Locations @ Anzac 5.png PN! 28 Oct 2022 )
@ Network PNG image 28 Oct 2022 at 5:39 pr
w Art 2.png 130 KB PNG image 28 Oct 2022 at 5:39 pr
Media i1 Art 3.ona 358 KB PNG imaae 17 Nov 2022 at 11:54 al
J7 Music

Cancn

(@ Photos
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+ Click on Start Upload.

Responsive Filemanager

o
g
i

ﬁ Anzac 1.png 543.50 KB
ﬂ Anzac 2.png 33197 KB
- Anzac 3.png 42737 KB
Anzac 4 K

, \nzac 4 png 26382K8B
- Anzac 5.png 524.61KB

* When your images are loaded there will be tick on the left. Click
on te the Return to file list button.

Responsive Filemanager

Base upload
v Anzac 1.png 543,50 KB
v Anzac 2.png 33197 KB
v Anzac 3.png 42737 K8
v Anzac 4.png 263.82K8
v Anzac 5.png 524,61 KB

 Click on the first image you wish to upload.

Responsive Filemanager
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A Anzac Day (5 Files - 0 Folders)
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+ Change the dimensions to suit your plan.

Insert/edit image X
General  Advanced = <(——
Source https://www.demo.sponsored4.com/source IR
Image description
Image Size Select...

| Dimensions 600 x 400 ¥ Constrain proportions

Cancel

* Click on Advanced Tab to add some vertical and horizontal

spacing.
Insert/edit image X
General Advanced
Style margin-top: 5px; margin-bottom: 5px;
Vertical space 5 Border width
ﬁ :
Horizontal space »5 Border style Select... ~

Cancel

—

+ Click OK and your image will load.
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» Pop your cursor where you would like the next image and repeat
the process.

File - Edit~ View~ Insert- Format - Tools - Table - Help -
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» See "Working with Images” Cheat sheet on tips to align your
pictures on a page.
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