Adding Images to Picture Gallery

1. Creating Image Folder to Organize Pictures

a. Go to your webpage

b. Click on Picture Gallery on left hand side

c. Click on “Image Library” Label at the top of the web part

d. Click on “New Folder” button near top

e. Type in a name for the folder (ex. Field Trip Pictures)

f. Click the “Save and Close” button

g. Click on the folder you just created

2. Adding a Single Image

a. Click on the “Add Picture” at the bottom of Image Library Web Part

b. Click browse and select the image file

c. Click Open

d. Click Save and Close

3. Uploading Multiple Images

a. Click on the “Add Picture” at the bottom of Image Library Web Part

b. Click on the “Upload Multiple Files…”

c. Enter username and password (Barrington\username)

d. Click on “Add Picture Shortcut” on the top left panel

e. Browse to the folder with the images

f. Click Add

g. Hold down CTRL button on keyboard and select each picture you would like to upload

h. Select the “Send Pictures optimized for viewing on the web” on right panel

i. Click “Upload and Close” button

j. Click on Go back to Image Library

4. Delete Image Folder

a. Go to your webpage

b. Click on Picture Gallery on left hand side

c. Click on “Image Library” Label at the top of the web part

d. Click on “Details” on left panel

e. Select “Delete” in drop down of folder

[image: image1.png]3 Image Library - Microsoft Internet Explorer
Fie Edt Vew Favortes Took Hep

Q- ©-H B G Poowt Foronnes @25 8- JE B

ez €] it fremoveaciminbartingtonschools.orgi C5Picture?20Gellery/image?s20Lbrary/Formsfaltems.aspx.

Microsaft ffce
SharePoint Portal Server 2003 My Site Site Settings Help

Home  Teachers Colendar IntranctSies [N TestColendar TeacherTemplate TeacherTemplate

Picture Gallery » I
Ci) Image Library &l
=]

Current Location

© Home

i L Add picture | CiiNew Folder | Eriker | X Delete | [ editpictures | #30owniosd | yisend To
Picture Gallery

Pravides a place to store images for this area.

Type Name Picture Size File size
[ [Test Folder

Select a view o e e propertes
All pictures

& Fimstrin
Selected Pictures
Explorer View

Actions

@ View slide show
@ View all folders
@ add to My Links
@ alert me

8 Modify settings

and columns

ture Pre

Test Folder

@ Internet

8] Inbox - i 3 mage Library - Micro. @} Creating 3} Teacher Training She. B 1s4am




