
Working with Images
1. Go to MEDIA in the CMS
2. In Upload/Files & Photos click Create New
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3.    Give your image a title and click on Browse/Choose File
4.    Browse your computer for the file that you want and click Open
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5.    Click on Submit



6.    In Media, click on the URL of the image that you just uploaded

7.    A pop up window will open for you to COPY the URL to your 
clipboard. Hit CTRL + C on your keyboard. (This is a shortcut to COPY), 
then click on OK in the pop up window.

2

8.    Go to Website Content and find the page you want to house the 
image and click on the pencil to edit this page.



9.    Put your cursor where you would like the image to land and click 
on the Insert/Edit Image button.

10.    Paste the copied URL into the top box (Source) and then click 
tab on your keyboard (this will fill out the dimensions of your image).
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11.    You can manually add your dimensions by changing the width 
and/or height as displayed above.



12.  You can also use the Image Size drop down menu to select pre-
set image dimensions.

• Small 150 pixels wide
• Medium 300 pixels wide
• Large 600 pixels wide
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13.    In this instance I have chosen Medium.  Remaining on this pop 
up window, now click on Advanced.
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15.    You will see your picture loaded into the content box of your 
page.  Update your page and visit your site to see the new picture!

14.    So that your image does not bump right into the next image or 
text that is surrounding the picture, put some spacing around it.  In 
Vertical and Horizontal space put ‘5’ or a spacing of your choice.  
Then click OK.
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The below image shows the same graphic placed on the page using 
the pre-set sizes of small, medium and large.
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WRAPPING TEXT AROUND IMAGES
If you have a page of text that you would like to brighten with some 
images throughout, follow steps 1 – 8 of this guide.

1.    Once you are on the page where you would like to add your 
image, put your cursor where you would like the image to appear.  In 
this instance, we will put it in the top left corner.  Then click on the 
Insert/Edit Image button

2.    Paste your image into the top box, then choose your size and 
click on Advanced.
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3.    Add your vertical & horizontal spacing then click OK.

4.    Your picture will load as below, while the picture is still selected 
click on Format on the top row of your toolbar.
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5.    Hover over Align, then align to the Left.

6.    Your picture is now aligned to the top left of your text.  Update 
your page and visit your site to see your image.
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7.    You may want to add another photo further down the page and 
align it to the right.  Follow step 1- 5 of Aligning Images. Put your 
cursor in front of the 4th paragraph and insert your image using the 
above steps but this time we will align to the right.  Update your 
page.
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ALIGNING MULTIPLE IMAGES ON A PAGE
You may find that you would like a row of images displayed on your 
site, as long as you keep the dimensions the same, they will look 
great.
1. Load your images into the media folder following the steps 

outlined earlier in this guide.
2. Pop your cursor where you would like the first image to land and 

click on the Insert/Edit image button and paste the URL into the 
source box.  Choose your size in this case Medium and add your 
spacing.
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3. Update your page.
4. Go back to MEDIA and copy the URL of the second picture you 

wish to load.  Go to Website Content and edit the page you are 
working on.  Pop your cursor to the RIGHT of the first image and 
then click on the Insert/Edit Image icon.

5. Paste the URL of your image in the source box, choose size 
medium, add your spacing and insert.

6.  Repeat for as many images as you like.


