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Create A Gallery
1. Click the Photo Gallery link in the Administration Tool.
Create a new gallery

2. Click the Create a new gallery button (
3. Enter the Directory Name, Gallery Title, and Gallery Description. See Figure 1.

Important!

This directory name should be relatively short (less than 30 characters) and consist of only letters,
numbers, and the dash (-) or underscore (_) characters.

Create a Hew Gallery

Directory name: I

Gallery tithe: I
=
Gallery description:
[
Cancel | Create Gallery
Figure 1

4. Click the Create Gallery button, or click Cancel to abort. You will be returned to the Photo Gallery
Manager page.

Modify A Gallery

1. Click the Photo Gallery link in the
Administration Tool.
2. Click the Edit link under the gallery ’fj

graduation 20046

Graduation 2006

description. See Figure 2. hatos of Graduation 2005

dit Delete
T Figure 2
Edit Title & Description 3. Edit the Gallery Title & Description.
'CS“‘ Note: You cannot change the Directory Name
/,/ 4. Click the Update button, or click Cancel to

- abort. See Figure 3.
graduation 2006

Edit title:

| Graduation 2006

Edit description:

Phatos of Graduation 2006 =
|

Cancel | Update

Figure 3



Delete a Gallery

Click the Photo Gallery link in the Administration Tool.

Click the Delete link under the gallery description. See Figure 2.
A confirm window will pop up. See Figure 4.

Click the Delete button, or click Cancel to abort.
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Delete Folders

Please Hote:
When you delete a folder, all of itz contents, including any publizshed galleries, will also be deleted.

The follovwing falder will be deleted:

graduation_2006

Cancel Delete

Figure 4

Modify Multiple Galleries

Check the checkboxes to the left of the Directory name, and select the appropriate action at the bottom of
the page. See Figure 5.

oy protoGaneres

Directory Mame and Gallery Descrigtion

B ), 20

Edit Delete
UC 2005

Users Conference 2005
See pictures from thiz past vears Users Conference
Edit Delste

graduation 2006

Graduation 2006
Phaotos of Graduation 2006

ADADAES

Edit Delste
r me
Gallery 10
Wine and Cheese 2006 pics.
Edit Delete
Check All Chooze action for zelected galleries:

Uncheck All Editl Delete |
Invert Checks

Figure 5

Check All — will check all checkboxes
Uncheck All — will uncheck all checkboxes already checked
Invert Checks — will check all unchecked checkboxes, and uncheck all checkboxes already checked



Upload Photos

1. Click the Photo Gallery link in the
Administration Tool.
2. Click the Gallery Title link. See Figure 6.
3. Click the Lallerate] ghisiics button at
the top of the page.
The Upload Photos Java Applet loads.
See Figure 7.
‘ % Browse... | ‘ Remove Selected | ‘ Remove Al ‘
File Marme | Size
Figure 7

Remove Unwanted Files

1.

1.

Hold the CTRL key and select the files
you wish to remove from list. See Figure
8.

. ?ﬁr Remove Selected J
Click the .

OR

Re all
Cliok the | X Remove all_|

Add More Photos

graduation 2006

Phaotos of Graduation 2006
Edit Delste

4.

Figure 6

Click the Browse button to select files from
your computer.

Note: Hold the CTRL key as you select each file
using your mouse to select multiple photos from the
same directory.

5.
6.

Click the Upload button to upload your files.
Click STOP to abort.

Once the files have been uploaded (the file
names will disappear from the list once they
have been uploaded), click the Continue
button.

| ﬁBrowse... | | "éfRemwe Selected | | XRemwe All |

File Mame Size

09.jpy

5105

admin_edit.gif
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banguet_club.gif 4642

£ upload 0%
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Figure 8

1. Click the Photo Gallery link in the Administration Tool.
2. Click the Gallery Title link.
3. Click Upload photos.
4. Click the Browse button to select files from your computer.
5. Click the Upload button to upload your files. Click STOP to abort.
6. Once the files have been uploaded (the file names will disappear from the list once they have been
uploaded), click the Continue button.
View Photo
1. Click the Photo Gallery link in the Administration Tool.
2. Click the Gallery Title link.
3. Click the image thumbnail or image filename.



Delete Photo

1. Click the Photo Gallery link in the Delete Files
Administration Tool.
2 Click the Gallery Title link. The following file will be deleted:
3. Click Delete under the image filename and .
description. grad3.jpg
A confirm popup will display. See Figure 9.
15 [ Delet
4. Click the Delete button, or click Cancel to 2ee ik
abort. Figure 9
Edit Photo
1. Click the Photo Gallery link in the Edit Title & Description

Administration Tool.

2. Click the Gallery Title link.
3. Click Edit under the image filename and
description. .
4. Edit the Title and Description. See Figure gradi.ipg
10. Eclit title:
5. Click Update, or Cancel to abort. iDean Collens' Speech
Edit dezcription:
Dean Collens speaks to the =

graduating class.

Cancel 1 Lpdate

Figure 10

Rename Photo

Click the Photo Gallery link in the Administration Tool.
Click the Gallery Title link.

Click Rename under the image filename and description.
Rename the photo.

Click Rename, or Cancel to abort. See Figure 11.
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Rename File

gradil.jpa

Erter new filename: igrad'l [als]

Cancel 1 Fename ;

Figure 11

Note: Avoid using spaces and beginning the file names with numbers.



Move a Photo

1.

o bk~ wn

Click the Photo Gallery link in the
Administration Tool.

Click the Gallery Title link.

Click Move under the image filename and
description.

Select the destination directory from the
Photo Gallery drop down. See Figure 12.

Click Move, or Cancel to abort.

Copy a Photo

1.

o &~ wbn

Click the Photo Gallery link in the
Administration Tool.

Click the Gallery Title link.

Click Copy under the image filename and
description.

Select the destination directory from the
Photo Gallery drop down. See Figure 13.

Click Copy, or Cancel to abort.

Rotate a Photo

1.

ok Wb

Click the Photo Gallery link in the
Administration Tool.

Click the Gallery Title link.

Click Rotate under the image filename and
description.

Select the rotation or flip. See Figure 14.
Click Rotate, or Cancel to abort.

Move Files
The follovwing file will be moved:
grad.jpg

Carrently selected divectony:
photogallery

Select destination directory:
photogallery j

Cancel | % [ |

Figure 12

Copvy Files
The followving file will be copied:
grad2.jpg

Currehtly selected directony:
photogallery

Select destination directary:
photogallery j

Cancel | Cupyl

Figure 13

Rotate Image

If the orientation of this image is incorrect, you may rotate
it el

Please Hote:

Your changes will not immedistlely appear in a published
photo gallery . % ou must republish the gallery to view
wour updated images.

grad2.jpg

‘ " Rotate image 90° to the right

) " Rotate image 90° to the left

I " Flip vertically

Cancel | Faotate |
Figure 14




Modifying Multiple Photos

Check the checkboxes to the left of the image filename, and select the appropriate action at the bottom of
the page. See Figure 15.

e

Filename and Photo Information Date
orad.jpa G200

Dean Collens” Speech
Dean Collens speaks to the gradusting class.
Edit Rename Move Copy Delete Rotate

radd2.jpa Eroi2006

Sharing a moment.
Todd Barker and Liza Grant share a moment.
Edit Rename Move Copy Delete Rotste

grad3.jpag Groi2006

Proud Grads
Proud Grads here.
Edit Rename Move Copy Delete Rotste

| graddipg E/5/2006

Group Photo
Group Photo here.
Edit Rename Move Copy Delete Rotste

Check All Choose action for selected images:

Uncheck All Editi F’il:utatei Fename 1 Mwei Cupyi Deletei
Invert Checks

Figure 15

IMPORTANT

When modifying a published ou MUST re-publish the gallery to activate all modifications.

Check All — will check all checkboxes
Uncheck All — will uncheck all checkboxes already checked
Invert Checks — will check all unchecked checkboxes, and uncheck all checkboxes already checked



Publish Gallery

1. Click the Photo Gallery link in the Publish Gallery
Administration Tool. TrTTTTITTTTmmmmmmmmm e e m e

2. Click the Gallery Title link. _
3. Click Publish gallery. viewabiz by: |Public [~
4. ?glect the appropriate features. See Figure e I?EF'X (Medium) j
5. Click Publish Gallery, or Cancel to abort. Full size images: |3I]Dp>< (Medium) j
6. A Publishing Complete confirmation page _ _

will display. B NC

Slice show speed: |5 Seconds (Medium) j

Slideshow start: [MNo =

Publish Gallery | Cancel |

Fublishing may take a few moments.
Figure 16

Viewable by — Determine what type of user is allowed to view the photo gallery. Member Only displays
next to the Gallery Title.

e Public (All users can view.)

e Members Only (Registered of the Online Community can view ONLY)

Thumbnail images — smaller versions of the other images
not currently being displayed. See Figure 17.

No Th il
: 6; ox umbnai Full Size Image
o 75px K
e 85px

Note: px is the abbreviation for pixel.

Full size images — the larger photo currently displayed.
See Figure 17.
o 250 px

300 <« o »
o px i .
« 350 px A e
. . o . f Figure 17
Dissolve — the images will dissolve as the new image .
Thumbnail

appears.

e Yes

e No

Slideshow speed — Determine whether the gallery will be a  Slideshow start — Determine if the slideshow
slideshow, and the time each image will display. will begin instantly when the gallery loads, or

 No Slideshow will the user have to press the C] button.

e 3 Seconds (Fast) 1
e 5 Seconds (Medium) . Yes
e 7 Seconds (Slow) 2. No



Re-publish a Gallery

1.

o bkrobd

Click the Photo Gallery link in the
Administration Tool.

Click the Gallery Title link.
Click Re-Publish gallery.

Select the appropriate features. See Figure

18.

Publish Gallery

Wiewakle by I Puhklic j

Thumbnail images: I 75px (Medium) j

Click Publish Gallery, or Cancel to abort. A Full size images: |3I]Dp>< (Mediurn) j
Publishing Complete confirmation page will

display.

Unpublish a Gallery

1.

o krowbd

Click the Photo Gallery link in the
Administration Tool.

Click the Gallery Title link.
Click Unpublish.

An Unpublish Gallery page
displays. See Figure 19.

Click Unpublish, or Cancel to abort.

Dizzolve: [MNo =

Slice show speed: |5 Seconds (Medium) j

Slideshow start: [MNo =

Publish Gallery | Cancel |

Fublishing may take a few moments.
Figure 18

Unpublish Gallery

You are about to unpublizh a gallery.

Unpublishing this gallery WILL HOT:

& delete any image files you've uploaded
& delete any image titles or descriptions you've entered

Unpublizhing this gallery WILL:

» remove the gallery and all associated images from public vievy on your website.

Are you sure you want to unpublish this gallery?

Unpublish Gallery Cancel

Figure 19
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