Uploading while editing a page

Note: Using the “Upload” feature will allow you to upload an image directly on to the page and choose
the placement folder for the new image (e.g. “img” folder).

1. Click “Upload” and the following window will open. Select your placement folder.
2. You can drag and drop an image or click “choose which will allow you to search on your hard
drive for your image. Once you find the image, click on it and hit open or double click.

Choose a file Cancel
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Drop a file here or choose one from your computer
O

2. After you have selected a placement folder, drop a document file
in this box or click "choose" which will allow you to search your hard
drive for your document.

1. Type the name of the folder

Select a placement folder you wish to add the image to then

. ) . choose that folder.
Current selection: Schulich IS: /img

v img

® img

If you do not select the placement folder correctly, the image will be added to
the folder you are working in. For example, if you are editing the slide block the
image will be uploaded to _cms->blocks->xhtml. This will mean the image can
not be published and your live page will show a blank space where the image
should be. To fix this issue you will have to move the image out of the _cms->blocks->xhtml folder into
the correct image folder, and then publish both the image and your homepage.
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Choose afile Cancel

Your image will appear in the image
upload window. Click “Choose” and the
window shown below will appear.

Recent Browse Upload
L}

Drop a file here or choose one from your computer

Selected file: imagePlaceholder245x180.jpg

File Name *

imagePlaceholder245x180.jpg

Select a placement folder

Current selection: Schulich Information Services: /img

h Information Servi... ™ img

Insert/edit image Add the Image description,

then click on the down arrow
of the “Class” field and add
one of 4 image classes. Then

General | Advanced

Image Type + Internal  External
click “Ok” to complete
Image Source a CSBT00x300 jpg adding your image to your
. . . page.
Schulich Information Services: fimg/CSB700x. ..

Decorative This is a decorative image, no description needed

. - _ o The "image" class applies a
Image description je of Clinical Sciences Building
———— subtle drop shadow to the

Image's title, display name or custom tex bottom right of your image.

Apply this class to all images

Dimensions 700 ¥ 300 « Consirain proportions . .

in order to have consistency
Class image O throughout the pages.
L]

Add the Image description, click on the down
arrow to add the class, and then click "ok" Ok Cancel

Image Description — All images MUST have a description for accessibility
purposes (AODA compliance) which provides a description for the image, if it
can’t be displayed. When adding your description ensure it describes the image
and if it is a link, the description should explain where the link goes.
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