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C- Photos & Photo Albums

Overview

Photos and Photo Albums are managed completely through the Image Explorer. This article
will review how to upload and manage the Image Explorer, how to crop and resize images,

and how to manage Photo Albums.

Use Case(s)

Images are an extremely important part of your website. Through imagery, we can bring the
website to life, tell a story, and evoke emotion. It is easy to enhance your site design, or to
emphasize your message by placing quality photography throughout the website. There are
also practical uses for images, such as showcasing upcoming events and to show photos

from past events.
Accessing the Tool

To access the Image Explorer, follow the steps below depending on your access role.

Admins: Hover over Admin bar in the left hand corner of the screen, select Image Explorer.

ADMIN ‘_F{e_l_:mowunn:

CONTENT MGMT COMMUNICATION

o e
t.Q.EDE S.I.GN - \ ~
2
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Editors: Hover over Admin in the main navigation, select Main Tools, and then Image Explorer.

Fitness & Spa Social & Dini Fami b Admin

Open Public
Calendar Main Tools
Directory Additional .-ages
Inbox/Groups
Arficles

image Explorer

View Statement
Resort Statement Admin

Role Security Manager

The following Image Explorer Interface screen will launch.

..... 2 Add Mew Category

v oy Images l4 || < [T] 2345678910 .| p| p Pagesze p v
..... 2 2015 Valentines Day o 285 it in 12
..... 2 2015 mobileMasterimages Sl UE
..... 3 Aricle Thumbnails o n
% h Banners 600x110 NAME A DIMENSIONS LAST UPDATED
..... 2 Board of Directors [E 100_1201_012.JPG 320 x 176 9/11/2006 1:29.37 PM 1
..... 2 Clubhouse photos
..... © Cross Marketing B 100_1310_028.JPG 320 x 188 9/11/2006 1:29:39 PM
..... 2 Dining
& Golf [E  100_1358.PG 800 x 533 10/5/2006 10:32:18 AM
.3 Member Events B 100_1359.JPG 800 x 533 10/5/2006 10:32:18 AM
B Netcaddy R tion Suit
@ Netcaddy Reservation Suite [E 1001360 JPG 800 x 533 10/5/2006 10:32:18 AM
L. Photo Albums . -
_____ £ Photo Tralning [ 100_1361.JPG 800 x 533 10/5/2006 10:32:18 AM
..... 2 Real Estate _—
_____ & Renovation photos - 2010 [E  100_1364.JPG 800 x 533 10/5/2006 10:32:18 AM
-l Stafl images [E 100_1365.PG 800 x 533 10/5/2006 10-32:18 AM
b[ﬁ x Archived
L@ Tresh [ 100_1367JPG 800 x 533 10/5/2006 10:32:18 AM

----- @ CE System Images [ 100_1369.JPG 800 x 533 10/5/2006 10:32:18 AM
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Image Explorer Interface

The Image Explorer is a repository for all images used on the website. It is simply a holding

place to organize imagery, and allows for images to be edited.

Organizing Images

It is important to organize images, so the images are easy to find. Organizing folders is

extremely important when working within Photo Albums, as Photo Albums pull images from

an entire folder, or multiple folders. There is never a reason to delete images from the

website, as there is no limit to the amount of images stored.

Folders are typically named after year, event, topic, dimension, or Photo Album title.

Site Images

w3 Images

...... @ Add New Category

Iu‘j 2015 Valentines Day ]
..... ) ZUT5_mobilelMasterimages
Adicle Thumbnails

Banners 600x110

o
o
..... D
..... & Clubhouse photos
..... D2
]

Dining
- Golf

Board of Directors

Cross Marketing

Member Events

Metcaddy Reservation Suite

P

b[l.j letn!—‘«lbumal
D
D

bf—j Staff Images
bfj x Archived
14 2l Trash

Photo Training
Real Estate
Renovation photos - 2010

..... i3 CE System Images
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To add a New Folder, click the Add New Category folder at the top of the folder structure.

Site Images ¥

42 Add New Category
. 2 mages ®_

..... = 2015 Valentines Day

..... @ 2015 _mobileMasterimages
..... 3 Aricle Thumbnails

.2 Banners 600x110

..... 3 Board of Directors

..... 3 Clubhouse photos

..... 3 Cross Marketing

..... 3 Dining

. ©) Golf

b@ Member Events

b@ Metcaddy Reservation Suite
,@ Photo Albums

... Photo Training

... Real Estate

... Renovation photos - 2010
p- 2 Staff Images

.,IE] % Archived

..#@8 Trash
..... @ CE System Images

You may name your Folder and then even choose where the Folder is nested in the Folder

structure.
Add New Category X
MName A Add Folder Hame Here I

Parent Category | Im ages
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Images may be moved from one folder to another by right clicking on the image > Move.

® [g 100_1310_028.JPG {b 1N v
View Image
® 100_1358.JPG
View Properties
B 100_1359.JPG o
Edit Image
) 100_1360 JPG

Update Image

@ 100 1361.JPG
Copy
'Lﬁ 100_1364 JPG
\\ Maove
@ 100_1365.JPG
Delete
w100 13R7 .IPG

This will bring up the Folder Structure, where you can click on the desired folder, and then

click the Move button to transfer the image.

Move Images X

Select the place where you want to move the selected
itemns. Then click the Move button.

B Go to this Category After Move

¥ 5 Images
[ 2015 Valentines Day
""" 3 2015_mobileMasterii-ages

""" (O3 Article Thumbnails

(73 Banners 600x110
""" (03 Board of Directors
""" (3 Clubhouse photos

..... D Cross Marketiﬂg
..... I:I Dmmg o
b3 Golf / N

Move E Cancel
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Uploading Images
To upload a photo, select the category or Folder into which the image will be uploaded.

Click the Green Plus sign to start uploading.

Site Images b = = L
-2 Add New Category wh ==
w» o3 Images 4 \“i AR
B[ 2015 Valentines Day |
..... T U o Tnonnems e ages
..... i Aricle Thumbn
_,....E| Banners 600x110 No Images Found

1 I3 Board of Directors
..... @ Clubhouse photos
..... & Cross Marketing

Once the upload interface is launched, we can upload imagery in several ways.

Upload Images X

Category | - 2015 Valentines Da ¥

L

>

Drag one or more images here to begin upload

Choose Images

Resize on Save | Do Mot Resize v
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Images can be resized on upload by choosing the Resize on Upload button.

Upload Images X

Category | - 2015 Valentines Da ¥

——_
Do Mot Resize
2048x1536
1280x960

Drag one orm fciagEn pload
800x600
640x480
600x450
320x240
160x120
80x60

LN RS Do Not Resize ‘b v K7

You may also choose the the folder destination from the Upload Interface by using the
Category drop down.

Upload Images

(120 - 2015 Valentines Da ‘b

- 2015 Valentines Day -
- 2015_mobileMasterimages

- Article Thumbnails

- Banners 600x110

- - Halloween_B600

- - Stationery (branded)

- - Themes (generic imagery)

- Board of Directors cad
- Clubhouse photos
- Cross Marketing
- Dining

- Golf

- - Golf Tournaments =

Resize on Save | Do Mot Resize .

|®
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Images can be Dragged and Dropped from your local system into the upload interface.
Note: this will not work with older browsers. If you are using an older browser, please use
the next step by adding imagery via the Select options.

Upload Images X

Category | - 2015 Valentines Da ¥

//4

"

.-
o ./-/ Drag one or more images here to begin upload
o

Choose Images

Resize on Save| Do Mot Resize Y @

Images can also be added by using the Select buttons.

Upload Images X

Category | - 2015 Valentines Da ¥

o Drag one or more images here to begin upload

-~ Choose Images

Resize on Save| Do Not Resize Y @
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Once the desired images are added to the upload interface, the upload will occur
automatically.

The upload interface will show a ‘completed’ notification, and there is an option to then
upload more imagery, or simply ‘X’ out of the interface.

Upload Images X

i

Valentines Day Image.jpg
Attempting to save jpeg /

Finished uploading file # 1
\ O
ll'l

Upload More Images

10
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Resizing and Cropping Images

Once images are uploaded to the Image Explorer, they may need to be resized and cropped to

meet the appropriate image dimensions used throughout the website. Image dimensions are
provided after the website comes out of coding.

To edit images, right click on the image and choose Edit Image.

B &) |Valentines Dayrrl_lrmage.jpg 1600 x 1068
R, View Image

/' View Properties

Edit Image

.- Update Im
Move

Delete

This will launch a free editing website, PicMonkey.

(— G @ https://www.picmonkey.com/service/ ¥ a

@ Editor |£, Save >ﬂ Share Q X

Basic Edits

Auto adjust

B Zmi
('-an\;as Color

Rotate

11
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First, the image will need to be resized to reach the desired width or height. Open the
Resize button to begin.

- (& & https:;//www.picmonkey.com/service/ ¥

v ]
<> Editor IJ_.-_, Save :)ﬂ Share 0 X

Basic Edits

Auto adjust

o~
= [
Canvas Color

The Keep Proportions option is checked by default, which should remain enabled as this
ensures that when the image is resized the appropriate aspect ratio is kept.

Resize

Change size to:

1600 | X 1068

Use percentages

+ | Keep proportions

Apply Cancel

12
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Change either the width box (on the left) or the height box (on the right) to get as close to
the desired size.

Resize

Change size to:

500 X 334

Use percentages

v | Keep proportions

Cancel

Width

Resize

Change size to:

375 X 1250

Use percentages

v Keep proportions

Apply Cancel

Height

e When the width box size is changed, the height box will change accordingly to the
appropriate aspect ratio and vice versa.
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Once the desired height or width is reached, Click Apply.

Resize

Change size to:

500 X 334

Use percentages

+ | Keep proportions

Next, Click Crop the image to meet the desired dimensions if Resizing did not meet the
proper dimensions.

e (& 8 https://www.picmonkey.com/service/ |

o :
C@) Editor |£, Save 3)1 Share Q X

o Basic Edits

Auto adjust

14
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With the Crop option, both the width and height box may be changed to the desired
dimensions.

_—
Crop u

Mo fixed proportion -

Actual size:

|495 X 250 I 5

Scale photo

Apply Cancel

A box will show laying over the image. Drag the box around the image to choose the portion
of the image you would like to keep. The opaque areas of the image will then be cropped out.

15
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Click Apply to complete the Crop.
- .. s

Crop
Mo fixed proportions -
Actual size:
495 X 250 5
Scale photo

To Save the image in the Image Explorer, click Save at the top left of the PicMonkey screen.

@ Editor |£, Save :)D Share
<245

1
Basic Edits

Auto adjust

Resize
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An option to Save and Replace or Save a Copy prompt.

e Save and Replace: this will replace the original image in the Image Explorer. Not

recommended, as it's best to keep the original dimensions so the image may be edited

again at a later time.
e Save a Copy: this will keep the original image and save the new editing image
separately. Note: both images will have the same name once added in the Image

Explorer. The images will need to be renamed in order to tell the edited and original

image apart.

Would you like to replace the image or

save a new copy?

] [ Save a Copy ]

o > [ Replace

2

Once the image is saved into the Image Explorer, the browser may need to be refreshed to

see the image.

2015 Valentines Day
2015_mobileMasterim
Article Thumbnails
Banners 600x110

Board of Directors
Clubhouse photos

00 000g

NAME A, DIMENSIONS
] Valentines Day Image jpg 1600 x 1068
|5 Valentines Day Image jpg 495 x 250

17

9/19/20°
9/19/20°
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Rename the image if desired, by right clicking on the image > View Properties.

K | Valentines Day Image. jpg 455

View Image

View Properties

- Edit image
Copy
Maove

Delata

Enter the desired name and click save.

Image Properties X

MName Valentines Day Image.jpg I

Description

Urd

4
Additional Info 1 o
Additional Info 2 o

Dimensions 495x250
Category |- 2015 Valentines Day

Last Update 0/19/2016 11:33:31 AM

Save

18
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Placing Images on a Page

Images may be placed on page, by using the click to edits throughout the website. This will
open the Editor.

First, navigate to the page you wish to add the photo and open the click to edit in the desired
area where you would like to add the image. Note, this may be in a content area, sidebar
marketing area, or a banner image.

—~—

CLck T EDIT [

SPECIAL EVENTS

CLICK TO EDIT

=4

e
' Y

19
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Once the Editor is launched, images can be added in two ways.

Choose Insert > Image:

Tahle Tools

me

External Video

Link

Snippet »
Template » o
Horizontal Rule

Fage Break

4
T

Mew Paragraph

Or, click the Image Explorer icon from the Quick Tab Toolbar.

E|E- - 0- | F-

Either option will launch the Image Explorer interface.

Georgia, Ti.. v. B I UA-&-|E B mE- -0

Image Explorer =] a
| Site Images M O = = P ‘ = " R O = S E = x ‘ 3 &4 e ‘
-[2|Add New Category|

=23 Images ' K H || M| Pagesie:|25 - 3 items in 1 pages

S| 2015 Valentines Day

- ] Mame « Dimensions Last Updated
(2D 2015_mobileMasterimage
2 Article Thumbnails [ B Gummy hearts 990 x 330 9/19/2016 11:55:44 AM
i £ Banners 600x110 _
3 Board of Directors [ [E Valentines Day Imagejpg 1600 x 1068 9/19/2016 10:34:33 AM
~-E ci se pf :
@ Clubhouse photos [E] [ Wvalentines Day Imagejpg 495250 9/19/2016 11:33:31 AM

(22 Cross Marketing
-2 Dining
4+ Golf
(420 Member Events
% I2 Netcaddy Reservation SuitH
-2 Photo Albums
{22 Photo Training

(22 Real Estate

(2D Renovation photos - 2010
ot D Staff Images
2 x Archived
[ CE System Images
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Choose the folder in which the image is placed and click the image.

Georgia, "Ti... Y| |18px "| B I U A& == | EE=EEE ‘ 552 g &"‘!‘I." 0 '| " il
Image Explorer o 8
| ite Images e B E L | = & F & E X3 e
i [D2|Add New Category —
(=55 Images ‘_I_i_] wm \ll Page size:| 25 ™ 3 itemns in 1 pages

&= cE System Images

3 E 2015 Valentines Day

----- I ZUT3_mobileivas erlimagey

(LD Banners 600x110
----- I3 Board of Directors
----- [ Clubhouse photos
----- [ Cross Marketing

:_}E:] Member Events

_-!-JEZI Metcaddy Reservation Suit{

:Jﬁ Photo Albums
..[2 Photo Training

|22 Real Estate

: -3 Renovation photas - 2010
_-!-JE[I Staff Images

:,}E:l x Archived

----- I3 Dining
(- Golf

Mame & Dimensions Last Updated

@ Gummy hearts 990 x 330 0/19/2016 11:55:44 AM
E‘I] Valentines Day Image,jpg 1600 x 1068 9/19/2016 10:34:33 AM
[ B Walentines Day Image jpg 495 x 250 9/19/2016 11:33:31 AM

7
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Images can be inserted in two ways, by double clicking on the image or using the Image
Icon in the Image Explorer Toolbar

e Double click the image to insert.

e Click the Image Icon in the Toolbar.

0?@\153 MIEEETE Y Y

1) |LI|L| M| Pagesize: 35 -

c Name « Dimensions
[ @ Gummy hearts o 890 x 330
[ @ Valentines Day Imagg’p( 1600 x 1063
B valentines Day Image.jpg 495 x 250

Once the image has been added, click Save.

Page Edoew Insert  Format  Table  Tools  Help
= .ﬂ/'/ b 53 |Ncrma1 '| |Aria|_. Heived 14px -~
##PAGETITLE##

B S UOA-~

22
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Styling Images

Images can be styled alongside page content in several ways. Adding imagery enhances the
site design and helps to reinforce the website’s message, however, if imagery is not styled
properly on a page it may not be as effective.

Image Styling can be applied by using image Properties.

First, open the click to edit of the page the image is on that needs Image Styling.

SPECIAL EVENTS

Grand Key Club is proud to announce our Valentine's Day Dinner special starting at 6 pm on
February 14th. Join us for a candlelight dinner and dessert. Please be sure to make your
reservation by January 15th to reserve your spot as seats are limited.

For more information on this event, please reach out to our Reservations Manager at

For future Special Events, be sure to check back on our Special Events page, or subscribe to our
Special Events Newsletter here.

We look forward to making your special days memorablel o

CLICK TD EDIT 4,;

23
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Right Click on the image and choose Properties.

[=

Image Map Editor

Properties..

View in Image Explorer

A P -
s N La

Grand Key Club is proud to announce our Valenting's Day Dinner &
make your reservation by January 15th to reserve your spot as se;

From the Properties, styling such as text alignment and padding can be added to the image.

E Properties... B

Choose Image | httpy//old.grandkeyclub.com/ir |
Width px @ Height px
image Alignment | 9% ]
| Border Color Border Width | 3] px
op [ 3] ex Botom | 3| PX
Right | 3] ex left [ 2] px

f Alt Text | |

Title Text

Long Description

| Ok | | Cancel |

24
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Text Alignment: this allows for text to be wrapped around the image. Choose the text
orientation by clicking the dropdown on Image Alignment.

Properties... a

Choose Image | http://old.grandkeyclub.com/ir ||ET|

Width [ 259 | px @s Height %
Image Alignment |

Bogdef Width | 3| px

Barder Calar

% Bottom | 3] P
igha left [ 3]
AltText | |
Title Text | |

Long Description | |

| oK | | Cancel |
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Padding: this allows space to be added between the image and the text. By adding
padding, the readability of the content on the page is increased.

Add a desired pixel amount to either the top, bottom, right, or left box to add padding to the
top, bottom, right, or left of the image.

e Pixel Amount: standard pixel amounts are typically 5, 10, or 15 px.

Properties... B8

Choose Image | http://old.grandkeyclub.com/ir |@ |

Width px

Image Alignment |E| "’|

Border Color | Za "|

Top P Bottom P
Right px Left px

Alt Text | |

Title Text

Long Description

T
e

T Lok ]

Cancel |

Click OK once finished to apply the styling.

26
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Save image and content on the page.

Fage Edit View Insert Format Tahle Tools

= 2* (s ' & 53 _|Norma1 '|:|Aria|_.He1veti... -

Grand Key Club
candlelight dinm
limited.

For mare inform
555-555-5655.

Faor future Special Events, be sure to check back on our Spe

We look forward to making your special days memorablel

Note: Padding now displays in the saved page.

IEhIEKlTBIED IEF'HH
SPECIAL EVENTS

Grand Key Club is proud to announce our Valentine's
Day Dinner special starting at 6 pm on February 14th.
Join us for a candlelight dinner and dessert. Please be
sure to make your reservation by January 15th to
reserve your spot as seats are limited.

i 4
For more information on this event, plee;'se reach out to our Reservations Manager at
Reservations@arandkeyclub.com or call 555-555-5555.

For future Special Events, be sure to check back on our Special Events page, or subscribe to our
Special Events Newsletter here.

We look forward to making your special days memorablel

27
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Photo Albums

Most websites use the Photo Album plugin, which allows for various types of slideshow
imagery. Clubessential can help assist to set up Photo Albums on pages, along with
determining the right style. Managing Photo Albums are simple, by using the folders within
the Image Explorer.

Managing Images in Albums

Before the Photo Album can be managed, we first must know what folder is assigned to the
album.

First, navigate to the Photo Album and then click on the Photo Album Properties icon.

Home My Club Golf  Racquets Fitness & Spa Social & Dining Family  Admin

-

28
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Click Categories, which will pull up the Image Explorer Folder Structure.

Album =
Album ID 10934 o

Title | e

Categories | Edit Categories for this Gallery =

Inherit Categories 0 d [Corp Admin Only, Enter Albumn D of Alternate Photo Album, O for this Alburn)
Type | Auto Scrolling v |

Display Time Peried

Play Button Text |<img align="top" border="0" src="http:vl’p'oId.grandkeyclub,comm_Master_fNei
Pause Button Text |-\iimg align="top" border="0" src:"ht‘tp:.r'p'oid.grandkeyclub.com,-"A_Master,"Ne*
Mext Irmage/Page Text |-\i|'mg src="Ilmages/Redesign/PrivHomePANew_next.gif” border="0"> |

Previous Image/Page Text |-=:img src="Images/Redesign/PrivHomePANew_prev.gif” border="0"» |

Preload All Images/Frames || (corp admin Only)
Lock Admin Editing @ (Carp Admin Only]
Events Edit Events

Scroll to find the folder that has a check mark next to its name. This is the Folder that the
Photo Album is assigned to. Note: multiple folders may be assigned to a Photo Album.

Photo Album Settings 5]

Select the Categories To Display in this Gallery Below /
i et

:_r [l &5 Owners Portal - DO NOT DELETE
- [[J (73 Priv Home Phato Gallery

(=t ¥ =3 Priv Home Phato Gallery

#t- £ &3 Public
= () a

- I (23 1) Membership
[z L &5 2.) Ownership o
| 5] Real Estate
= [0 &3 3) Amenities

.. @ &3 1) Golf

5 1.) Tennis

[Save | | Reorder Categnrje5] | Cancel |
Leave All Categonies Uinchecked to Assign All (Mot Recommended)
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To manage a Photo Album, navigate to the Image Explorer.

Admins: Hover over Admin bar in the left hand corner of the screen, select Image Explorer.

ADMIN Fece unic
S 1

————
CONTENT MGMT COMMUNICATION
Articles Compose Email
Document Upload First Impression
Form Base HotPage
HotPage I

Iln'.age Explorer I Mail Reporting
Template Manage \ Poliing
VEYS
REDESIGN
Messenger
Family Feuwd

Oid Site Home

Redesign Site Home

Editors: Hover over Admin in the main navigation, select Main Tools, and then Image Explorer.

Fitness & Spa Social & I}im':o F@h‘. .-‘1[11311‘11

== Open Public

Calendar Main Tools

|
Directory Additional .“ages
Inbox/Groups

Arficles

Image Explorer

View Statement
Resort Statement Admin

Role Security Manager

30
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Navigate to the folder in which the Photo Album is tied to.

p- L 2 TINESS & Opd =

.32 6)Social & Dining Q & FH AL

SR
p- 2 Owners Portal - DO NOT DELETE |4

1§ = Priv Home Photo Gallery |

4 IEI [ Page size: | 75

NAME A

= Archived

b B Public

j [£] casino_night_home_pg_banner jpg.jp
i public home photo album : .

3 2014 Brands @ date_night_cropped.jpg

g 1[|]_images [5] kids_night_out_cropped.jpg

3 Amy IMG Images [5] lobster_tail_cropped.jpg

g 2;%:-95t [5] VIPessential_bannerjpg

From here, images can be added, moved, or removed.

To Add: click the green plus button sign.

p- L O TINESS & Spd

».E 6.) Social & Dining Q|2 BE L & F &
.2 = o
b &2 Owners Portal - DO NOT DELETE 4% 4 1] » || » Pagesize: 35
M[E] Prv Home Photo Galley | R
i Archived S
.3 Public ] night_home _pg_banner jpg.jp
..... 3 public home photo album : :
5 2014 Brands E} date_night_cropped.jpg
g :[Il_images [5] kids_night_out_cropped.jpg
3 Amy IMG Images o [5] lobster_tail_cropped.jpg
g izﬁi:—eﬂ @ VIPessential_bannerjpg

® F & D @ X

DIMENSIONS
654 x 262
654 x 263
654 x 263
654 x 263

654 x 262

B2 @

DIMENSIONS
654 x 262
654 x 263
654 x 263
654 x 263

654 x 262

£ B3 %=
5 items in 1 pages
LAST UPDATED
5/2/2012 11:29:56 AM
9/25/2012 9:26:09 AM
12/19/2011 4:41:20 PM

12/19/2011 4:41:21 PM

2/19/2014 10:07:28 AM

X B H &5
5 items in 1 pages

LAST UFDATED

5/2/2012 11:29:56 AM

9/25/2012 9:26:09 AM

12/19/2011 4:41:20 PM

12/19/2011 4:41:21 PM

2/19/2014 10:07:28 AM

31
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To Move: right click on the image and click move.

s [lj dﬂtﬂ_ﬂigm_cmpped_jpg e R VR
= View Image
LIE} s _night_out cropped |

ELE

View Properties

lobster tail cropped.jpg

Edit Image
VIPessential_banner jpg
Update Image

®

Maove

o /' Delete

To Remove: click on the image in the folder and click the red X in the toolbar.

O b E L & F F 2 o@|x| 2 3 %

|4 4 |T| b p| Page size: | 25 vg/' b items in 1 pages
ENSYONS LAS

NAME A DM AST LPDATED
&) casino_night_home_pg_bannerjpg jp 654 x 262 bI272012 11:29:56 AM
] date_night_cropped.jpg ‘Jb—‘ 654 x 263 9/25/2012 9:26:09 AM
&) kids_night_out_cropped.jpg 654 x 263 1211972011 4:41:20 PM
] lobster_tail_cropped jpg 654 o 121192011 4:41:21 PM
] VIPessential_bannerjpg 654 x 262 2M19/2014 10:07-28 AM

32
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Adding Text and Hyperlinks to Photos

Depending on the type of Photo Album, there may be text and hyperlinks associated with the
imagery. This is mostly the case on Member Home Page Photo Albums.

To edit the information, navigate to the Folder associated with the Photo Album.

Right Click on the image, and choose View Properties.

| , date_night_crt
| &) kids_night_ou
|

| '
| &) lobster_tail_cr

#] casino_night_home_pg_bannerjpg.jp 654 x

View Image

View Properties

/,JI" Edit Image

| g WPESSW Update Image
©0 -

Maove

Delete

From here, a name, description, URL, and Additional Info may be added.

1.

2.

Name: this is the title of the image. This will not show up in the Photo Album, but the
name will show when one hovers over the image.

Description: typically, this is used for the Title seen by members. It is most common to
add the name of the event, or marketing piece here.

URL: place the URL of where the slide should be linked to. Change the name of the link
text in Additional Info 2.

Additional Info 1: this is not always used, but if the album has a space for a long
description this is where the long description can be added.

Additional Info 2: this is the link text for the URL.
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FAQ

Q: I am seeing a black box where an image once was, what happened to it?

A: If an image is deleted from the Image Explorer and in use on page, this will cause a black

box on the page. It is best to never delete imagery, but rather create an Archived folder where

images can be moved to when not in use.

Q: Why is the image | added to the Photo Album not showing up right away?

A: It can take a few minutes for the image to show in the Photo Album. This is due to caching. To

refresh the Photo Album, open the Album settings and click save at the bottom of the Album

interface. This should refresh the album, so you can see the image right away.

Best Practices

1.

It is best to keep the Image Explorer as organized as possible so images can easily be
found. By creating multiple folders named by year, event title, or image size it can be
easy to find where images are located at a glance.

Create an Archive folder in the Image Explorer and move imagery here when not in use.
Since there is no limit to the amount of imagery in the Image Explorer, move unwanted
images here. If images are deleted from the Image Explorer, they then must be
re-uploaded in order to use them on the website. Deleting an image in use will create a
black box on the website where the image was located.

Resizing and cropping images ensures that imagery to sized to the proper dimensions
for the site design. It is not recommended to resize imagery on the page as this could
cause the image to become pixelated.

Name imagery something descriptive of the image so images are easy to locate within
the folders.
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