Adding Images to a Web Page

Revised 1/24/19

1. Place your cursor where you’d like the image to appear on the page you’re adding it to.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla a dictum leo. Morbi eu nunc facilisis, condimentum nunc vitae, eleifend tortor. Nulla eget finibus tortor. C

aliquam aliquam nibh. Morbi dignissim volutpat felis, vel euismod justo. Sed rhoncus aliquet mauris, sit amet interdum nisi. Quisque ultricies tristique vestibulum. Pellent
venenatis quis eros a putvmar

tAoer eleifend congue iaculis. Proin nec risus ornare, viverra velit blandit, pellentesque eros. Aliguam erat volutpat. Donec id sagittis lacus. Nullam tristique auctor sagitt
el

Pellentesque v tate, tellus et euismod feugiat, metus lacus ornare lectus, id tristique turpis est et augue. Vivamus pretium lorem erat, elementum efficitur dolor lobol

luctus convallis ulla rper. Aenean sodales felis ut lorem semper pharetra. Fusce a faucibus magna, at suscipit magna. Nulla vitae malesuada purus. Cras scelerisque |

vestibulum diam, ut condWgentum massa nulla ut sem. Vestibulum suscipit dapibus dapibus. Vestibulum urna augue, tempor a congue ac, porttitor a felis

2. Click on the Insert/edit Image tool.
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nulla a dict@nES I neeegu nunc facilisis, condimentum nunc vitae, eleifend tortor. Nulla eget finibus tortor. ¢
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aliquam aliquam nibh. Morbi dignissim volutpat felis, vel euismod justo. Sed rhoncus aliquet mauris, sit amet interdum nisi. Quisque ultricies tristique vestibulum. Peller

venenatis quis eros a pulvinar.

Morbi eleifend congue iaculis. Proin nec risus ornare, viverra velit blandit, pellentesque eros. Aliquam erat volutpat. Donec id sagittis lacus. Nullam tristique auctor sagit
fermentum mattis, tellus diam sodales turpis, vitae ultrices nunc diam luctus mi. Vivamus nec ullamcorper mauris, vel consequat justo. Etiam suscipit varius sapien. Etia

vehicula et ut arcu. Suspendisse ac nulla mi. Donec tempor nulla sit amet nisi pharetra efficitur. Suspendisse sed diam in quam fringilla tincidunt eget id orci

Pellentesque vulputate, tellus et euismod feugiat, metus lacus ornare lectus, id tristique turpis est et augue. Vivamus pretium lorem erat, elementum efficitur dolor lobc
luctus convallis ullamcorper. Aenean sodales felis ut lorem semper pharetra. Fusce a faucibus magna, at suscipit magna. Nulla vitae malesuada purus. Cras scelerisque
vestibulum diam, ut condimentum massa nulla ut sem. Vestibulum suscipit dapibus dapibus. Vestibulum urna augue, tempor a congue ac, porttitor a felis

3. Click the Browse icon in the dialog box that appears.
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4. Make sure you're in the correct folder, then upload the image you wish to add.

Select Image

Sites » www » about » administration-and-governance » division-of-academic-affairs | Upload ~ | Staging v
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5. Select the image you want to upload by browsing to it, or dragging it in from a Windows Explorer
window.

You may select multiple files for upload. NOTE: file names may contain lower-case letters, numbers, and
dashes/hyphens only.

Shown below: browsing to, then selecting the file

) File Upload

&« v A = % ThisPC 3 Pictures v U Search Pictures o]
Organize ~ New folder - W @
appeal
#F Quick access
Camera Roll

Desktop * osano reu photos
4 Downloads 2 Pictures for Website
= Documents A Saved Pictures
« Pictures g &l research-and-writing-studic-banner.png

W fpacj
& OneDrive —

W This PC

& Network

File name: |fpacjpg ~ | All Files (*.*) ~




Shown below: dragging the file into the upload window
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6. Upload the files you’ve selected.

Click the Start Upload button.

Upload to /about

Access Group (Administrators Only)

Overwrite Existing [

Files Mo 2.0t or drag files from desktop

Filename Size Status / Options

fpac.jpg 121K

research-and-writing-studio-banner.png 111K

Cancel Start Upload




7. Select the image file you want to place on the page.

Click the filename, then the Insert button.

Select Image
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8. Add a description for the image, if needed.

If the content of the image clear from the surrounding text, the description may be blank — simply click
in the description field and type a space with the space bar. For instance, a picture of George
Washington next to a paragraph of text detailing his accomplishments may have a “blank” description. If
the content of the image is not clear from the surrounding text, add a description.
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9. Adjust the alignment and spacing around the image if desired.
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10. Click the Save icon (upper left) when you’re finished.
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venenatis quig eros a pulvinar.

Suspendisse sed diam in quam fringilla tincidunt eget id orci

augue, tempor a congue ac, porttitor a felis.

Lorel sum dolor sit amet, consectetur adipiscing elit. Nulla a dictum leo. Morbi eu nunc facilisis, condimentum nunc vitae, eleif

aliguam Mguam nibh. Morbi dignissim volutpat felis, vel euismod justo. Sed rhoncus aliquet mauris, sit amet interdum nisi. Quisqu

':% Worbl eleifend congue iaculis. Proin nec risus ornare, viverra velit blandit, pellen
finibus pellentesque. Sed condimentum, diam ac fermentum mattis, tellus diam

varius sapien. Etiam mollis lectus vel enim porttitor pulvinar. Vivamus accumsan

Pellentesque vulputate, tellus et euismod feugiat, metus lacus ornare lectus, id t
sagittis lacinia vestibulum at, imperdiet ut nibh. Ut luctus convallis ullamcorper.

Cras scelerisque pulvinar facilisis. Quisque pulvinar, tellus nec semper ultricies, i

Donec in urna diam. Donec egestas eros sed faucibus porttitor. Quisque mattis rhoncus tellus sed laoreet. Donec viverra maximus

dui auctor, vel dapibus nibh pretium. Aliquam vitae lorem id lectus convallis convallis at in enim. Pellentesque vitae volutpat tellus,



