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Adding pictures to your website creates a personal touch and also provides much more
interesting content for your visitors. Before you add the picturesit will help to
understand how the size of an image will affect upload times.

The size of an electronic image is measured in bytes, like any other el ectronic document;
however the actual size that you see is measured in Pixels. Animage size of 600 pixels
by 600 pixelsis normally more than adequate for any use on theweb. Animagethat is
thissizein pixelswill also be small enough in bytes to be quickly uploaded and viewed
on the Internet. Thisisimportant as avisitor who hasto wait too long for an image to
appear on their screen will normally not bother waiting and 'surf off' to some other
website. For example, the following picture is 600 pixels wide by 428 pixels high:

Thereisrarely aneed for such alarge picture to be on awebpage, but you will want to
use your own particular requirements to guide your own web pages.
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Preparing your images:

Before you can use an image on your website, you will need to have prepared the size of
it by using some photo editing software on your own PC. Most modern PCs come with
built-in editing packages. The only formats that can be used by the MySouthWest system
are GIF'sor JPG's. You will then need to store the image on your own PC, in adirectory
that you will be able to find later on.

Once you have your images ready you can then add them in to your web pages. To add
an image to your website, click on the page you want to put it into and click on edit. This
will take you into the HTML editor.

HTML Editor LCanceI J [ Update Content I

Aria v [302p) w|Nomal ¥ B J US| %< | BIE 0> FH
EEESEMMNEEERE Ba -SSR0 R
IInsert_."Modify Internal Irnagel
We are a Bunbury based drama group that specialise in having fun -
whilst bringing good guality productions to our local community.

From Shakespeare to Gilbert & Sullivan, from Drama to Farce and all in
between.

Our website is designed to inform you about our current production, tell you about
some of our past productions and generally give you a good idea of what we are
all about

S0, browse around and if you would like to join us and become involved in this

fantastic, fun and fuffilling hobby please feel free to contact us. Alternatively, just

pop down to the Little Garrick Theatre in Thespian Way_Bunbury on any Thursday

night from 7.00pm. | v
Path: body = blockquote = p

Position your cursor where you want the image to go and click on the Insert Internal

Image icon %. A new window will pop-up.
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‘A http:/fadmin.mysouthwest.com.au - Insert Image - Microsoft Inte... |._

Insert CMS Image

‘=1 badactors.mysouthwest.com.au LTETE
{3 Images | |
Alternate text:
Options
Alignment:
|Baseline v|
Border thickness:

Harizontal Spacing:

Vertical Spacing:

Maximum Width:

Maximum Height:

[ Preview ][ OK ][ Cancel ]
Image Preview:

&] Done  Internet

Put the mouse over the word Images and click on the right hand mouse button. A small
menu appears.

Insert CMS Image

‘-3 badactors.mysouthwest.com.au Image

B3 Images | |
Add New Image Alternate text:

Options
Alignment:

| Baseline v |
Border thickness:

Horizontal Spading:

Click on Add New Image with the left hand button.

a
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2 http://admin.mysouthwest.com.au - Insert Image - Microsoft Inte... E||E|E|

Insert CMS Image

Show Select
Category: Imagesj‘;_'.ﬁ.'el_:gpicb.lres E

Upload Image: ?C::-_'g;ll_ill:n:uments aﬁd_éEtﬁn_g_.s_-_'n;jgr}.jan-'n;l';"ly'_Dl:ucumenE.ﬁ:Ia-ri'-s stuf'F'r

Mame Same as Uploaded
file: O (or)

Mew Filename: thﬂeGarrld{ :

Y ou now will have to enter some information about the image:

Y ou could store all of the images on your website in the default folder ‘images’.
However, if you have alot of pictures, then it is good practice to logicaly structure their
storage. If you wish to create a new directory for each category of image, then you can
type anew directory name into the category box. Please note you only need to type the
name in, thereis no requirement to add the / character after it.

Click on the browse button and locate the image you want to use. Thiswill be
somewhere on your own PC. Click on the name of the picture once and then click on
open. The name of thefileisloaded into the Upload Image box.

Y ou can choose to leave the filename the same as it is, or you can uncheck the box
provided and type in anew filename.

Having completed that click on OK. The details window will close and the next window
will have pre-selected the image you just uploaded.
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-2 http://admin.mysouthwest.com.au - Insert Image - Microsoft Inte... |

Insert CMS Image

‘4 badactors.mysouthwest.com.au i

Ea Images |LitHE Garrick |
Ea webpictures Alternate text: .
T ittle Garrick * | |
. Options
@ drama._mask.Jpg Alignment:
@ grass.jpg | Baseline Vi
~@ trees.jpg Baorder thickness:

| i
1
Horizontal Spacing:
E I
Vertical Spadng:

E |

Maximurn Width:
200 |
Maximum Height:
200 |
[ Preview ][ Ok ” Cancel
Image Preview:
éEl $ Internet

Ensure the image name is loaded in the image box.

The alternate text box iswhat will pop-up when someone puts their mouse over the
image, or if someone has selected to view text only they will see that instead of the
picture, so put a meaningful description in there.

The alignment means where the picture will go in relation to any text on the page, but
you can leaveit at baseline and if you don't like it you change it later.'

A border isif you want to put an outline box around the picture. Entering a number in
here will put the corresponding number of pixelsin aframe around the picture. For
example a5 in here would place a 5-pixel width border around the image.
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Likewise horizontal and vertical spacing isthe gap that will be left between the edges of
the picture and any surrounding text. It isaso measured in pixels, so about 5 or 10 or 15
will do, dependent on your own design.

The height and width values are important. The MySouthWest system is very clever.

It can take an original picture of any size and resize it on the fly. So a 600 x 600 pixel
image can be shown at 200 x 200. Thisis helpful if you wish to use the same picture at
different sizes throughout your website. One picture can be used many times and placed
at different sizes depending on what you enter into these boxes.

A value of 200 x 200 will make it easier to see on screen and it will aso reduce the
overall byte size so that it can be viewed on-line much more quickly.

Leaving these height and width boxes empty means the full picture size will be loaded by
default. Should you wish to change your mind with regard to the size, it is easier to
delete the picture from your page and re-enter it with a different size selected.

Largeimages will take along time to upload and in the mean time your visitors may
decide to surf elsewhere.

If you are not sure what 200 x 200 would look like, the following image is set to that size:

By experimentation you will begin to quickly realise what size is appropriate for your
needs.

Once you have entered all the details, click on OK to enter the picture into your webpage.
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If you then realise you do not like the way the pictureis placed in relation to the
surrounding text you can change the image
properties.

Right click on your mouse when it is over the
image. Thiswill bring up a menu.

From here you can cut it, copy it or paste
something over the top of it.

Y ou can also make the imageinto a

hyperlink, justify it and remove the whole thing by
removing the <IMG> element, whichisHTML ‘for
remove the picture!’

Y ou can put a paragraph beforeit or after it, and
you can aso click on image properties.

If you select Image Properties, another window will pop-up.
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Within this window you can change the Alternate Text, the border size, the horizontal
and vertical spacing and the alignment.

Clicking on an alignment style viathe drop down box and then clicking on ok will move
theimage in relation to the text on the page.

Continueto right click, select properties, change the alignment and click ok, until you
find the alignment that works best for your page.

Once you are satisfied, click on update content and then save the whole page.

Open a new browser window and view your actual website through it.
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Because you have loaded the image on to the MySouthWest system, if you wanted to
insert another copy of it al you haveto do isto click the internal image icon again.

Thistime, instead of selecting Add New Image, just click on the Images Folder and then
find the image name that will be listed under images in the left hand side of the window.
Thiswill select the image and then you can set the properties on the right hand side.
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Adding an external image:

Adding an external image is exactly like adding an internal image but you can choose an
image which is actually on another website. When your page loads, it loads up the image
from the other website and then displays it on your screen. All you need to know isthe
precise web address of the image, including the filename. But, be careful as you have no
control over what happens to that image. Y ou just have to hope it will always be out there
on the Internet for you.

To add an external image, click on the Insert External Image Icon c and another box
will pop-up.

Enter the full address of an image on the Internet into the Image URL box. To ensure
you get the right address it is often easier to find the image address from the websiteit is
on and copy it into the box. The other boxes are the same as within the Internal Image
dialogue box.

To make the image also link back to the original website when clicked, return to the
editor and right click your mouse when over the image.
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Thiswill bring up a shortcut menu from which you choose Make a Link.

Paste, or type, the full URL of the image into the URL box. Add atool tip (text that will
display on screen when the visitor's mouse is moved over the link) and choose to open a
new browser window.

Click on OK, update details and then save.

Thiswill now give you an image which is referenced from an external site. If that image
changes on the origina site, your image will also change. By inserting alink on the
picture you have also created a hyperlink that will take avisitor, who clicks onit, to the
externa website.

To remove the link and the picture return to the HTML editor. Click on the image and
then press the delete key on your keyboard. The image and the link will be
removed. Click on update content and then on save.
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