Adding images 2

It is helpful to add images to your tutorials to help explain the steps. The files must be uploaded to the site and then inserted into
the page. It is possible to upload all files at once, or upload them one at a time.

1. Click on the "Choose or upload files" button
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2. You probably want to avoid the helpful "Upload file(s)" button in the dialog that appears.A This will upload files but it
uploads them to the root folder in the gallery, which is not helpful.
A

3. Instead, click on the Browse Galleries button
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4. To create a new folder in the gallery to keep images on one topic together, click the "New folder" button, and give your
new folder a name.
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6. To upload a file (or several files) click the "upload files" button (diskette image beside the "new folder" button. This opens

a file dialog so you can select the file or files to upload. After uploading, double click on the image you want to insert into
the page. This will add it to the page, but as a small (thumbnail) image.

7. To display the full size image, save the page. Go to the thumbnail and click the little puzzle piece below it.



8. In the dialog, go to the list at "Thumbnail" and choose "none," then click "Submit" at the bottom of the dialog box.
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