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	WHAT’S COVERED IN THESE GUIDELINES?


These guidelines tell you how to use the extra features that are available to administrators for positioning images and creating links from images.  

All the options described below appear only when: 
1. You are logged in as an administrator of the site.
2. You are editing an image (on the Add image tab, you click on the thumbnail of the image to edit it)
The options appear beneath the boxes for adding a caption and credit to an image.
	THE EXTRA FEATURES


Link from an image to a website address
1. Click in the box labelled Link to this address 

2. Enter the full website address (including http://) 

3. Click on Done.

4. The link is not active when you preview  the page, but will work when you publish the page.  

Link from an image to a bigger version of the image
1. Select an option from the box labelled Add a link to this version of the image 

2. The options are:

· Original -  the image that was originally uploaded to the site, which might be any size and is often very big
· Fullsize – the biggest scaled version of the image, that appears in a photo gallery, for example
· Scaled – a smaller scaled version of the image, that usually appears alongside text
3. Click on Done.

4. The link is not active when you preview  the page, but will work when you publish the page.  

Hide an image on the page (but display it as the menu icon)
This option allows you to include an image that will not be displayed on the page itself, but will appear as the menu icon for that page. This is useful when the automatic cropping feature for producing menu icons based on the first image displayed on the page produces an unwanted result.

1. Using image editing software, create a thumbnail image for the menu icon that is cropped exactly as you want it. The dimensions of the icons are 100 px by 100 px.

2. Upload this thumbnail image in the usual way.

3. Make sure the thumbnail image is the first image on the page. Use the Move buttons if it is not the first image. 

4. Check the box labelled Hide this image on the page? 

5. Click on Done.

6. The image will not appear on the page, but will appear as the menu icon when the page is published. 

Add an ‘image map’ to the image
Image maps are snippets of HTML code that allow you to specify that when a user clicks on a particular part of an image, the user goes to a particular web page.  They are often used for maps or diagrams.  ‘Image map software’ is freely available for download on the web. 

1. Use image map software to generate the HTML code that links areas of an selected image to particular website address. When you do this, use '$name' for the name attribute of the image map.

2. Upload the image to the website.

3. Click on the image to edit it.

4. Paste the HTML code generated by the image map software into the box labelled Image map code. 

5. Click on Done.

6. The image map links will work when the page is published. 

Position an image on the page in relation to the text
This option allows you to position an image on the page in relation to a particular sentence or paragraph of text.  This is done by giving the image a ‘token’ name which is then inserted into the text as a marker for where the image should appear.  To distinguish these ‘token’ names from ordinary text, they should always begin with unusual characters; for example:  ‘$myimage’ or ‘***myimage***’.
1. Upload the image in the usual way.

2. Click on the image to edit it.
3. Type a token name of your choice into the box labelled Replace this token.

4. Select the size of image you wish to appear from the drop-down list.

5. Choose how you want the image to be aligned relative to the paragraph of text that follows it by choosing an option from the drop-down list.

6. Click on Done.
7. Go to the Add words tab and type the token name (including the dollar sign) at the point in the text where you would like the image to appear.
8. Go to the Preview tab to check that the image is displaying as you wish.
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