                                                                                                     To Upload a Photo to a Wiki

1. Navigate to the screen where you want to add an image.


2. Before you click on Edit to add your introduction, look for the Upload Files command in the top right
 

3. Click Upload Files and use the dialogue box that opens to choose an image you want to use. Click Open on the dialogue box once you have chosen your image. Make sure you remember (or write down) the file name of your image.


4. A small box should appear which shows you the progress of your upload


5. When your upload is complete, you are ready to add your image to the wiki screen


6. Click on the Edit button on the screen where you want to add your image. 


7. To add your picture, look for the command, Images and Files, on the right-hand side of the composing window.  Click on Images and Files to open the list.  (It’s next to Pages).  You should see the name of the image you uploaded (scroll down if you can’t).  


8. You can add your image to your page in three different ways:

1. Click your cursor where you want the image to appear on your screen.  Then click on the name of the image you want to add.  It should appear on the screen.  


2. Hold the cursor down on the name of your image, and drag it to the space on the screen where you want to place it.  The image should appear, after a short wait, on your screen.


3. Insert your image via a link.   Place your cursor where you want to your image to appear.  Then click the Add Link button on the top editing bar.  When the dialogue box opens, click Browse Pages and Files, and choose the image you want to appear.  Hit enter, and your image should appear.  If you are uploading a large image, the screen may go pale, and you will see a circular whirring icon in the middle of the screen.  Be patient!


     9) To resize your image, stay in Edit mode.  Click on your image, and you should see a 

small square in each corner of your image, and on each side of the image.  Hover your cursor over one of the squares (bottom right is best for resizing) until it changes shape.  Hold your cursor down and make your image smaller or bigger
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