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Introduction

Images bring the internet to life. Having clear, descriptive pictures and images inside your
site will directly contribute to its success.

Our editor makes it simple and fun to add images to your website.

You can upload images and store them in your own library. There is no need to worry about
getting the sizing right or learning complicated commands with an expensive image editor —
you can drag the images where you want and size them perfectly by just click and drag the
edges to make the images perfect for your site.

There is no need to learn complicated programming commands or HTML script, just tell our
system how you want your images displayed and it does all the hard work for you.

This guide is intended to provide additional information over and above that contained in the
help video. It is assumed that you have watched the 3 minute video prior to reading this
guide.

To watch the Image help movies type the following address into your browser
http://www.reason8.com/upd8/flash/activedit/index.html

A screen will then appear and you should click Option 6 to watch the movies that discuss
Images.
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This guide is arranged into two sections

Section 1 deals with everything you need to know about the process of uploading images into
your website.

Section 2 deals with the most important aspect of images, how to get them to look great in
your website.

Section 1 — Uploading images

Before you can display a picture on your website you must first place that picture on the same
computer (server) as your website. This process of moving a picture from your computer to
the server is called uploading.

Before uploading

Before you upload images you must first locate the image you wish to upload. You should try
and establish two things 1. the format of the image, and 2. the size of the image.

2.1.1 Format

Our system can take all three of the most popular formats for images .jpg .bmp and .gif. If
your image is in any one of these three formats you can upload the image into your image
library.

2.1.2 Size

Image size is measured in pixels. Images are displayed at 72 pixels per inch on the web,
therefore a 200 pixel image corresponds to approx. 3 inches on the screen. The maximum
size of image that the system can display is 400 pixels wide.

You should try and make sure that your image is .jpg, .gif or .omp and that that it is
less than 400pixels wide.

Uploading an image
This is covered in more detail in the help movie but has been provided here for consistency
1. login to your site
2. Click Step3 — webpages
3. Open the text editor by clicking the name of one of your webpages in the table
(sl

4. When the editor opens click the Insert Image icon on the editor. A small pop up

window will appears as shown here.
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5. Click the [New Image] link at the top of this window. The pop-up window changes to
that shown here.

Nty e e 3 o s K R I\ IR
ADD A NEW IMAGE
Upload An Image

& Upload i Preview Image

oo

6. Click the [Browse] button and search for the image you wish to upload on your
computer

& Mew Image - Upload a new image

Reasen &\\\

Barder; Align: >

Text Ol‘!m

< Insert Image &) cancel

7. After selecting the image click the [Upload] button. You will then be able to see the
picture in the viewing pane on the left of the pop-up. The image name (prefixed by
‘R8_"will also appear in the image library on the right of the pop-up. This indicates
that the image has been uploaded successfully. Click [Insert Image] to insert the

image.
Trouble shooting

If you find that nothing happens after you have clicked the [Upload] button it is highly likely
that the image you have chosen is very big. Upload speeds are much slower than download
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speeds even for broadband connections). You may have to wait a few minutes if you picture
is very large.

Maximising image quality

To maximise the quality of image displayed o your site we recommend uploading:
e Animage that is less than 400 pixels wide
e A .jpg formatimage

If you upload an image that is larger than 400 pixels the system performs the following
operations:

1. It uploads the original image you provide
2. It converts the image into a .jpg

3. It checks the size of the image and if it finds that the image is greater than 400 pixels
wide it then makes a smaller copy of the image where the width is 400 pixels.

4. It then deletes the original image from the server.

However the technology used to reduce the size of the image is one chosen for efficiency not
for quality. As a result shrinking the image causes a loss of quality. To avoid this loss of
quality it is advisable to choose an image that is less than 400pixels wide.

If you have an image (perhaps a picture from a digital camera which is much larger) it is
recommended to use a graphics program to reduce the image prior to uploading.

If you do not have a graphics program, you can download an excellent program FREE from
the following address http://www.reason8.com/asquareimage.exe . We have been given
permission by Trivista to distribute this software to our customers.

Images from digital cameras

If you wish to upload images direct from your digital camera onto your website there are a
number of points that should be taken into consideration.

With the image quality from digital cameras increasing, the number of pixels and the image
size is increasing too. (Even a low quality camera nowadays can produce images that are
2000 pixels wide)

This increased size means that upload time will increase as images as large as 2Mbytes are
uploaded into the system. It also means that the image scaling algorithms used will cause a
reduction in quality from the original.

If you are taking pictures on your digital camera for your website we recommend choosing a
small file size setting.
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Animated images

All images uploaded will be converted into .jpg format. If you upload an animated .gif image
the animation will be lost and the first frame of the animation converted into a .jpg image.

Displaying images on your website

Once you have uploaded the image onto your website you can then choose how to display
the image.

Adding descriptive text Blie Repalr Scheme

When you roll your mouse over an image you are
often presented with text in a yellow box similar
to that shown in the picture.

w2 _'.'F

This is known as Alt text. It is powerful as it not
only gives the user a lot more information about
the image but the search engines too.

There are two ways to add Alt text to an image:

3.1.1 Adding Alt text when you load an image

A not-for-prof mobile bicyela repair scheme will have a station in the Linheersity
. . ECIENCE ares, uﬁering cheap repairs o University students and staff and at the same
1. Follow the first 6 steps of loading an time teaching new skills o hamelass peopla.

image explained in the Uploading an image section.

2. A window similar to that shown below will appear. You will be able to see the image
in the viewing pane. Add text in the [Text Description] insert box as shown

3. Click [Insert Image].
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3.1.2 Adding Alt text to an existing image
1. Open the editor window.

2. Select the image by clicking it once. You should see small squares around the edges
of the image showing that it has been selected.

(sl

3. Click the Insert Image icon on the editor

4. A pop-up window will appear like that shown. Enter the Alt text in the [alt] text insert
field.
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Resizing your images
| % s - EER=: =, 1901 ® !f th_e image you have uplgad_e(_j
; . B we 7 X, X is bigger than you would like it is
' — easy to change the shape of the
Bike Repair Scheme size of the image.
L o . .
f Just click the image once so that
. : the squares appear around the

edges. Then click any of the
! squares and drag to resize the
s image as you wish.

l\.lln:l:'“llﬂlI‘IlLlll ; SobtivEdi 4.0 1900 2008

(sl

Alternatively you can open the Insert image window by clicking on the icon
choosing an image height and width.

and manually

Positioning your images on your webpage

Once you have uploaded your image, added descriptive text and made it the correct size you
can then decide how to position it.

TIP It is often better to add the text before you add the image. This way you can decide the
best location of the image. The amount of text will help you decide how to position the image.
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Positioning your image by dragging it with your mouse

1. Open the editor window

2. Insert the image you require

3. Click once over the image and do not release the mouse button

4. With the mouse button still depressed carefully move the image to a new location.
Placing your image above or below your text

By default the system will assume that you want your image inline with the text. This means
that text will NOT flow around your image.

This is ideal if you want to place your image above or below your text or interrupt the flow of
your text with your image as shown.

Mikes Blkes (Quford)

Mines Eave paris and repar sevioe

Eike Repair Scheme

A ROF RO vl It Pl STl Wil Bl & IR 1 N LTty
CHISER B, enre) ChAE PSS 15 Linkeriity Shogisty 0 1T Ml o B S

ASDAE STRHOYIEE S b R B0 LTy o

4 TR, Mar) prShitE,
Rt b s P

With this setting, your image will appear wherever you drag it but text will not flow around the
outside of the image

Changing the image alignment settings:
You can change the default settings of how the image and the surrounding text behaves.
To change the settings
1. Click on the image so that the little squares appear around the edge
2. Click the [Insert Image] icon e

3. Inthe pop-up box that appears select from the pick-list as shown
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The following table shows the result of each of these settings.

Setting Result

Absmiddle — Text does Bike Repair Scheme
not wrap around the

outsides of the image.

But the |ine Of text on A, ook foe-profd modile bicycle repar Scheme will have a station in the Unbarsity
WhICh the Image |S silente area, offering chesp repairs 1o Linisersity shudents and sta® and 51 the same

placed is aligned to the Y 5
middle of the image

ifrsd 1eathirg e il 3 b homeless

penplie

The Bike Doclor schene is run by As pire, an ongandsation whech aims 1o enable
hamglass people B gain fulktirme armploymignt through Sustainabile social
enferprises. Aspine is 8 national movement, and ie Bike Doclor progect 5 one of e
erfeiprizes run by Aspire Jefordshing

Middle — Similar to
‘Absmiddle’
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Eike Repair Scheme

A naokfoe- ot mokile bicycle repair scheme will have & s8ation in the Uniersity
acierte area, afering cheap repairs 10 University studerds and stalf and af the same

tims feaching niw 55115 1o homelass

The Bike Daclor schame k= nan by Azpire, an organisation which aims fo enable
hofeless pedple bb gain ful-tine emplirsent thiough sustsnable sotial
anfeprise s, Asping i5 a national mowerman, and the Bike Doclar project i5 one of the
ANSEIENISE s run by Aspine COnfardshine

Bottom — the
surrounding line of text is
placed at the bottom of
the image.

Bike Repair Scheme

A, ook Toe-proft robile bicycle repair schesms will have & s2ation in e Univereity
scinnce anea, affering cheap mpairs 1o University studerts and staff and af the same

sk S hir gt 25115 1 Bromeless

people

The Bike Doclor echame i nan by Azpire, an organisalion which sime 0 enable
hirnéless pédplé bs gain Tll-tirrid & ployariint thraisgh fustirable Sociil
anfeErises. Aspire s 8 national mowment, and the Bike Doclor project is one of the
emfeipises run by Aspine Calgrdsfing

Top - the surrounding
line of text is placed at
the top of the image.

Eike Repair Scheme

A, not-Toe-prodt mobike bicycle repsir schems will have 3 station inthe Uniersity
stigrte aréa, affering chibap repairs 10 Unbairsity shoderds and s1af and al the same

time feaching — - new 5EllS 1o homeless

penple:

The Bike Doclor scherme k= nun by Aspire, 8n organization which aims fo enable
herméless people b gain full-time employmint throwgh sustsinable social
anfeIpnises. Asping ts @ national movernent, and the Bike Doctor project is one of the
emfeprises run by Aspine Calgrdsfing
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Left — The image is
placed on the left and all
the text smoothly
completely wraps around
the image, giving a
professional look and
allowing a lot more
information to be
displayed.

A nod-foe-proft mokis bicros egair scheme will have 8 stEB0n in the University
science anga, offéring chéap repairs 1o Unbarsity shudents and staff and at the same
me feaching new skills 1o homeless peopis

—— . '-l.

"3 The Bike Dochoe’ stheme is rum by Aspine,
an grganisabon which aims bo enable
homeless peogle 10 gain Tull-ime
emiployrment through sustainable social
enterprises, Asping is @ national
mavement, and the Bike Doclor project is
ane of Te enderprses run By Asping
Cnfordshing

Aspire’s employees will be traned b carmy oul simple repairs, fidn g punchres,
brakes, and lights atwarious regular locations in and angund She centre of Coford O
o main re Pl stalon bedng the science anes.

Thee Biitoe Dischor sendce i3 being developed in corjunction with the Jaford Cyele
‘Warkcshiop Wip Mesw ceford cpclesvarieshop org ukd, & besingss recentty setup bo
recysle abandoned bikes using the skille of communiy volurtaers, the unempliyed
and homeless. Aspre @mployees will recemg Fraineng theng, and will 3150 work Here
ronairnn fwcloc whon § o fnnowat inowni radaiio

Right — The image is
placed on the right and
all the text smoothly
completely wraps around
the image, giving a
professional look and
allowing a lot more
information to be
displayed.

Eike Repair Scheme

A nodTor-profit mobde Bicycle repair schame will have a stalon inthe Unversiy
srienee aned, ofenng cheap repairs o Unkareiy slidents and e and b the same
grne teaching new skills 10 homeless people

The Bike Dochor’ stheme i5 run by Aspine,
&N Ceganis-ation which aims b enable
homedess paople to gain full-Sme
employment through sustainablie social
enbirprises, ASping i% a nadanal
mawarnenl, and the Bike Docdor progect is
one ol fe enlerpisas run by Aspire
Cndgrdshing

Aspira’s amployess will be ained bo oy out simpse repairs, Ting punciures,
Brakes, and lights alvariows regulas locations in snd sund the centre of Ouford O
one main repalr slalion heing the sclence anes

Baseline — same as
‘bottom’

Eike Repair Scheme

A nok-for-profit mobile bicycle repair schame will have a stalion in the Univers iy
sthence ared, offering cheap repains bo Universily sludents and sial and at the same

— 3 -5,_.

ime teaching new skills 10 homeless
people.

The Bike Doctor' schamae i run by Aspine, an organisabon which aims to enable
nomeliess people 1o gain Tull-ime employment Mrough sustainable social
enlgrprises, Asping i$ a nalicnal movement, and thé Biloé Doclor project is one of the
enterprises nn by Aspire Crdordshire
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Texttop — same as ‘Top’

Eike Repair Scheme

Anotfor-peofit mobile Bicycle repair schame will iave & stabion in the Univergiy
sthence afea, offering cheap repains b Unkersily students and slalf and al the same
frne beaching - 5 nirw SkillS 10 home lnss

pecple

The Bike Dochor scheme |5 rum by Aspine, an organisaban which aims to enable
horneless prople 1o Gain full-ime amalinmient Tirough suslainable social
enterprises, Asping i5 a nalional movemient, and the Bl Doctor project is one of the
enterprises nan by Aspire Cefondshere.

Absbottom - same as
‘Bottom’

Bike Repair Scheme

A niol-for-profil mobile bycle repalr s¢heme will have @ station in Se Linbarsity
stienia ares, ofering chesp repairs 1o Liniversity studens and stal and &1 the same

tirme feathing
peopie

nigre Shills bo homedess

The Bike Doclor’ scheme is nun by Asparg, an organigation which aims 10 gnable
homeless peophe o gain fulHime employment thaough sustainable social
erdemiges Aspire is & national moermenl, and the Bike Doclor projiect i ané of the
anlempnsas run by Aspine Cefoedehire

Asping's emplovess will De rained 10 cany oul Simple repaing, Mdng puniunes,

heals and Babhle afvaiae ramlar e atinnes o and araoned tha - aedvs sof Cedead M

14

Ver1.0




	Introduction
	Section 1 – Uploading images
	Before uploading
	Format
	Size

	Uploading an image
	Maximising image quality
	Images from digital cameras
	Animated images

	Displaying images on your website
	Adding descriptive text
	Adding Alt text when you load an image
	Adding Alt text to an existing image

	Resizing your images
	Positioning your images on your webpage
	Positioning your image by dragging it with your mouse
	Placing your image above or below your text
	Changing the image alignment settings:


