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Adding a New Image 

This tutorial is for how to add a new image to the website. If you wish to 
update an already existing image, please refer to the “How to Edit an Existing Image” 
tutorial. 

To add a new image to a page, you first must add the new image to the media library. To do 
this, hover over Content -> Add Media in the menu bar and click “Image.” 

 

This opens the Add Image page. 

Begin by clicking “Choose File” and selecting the image from your computer. The image 
must be of one of the listed allowed types. 

 



While it is not required, it is highly suggested that you name images in a human readable 
and accessible format. The recommended standard is using all lowercase letters and 
dashes. Avoid using spaces, underscores, and special characters. 

Good naming conventions:  

• students-playing-football.jpg 
• surveying-students-clark-hall.jpg 

Bad naming conventions: 

• Studentsstudying.jpg 
• students studying.jpg 
• IMG_5687.jpg 

To reduce storage space and load times, reduce image sizes from their original sizes if 
necessary. The recommended maximum image size should be 800 pixels, either wide or 
high (whichever is greater). 

Once an image is added, an additional field becomes available: Alternative Text. 

 



Alt text is a critical part of how we keep the website accessible, but when and how to use it 
is rather complex and will be covered in a separate tutorial. The basic version is that the alt 
text field should describe content and context critical information to a user unable to view 
the image. It should not necessarily just describe what is in the image. 

Below this is the Name field. This is the name of the image in the media library and used to 
search for the image if others wish to use it. 

 

The Save to my media library and Published checkboxes should always be left checked. 
Once you are finished adding the image, click the Save button. 

Inserting into a Page 

Once you have added the image to the media library, you can add it to a page. To do this, 
edit the page and place your cursor where you wish to add the image. 

In the toolbar, click the Insert Media button, which is represented by the icon with a picture 
and music note: 

 

This opens the Add or select media pop-up. On the left side, click the Image Tab. 

 



In the left window, scroll down to the list of images. These are listed from the most recently 
added, so if you just added your image, it should be the first in the list. If it is not, you can 
use the form above the list of images to search for it. 

 

 

 

 

 

 

 

Click the checkbox in the upper-right of the image you wish to add and click the Insert 
selected button. 

 

This will insert the image where your cursor was: 



 

 

 

From this point, you have several options to change how the image is displayed. Click the 
image to display the dialogue box with the options: 

 

The first button toggles turning a caption on and off: 

 



 

This provides you a space below the image to add an image caption. 

The second button that looks like a chain link allows you to link the image. 

 

 

 

You can enter a URL or an internal page title to allow the image to be linked to a page, if 
desired. 

 



The third button, with the eye icon, allows you to change the alternative text that is 
attached to the image in the media library. 

 

This option provides an option to enter a new alternative text that overrides the default. The 
original text is displayed for your information. There is also an option to toggle the image as 
a decorative image, which removes any alt text. See the tutorial on Alt Text for specific 
information about how to write alt text and when to mark images as decorative. 

 

The middle dropdown box provides several display options for the image. 

 

The available options include: 

• Default: Keep the image at the inserted width and display options, which includes a 
black outline around the image. 

• Directory Thumbnail: You shouldn’t need this option but could be useful if you are 
manually adding contact information with a headshot to a page. 

• Half Content Width: Auto-resizes the image to be half the width of the content area 
• No Border: Removes the border around the image (note: some alignment options 

may not work with this option) 
• Slideshow Media: Shouldn’t be applicable here. 

Below is an example of the image with the Half Content Width selection: 



 

Finally, the four buttons on the right allow for how to align the image in relation to the 
surrounding text: 

 

The alignment options include: 

• Break text: This is the default option. This inserts the image on its own line with text 
inserted above and below it. This is usually the option for an image that is the full-
content width. 

• Align left and wrap text: This inserts the image to the left side of the editor and 
wraps text around the right-side of the image. This works best for images set with 
the Half Content Width option or is sized smaller than this. 

• Align center and break text: This is a similar option to Break text, except the image 
is centered. This option is discouraged unless something about the image or page 
formatting makes this the more attractive display option. 

• Align right and wrap text: This is a similar option to the align left option, except the 
image is on the right and text wraps around it to the left. 



Below is an example of an image with the Half Content Width option set and Align right and 
wrap text selected: 

 

 

 

 

 

 

 

If you wish to move an image, you can left-click and drag it to a new location. A blue line 
will display where you can drop the image into the editor. 



 

Deleting Images 

To delete an image from a page, simply click it and click delete or backspace. This does not 
remove the image from the media library, only the reference to the image on the page. 
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