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 To brighten up your site you should add photos to pages that are full of 
text.  These break up the text and can showcase your school.  You can 
align these images throughout the text on your page or recent news 
content. 

 

Step 1:  Load the image into your media folder and copy the link 

See “Working with images” cheat sheet if you need this process. 

 

 
1. Go to the page you wish to add the image to.  Click on the pencil icon 

to edit this page.  Put your cursor where you would like the image 
displayed. 

 

2. Click on Insert/Edit Image icon in the toolbar and paste your image link 
into the SOURCE field. 
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 3.  Choose your image size from the drop down menu (or add your own 
dimensions in manually). 

 

 4.  Now click on ADVANCED tab at the top.  Add some spacing around 
your photo so the text does not bump right into it.  I suggest 5 pixels for 
bother Vertical and Horizontal Space.  Then click OK. 
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 5.  Your page will look like this.  Now we have to align the image. 

 

 6.  Click on Format in your toolbar – Align and choose your alignment.  In 
this case we have aligned the image to the LEFT. 
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 7.  Update your page and visit your site to see what it looks like! 

 You can align your images to the left or to the right of you page so the 
text is broken up with images landing throughout.  See below: 

 


