Embed an image in long description:

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.

' QUEENS

Content Management
1 | 3 1 ol | g : ]

@ L 4| a=|! 7z

‘Wabsite Managsr Documents My Website Phota Albums Search Menus

Applications

P u &

Event Manager

Event Manager Staff Profiles.
Report

Event Manager
‘Access Control

e

Task Scheduler  Security Manager

Database
J:iii -
Trash Databasa Manager

Ques

AAG Finance
templates

L.

Sponsors2023.JPG .
i 7o caption JREQ
wchoet Py (Sponsorsl023 JPG, 25 8 K, 640x429 imege/ioey) posied st 12 53 PM, August 15, 2023
-]
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This album also contains 1 content itemis) that are not images (Use Website Manager or Document Manager to manage these )

Click “Choose File”, browse to where file is saved and double click file to select.
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Uploading multiple mages? Use our bulk upload tool.

~pioad Image.
Choose File | Mo file chosen

Caption

¥ Resize Image

Many digital photos and other computer images are too large for display inside a web page. Use these options to resize your image for the Web:

& small (100px) - use for loges

(3 medium (320px) - use for banners and images that are embedded into articles and text

@ large (640px) - use for photo gallesies or stand-al images that are into @ web page
() x-large (1024px) - use for high resolution photo galleries.

(O custom: [500 |px - use for high resalution photo galleries.

‘Your image wall only be resized if it is larger than the selected size.

» Crop Image
» Thumbnail Image

+ Submit
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Enter an Image Name and click Submit.
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any digitzl photos and other computer images are too lange for display inside 3 web page. Use these options to resize your image for the Web:
© small (100px) - use for logos

() medium (320px) - use for banners and images that are embedded into articles and text

@ large (540px) - use for photo galleries or stand-alone images that are embedded into a web page

() x-large (1024px) - use for high reselution photo gallenes

) custom: | 500 h«-usefclhighrw:h.limplmgallaies

) do not resize

Your image will only be resized if it is larger than the selected size.

¥ Crop Image

» Thumbnail Image

The image is now uploaded but still needs to be published.
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Contact Information
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2 images total

This album also contains 1 content item(s) that are not images. (Use Website Manager or Doecument Manager to manage these )
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Click Publish Album
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Thes album also contains 1 content item(s) that are not images. (Use Website Manager or Document Manager to manage these.)
Click Ok

events.fin.queensu.ca says

This gnly publishes your photos. If you have galleries or slideshows on
live pages, those pages will need to be published as well.

Click Go to Page....
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ExSite Publisher

| Close Window || Goto Page Finance |

Publishing Page 8

Publishing Request_for_New_Merchant_Account_-_Online pdf...

Successfully published Request for Mew Merchant Account - Online pf to Request_for_New_Merchant_Account_-_Cnline pdf.
Publishing Sponsors2023 JPG

Successhully published Sporsors2023 JPG to Sponsars2023.JPG
Successfully published thumbnai of Spensors2023.JPG to Spormrs2023 TJPG.

Publishing Contact_info png.

Successfully published Contact Information to Ceontact_info png
Successfully published thumbnail of Cantact Information to Contact_info_T png

Close Window | Go to Page Finance |
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Right click on the link to new image and select “Open link in new tab”.
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Open link in incognito window

2 images total Save link as...

C nk addh
This album also contains 1 content item(s) that are 7 anager or Document Manager to manage these.)

Inspect

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

& QUEENS x | M Photo Albums - QUEENS X @ Contact_info.png (580:286) X
(& @ events.fin.queensu.ca/_Library/Finance/Contact_info.png

B MyQueen'sU CQueen's Personal @ My files - OneDrive E Homepage |

Exware - Planner 4 My Day -

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.

Main Details | Registration | Payment | Invoice | Emalls | Reports | Search

EveniList Rogiter indviduals  Reium o Home

"Exware Demo" Main Details

Long description
Edit + Insert= Formats » Table »  List »

Y WA 'El_;r._rjuamm =

Paste the url from the published image and click Insert.

Main Details | Registration | Payment | Invoice | Emails | Reports | Search

Main Details Times & Dates Main Contact Mailing Address Event Contacts Fees Activiies Merchandise EventPicture EventLogo Faciliies Promo Code Tax

Event List Regisler Individuals Reium to Home

Insert Image

Description | Contact

Dimension |

Alignment | None

Border | 0
Width

S—
Insert Cancel
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"Exware Demo" Main Details

Event
| Exware Demo |

Summary

Long description

Edit ~ Insert « Formats + Table »  List ~
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Click Submit

" Submit l [ JL Cancel l [—f,-,ﬁteset l

ExSite Event Manager - powered by ExSite Webware
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