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How to Create a Notice Board Post Containing Text and Images 
 

Purpose 
To explain the procedure required for creating a GSV Notice Board Post that contains a mixture 
of text and images. 

Note: The Welsh Research Discussion Circle Notice Board has been used in the example shown 
in this document.  The same procedure applies to the other Notice Boards. 

 

Summary of Steps 
1. Create a New Post. 
2. Enter the text. 
3. Insert each image to be included in the Body of the Post. 
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1. Create	a	New	Post	
Select the Notice Board you wish to use and press the Add New Forum Topic button: 

 

The system will display the Create Forum topic page: 
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Enter a suitable Subject: 

 

 

Proceed to the Post Body: 

 

 

2. Enter	the	Text	
Enter the text into the Body of the Post.  This can be done by typing directly into the Body or by 
copying from an existing source document. 

 

NOTE: If you are copying from an existing document, make sure you use Ctrl+Shift+V to paste 
the text so that any formatting controls are not copied.  Otherwise, this is likely to cause 
problems. 

 

  



 
Page 4 of 11 

 

3. Insert	each	image	to	be	included	in	the	Body	of	the	Post	
Position the cursor at the point you wish to insert the image: 

 

 

Select the Image icon on the toolbar: 

 

The system will display the Insert Image window: 
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There are 2 situations here: 

1. The image file is already uploaded to the GSV website.  In this case, you can copy the 
URL of the image file into the URL field. 

2. The image file needs to be uploaded from your computer.  In this case, you will need to 
upload the file and the system will create the URL for you. 

In most cases, the image will be uploaded from your computer so you will need to select the 
Open File Browser option: 

 

The system will display the File manager window: 
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Press the Upload button: 

 

Press the Add file button: 
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The system will display a list of files available on your computer.  You will need to navigate to the 
directory that contains the file you wish to upload. 

 

Select the file to be uploaded and press the Open button: 
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The system will display a list of uploaded files with the newly uploaded file highlighted: 

 

Press the Select button to select the file: 
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The system will display the Insert image window with the URL of the newly uploaded file. 

The system generates the URL.  Do not change this URL.  Otherwise, the system may not be 
able to find the file. 

 

Enter the text for the image, select the preferred alignment, and press the Submit button: 

 

Note: Alternative Text helps screen-reading tools describe images to visually impaired readers 
and allows search engines to better crawl and rank your website. 
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The image will now appear in the Body of the Post: 
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Once the image has been inserted, it may be necessary to resize the image.  This can be done 
by simply using the mouse pointer to grab the bottom right-hand corner of the image and 
dragging it until the desired size has been achieved: 

 

 

 

If additional images are needed, you will need to repeat the steps outlined above for each image. 

 


