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Pictures are a great way to keep a website fresh and inviting.
This document will show you how to insert an image, format Process Summary
an image and some best practices and useful resources when
working with images.

Insert an image

Format an image

Best practices/

Insert an image resources
1. Click in the page where you want to add the image.
2. Click Insert onthe menu bar (Fig 1, 1).
3. Click Picture (Fig 1, 2).
4. Select where you want to get the image; From Fil eé, From Scanner or
Camergér Cl i p (Fy,t3)e
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5. Ifyouselect Fr om Fi,the Bicture dialogbox opens (Fig 2).

Figure 2
@ Picture % ﬂ

QQ [ <« Web Sites » S: » ~ [ 43| [ search Pl

Name Size Type Date Modified

Favorite Links
Web Sites ]

S

IWickleis (M\homesh,..

_private

css
Recent Places

Desktop
Computer docs

Music

)
)
)

English Language Center
Public

Recently Changed

B ENE] FE

Searches Duz=d

Folders ~

File name: - I.P«II Pictures (* bmp;” dib;* qif,* ']

Tools - [ Open ]l Cancel l

6. Navigate for your file and click to select the file you want to insert (Fig 3, 1).

7. Click Insert (Fig 3, 2).
Figure 3
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8. The Accessibility Properties dialog box opens (Fig 4).
9. Typein Alternate text: which will identify the picture for a screen reader (Fig 4, 1).
10. You can also add a Long description: of the image as well (Fig 4, 2).

11. Click OK (Fig 4, 3).

Figure 4
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The picture will be inserted into the page.
Save the page by clicking the Save icon on the toolbar. Q

If the image you inserted came from a file outside of your website, the Save Embedded Files
dialog box will open (Fig 5).

You can rename the file by clicking Rename (Fig 5, 1).

You can also change where the file will be saved in your website structure by clicking the
Change Folbdten(€gb5,2). Choose the folder to save the file in and click OK.

Click OK (Fig 5, 3).

default an image will be saved under the root directory unless you stipulate where to save the file
usingthe Change Folbdtemr é
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18. If you insert the image from Cl i p Athe €lipArt task pane opens on the right (Fig 6).
0 This is the same task pane in Microsoft Word.

Figure 6
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19. Search for the clip art you want to insert.

20. Drag and drop the image into the page.

21. The Accessibility Properties dialog box opens (Fig 7).

22. Typein Alternate text: which will identify the picture for a screen reader (Fig 7, 1).
23. You can also add a Long description: of the image as well (Fig 7, 2).

24. Click OK (Fig 7, 3).

Figure 7
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25. The picture will be inserted into the page.

26. Save the page by clicking the Save icon on the toolbar. Q
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27. The Save Embedded Files dialog box will open (Fig 8).
28. You can rename the file by clicking Rename (Fig 8, 1).

29. You can also change where the file will be saved in your website structure by clicking the
Change Fo lbdten(€g 8, 2). Choose the folder to save the file in and click OK.

30. Click OK (Fig 8, 3).

By default an image will be saved under the root directory unless you stipulate where to save the file
byusingthe Change Folbdtem é
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31. Close the Clip Art task pane by clicking the X (Fig 9, 1).
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Format an image
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3. The Picture Properties dialog box opens (Fig 11).

4. Onthe General tab (Fig11, 1), you can change the Picture: if you need by selecting the
Br o ws ebaétton or make changes to the picture by clicking the E di tbétton. You can also
change the type of picture by clicking the Picture Fi l mtonigELE2).

5. The Accessibility section is where you can change or add Alternate Text: that will be used for
a screen reader. You can also add a Long Description: of the image as well (Fig 11, 3).

6. The Hyperlink  section is where you can make the image into a link. If you know the URL or file
path, you can type it into the Location:  text box or select the Br o ws ebétton to locate the file
and for more options (Fig 11, 4). The Hyperlink  dialog box will open (see the Creating
Hyperlinks Quicksheet at  http://www.towson.edu/adminfinance/ots/Training/documentation/
SharePoint_Designer/Hyperlinks.pdf for more information).

Figure 11
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If you are finished at this point, click OK (Fig 11, 5). If you need to change the appearance of the
picture, continue to the next section on the appearance tab.
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