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Embed an image in long descrip�on: 
 
Upload the image to the photo album, click publish, open the image in a new tab and copy/paste the full 
image url into the url box.   
 

 
 

 
 
Click “Choose File”, browse to where file is saved and double click file to select. 
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Enter an Image Name and click Submit. 
 

 
 
The image is now uploaded but s�ll needs to be published. 
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Click Publish Album 
 

 
 
Click Ok 
 

 
 
Click Go to Page…. 
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Right click on the link to new image and select “Open link in new tab”. 
 

 
 
Copy the full url (select all “Ctrl + C”) 
 

 
 
Go back to the Event Manager and select the applicable event you wish to add the image to. 
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Select the insert image icon. 
 

 
 
Paste the url from the published image and click Insert. 
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Click Submit 

 


