Creating a Photo Album on the Web Site

1. Go to www.saffordusd.k12.az.us
2. Log into the web site using the Staff Login / Logout button (see Logging into the Web Site directions).

3. Go to your teacher or department page and click on the Photo Album link.
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PHOTO ALBUM:  The photo album is a great place for you to share groups of pictures on the web site.

5. To add a Photo Album, click on the ADD PHOTO ALBUM blue link.  To Edit a Photo Album already listed, click on the EDIT blue link.

6. TITLE AND TEXT:  Place the title of the Photo Album and then include any description for the album in the Text box.

7. CARRIAGE LINES:  Keep this as TEXT unless you are using the text box to write HTML.
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When you are finished, click on ADD PHOTO ALBUM.  You must add the photo album before you can begin loading pictures into it.
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To add pictures to your Photo Album, click on the TITLE of the Photo Album.  DO NOT CLICK ON EDIT as this will take you back to the previous window.

10. Once you have clicked on the title of the Photo Album, you will be taken to a window that will allow you to ADD PHOTOS by clicking on the blue ADD PHOTO link.
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You can have a SHORT DESCRIPTION and TEXT for each photo.

12. EDIT IMAGE:  This needs to be checked anytime you are adding or changing a picture.

13. When you are finished, click on ADD PHOTO ALBUM IMAGE.  You must add the Image BEFORE you will be taken to browse for the picture.

14. If Edit Image is checked, you will be taken to a page to BROWSE for a picture.  All pictures must be JPG or GIF.  Browse to look for where your picture is stored.
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15. Once you have added several pictures in the same Photo Album, you will be able to edit various items.

16. EDIT ITEM #:  This allows you to edit or change information or photo for that particular picture.

17. DISPLAY ON ALBUM COVER:  This allows you to choose which picture you want to display as this Photo Albums cover photo.

18. ROTATE:  This allows you to rotate photos.

19. MOVE TO:  Allows you to change positions of your photos within that Photo Album.
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