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WEB SERVICES

MCPS Web Publishing System (Tron) Training

Working with Content — Basics of Content Blocks

Uploading & Including Images on Web Pages

In this document:

A. How to upload and include images on web pages
B. Including thumbnails and linking to larger images from web pages

A. Uploading and Including Images

1. Once you are in the content work area for the content block you want to add an image to
(see How to Edit a Web Page), place your cursor in the spot where you want the image to

appear and click the library icon. J

2. Your Tron library will 7
. rockwalles
open. The window rockyhillms € aoouerary | [@ 4 [mages o |Engieh (US
will display images rollinges
and/or files that are in _seftings
the library for the aboutus
backtoschool

folder (directory) in
which the page you

# classroom

clubs
are editing is stored. o
egep
In this example, we are esol
editing the About Us of the H ] events
Rolling Terrace ES site. ” homepage
The content block for this mediacenter
page "resides" in the i
[rollinges/aboutus/ folder newsktiers

on the Web and in the
Tron database. Therefore
the library window will
display the images and/or
files that are stored in the
library for
[rollinges/aboutus/

news-spanish
programs

pta

resources

| Rolling Terrace ES Calenc

3. To upload and insert (link to) a file you need to select "Images™ from the pulldown menu in
the library tool bar (if it is not already selected).
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Library Folder: "abowtuslimages

B | images

£ | ADD LIBRARY

w|Engish US) &

If the image has already been uploaded to your Tron library you can select it.
Remember, this window is showing the library for the folder in which the page you are
editing is stored. If you want to use an image from another directory (e.g. from
mediacenter), navigate the files on the left-hand side of your screen to that directory and

select your images from there.

To upload a new image, click the Add Library button.

Librz v Folder: "aboutusimages”

| appuBRARY | [l L | images

On the next screen,
give your file a title.
Then click the
"Browse" button next
to the "Filename" field.

Once you’ve clicked
“Browse,” select the
file you want to upload
via the Choose file
window. Click “Open”.

w|Engish (US) &

To upload and insert a local file:

SR 4

¢ | ADDLIBRARY

Title: .Fw‘.olling Terrace Elementary Building!

Mo file selected.

Filename: | Browse._

Description:

File Upload 2|

Laok ir: I[_:‘)forlabs j €m0 s |k

£ 448 _0343.ipg

£ 448 _0383.1pg

[ cap_0033.ipg

| CaB_no6g. jng

&) cap_0073.9pg

@Jacksun Rd Opera 007, jpg

@Jacksun Rd Opera 010, jpg

@Jacksun Rd Opera 012.jpg

Ltj parents_wgrad-2010.jpg

&) students_grads2010.jpg

Ltﬂ students_grads2010b.jpg

&) students_grads2010c.jpg
Thumbs.db

& wheaton. jpg

Desklop

L

FAy Droec

.

My Computer

Open

Cancel

File name: ||

Files of type: J 40 Files

=
[~
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8. Back in the Tron To upload and insert a local file:

library, the "Filename™
field is filled in. 4| ADDLIBRARY | -4 TP

Title: |Rolling Terface Elementary Building

Filename: building.JPG
Description: | ¥ 2. @& i #) ~ 8 - Normal B 7
) ) ADD LIBRARY
9. Click the Add Library button.
10. Your
image is Summary Metadata Schedule Comment
now
inserted s DA ER -0 VLB E L
into your
content .
block Heading 2 &

This is a link

11. To save your change and publish it to your web page, click the publish icon as described in

. PUBLISH
How to Edit a Web Page.
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12. Your
image is
now

e~ @Oﬂjﬂ:ﬂ[}ﬂ@ ﬂ’@@@

on your = IpRMEARE RESPONSIBLE, RESPECTFUL, SAFE 4

web
page.
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B. Including thumbnails and linking to larger images from web pages

There is an option in Tron to upload images wider than your site’s template, and have site
visitors click on smaller images (thumbnails) in order for them to view the larger images,

1. Follow the instructions in Section A on how to upload an image to your Tron library

2. Once your image is uploaded, click the Iibrary icon =
LB HB BRI T A-E B L
IH-=5=2 L i3V EES B EHGEMEN

3. Your Tron library
will open. The
window will display
images and/or files

lianforestes
antownes

that are in the es - =
|Ibl’ary fOI’ the fOIder ::2525 Graphic 1 [uploadedimagesischoolsfharmonyhillzesiaboutusiparents_wgrad-2010.jpa)
(dlreCtOI’y) |n Wthh anes 4] i
the page you are o bl
woutus
editing is stored. thities
assrogm poutusilacksaon Rd Opera 010jpg]
A ents - do MOT delete
In this example, we are atmony Hills main cale—
editing the About Us of amony il rmaticaly =
the Rolling Terrace ES B
A ediacenter
S|te. The Content bIOCk e Harrmany Hills Mission Vision lunloadedimaoes/schoolstharmaornvhillsesfaboutusimissionbac)

for this page "resides” in
the /rollinges/aboutus/
folder on the Web and in
the Tron database.
Therefore the library
window will display the
images and/or files that
are stored in the library
for /rollinges/aboutus
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4. CI ick on the ek Librafy Folder. “aboutusdmages™
thumbnail icon next rockvillens < AoousRARY | [ 4 [mages o [EngehU3) o
to the image you S
rockyhilims
want on your page. rallinges
@ _settings Abot Rolling Terrace [uploatedimagesischoolsirollinges/aboutusip-cli

M B s E EI

aboutus
backioschoaol

# [ dassraom
clubs
counselar
EREP
esol

+ events

+ homepage
mediacanter
news
newsletiers
news-spanish
programs
pla

reSOUICEs

" Rolling Terrace ES Calent ¥

5. Thethumbnail of i
your image is now €| pususi | @ Lg B 4 @
inserted into your

Title: | "
content block Rolling Terace ES - About Our School [English (LU.S.)]

Summary Metadata Schedule Comment Templates

| s A RBDAI-C-VIiRBAESESE0-
|n1 B Apely Style * Marmal B I U & x' %
iEceFsFf=ama@ -<= Lt E068856!

. PUBLISH
How to Edit a Web Page.
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7. The thumbnail is
now included on
your web page. If
you click on the
thumbnail, the full-
sized image
appears in a pop-up
window.
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