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:

Welsh Research Discussion Circle Notice Board

ADD NEW FORUM TOPIC

Topic

Replies Last reply
Q Test Post to new Notice Board for the Welsh Research Discussion Circle

0 n/a
By Tom O'DEA 1 hour 54 minutes ago

The system will display the Create Forum topic page:

Create Forum topic

Subject™

Forums
-Welsh Research Discussion Circle Motice Board v

SHOW ROW WEIGHTS
Tags

ADD ANOTHER ITEM
Body™ EDIT SUMMARY
BUSILH*XxOQOE= =

@ @ @ M B swe
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Enter a suitable Subject:

Create Forum topic

Forums

-Welsh Research Discussion Circle Notice Board

Proceed to the Post Body:

Body™ EDIT SUMMARY

BUSILIXXOXQ0NESES |32 12| = MEBd” fomet - EHBEe M @ G % B source

L]
i
]

GSY HTML e W About text formats

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.

Body™ EDIT SUMMARY
B US JILx*xxQOzz=2 =282 = - EEEUY Nmi - HEEBHBe « @ @ @ ¥ B source

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.
IMAGE TO BE INSERTED HERE

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequal.

body p

GSY HTML W & About 1ext formals

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 3 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:

Budj"’ EDIT SUMMARY
BUSILy.wyxQ|EE & = - MEB LMY vom - W@ « @ @ @ ¥ B Soure

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.

body p

G5V HTML e

B About text formats

Select the Image icon on the toolbar:

Body™ EDIT SUMMARY
BUS ITLxxQQ&=3=E8E =z = MmME8d 9 Noml -@%y-« @ @ @ 3 [ source
Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco

laboris nisi ut aliquip ex ea commodo consequat.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eilusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullameco
laboris nisi ut aliquip ex ea commodo consequat.

3
A

W HTML Lo

K About text formals

The system will display the Insert Image window:

Insert Image

URL* ' Open File Browser

Alternative text™

™

Title

Align
@ Noneo Leﬂo Centero Right
Advanced

SUBMIT
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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:

Insert Image

URL* ‘§ Open File Browser

Alternative text™
Title

Align
® None O Left () center ) Right
Advanced

SUBMIT
The system will display the File manager window:

@

O & https://www.gsv.org.au/imce?sendto=imcelnput.urlSendto&inputld =edit-attributes-src--CVU74pEzcpl Btype=image 9 =

£ Refresh [P New folder X Upload [ Delete Resize « Select

= [ public:// L] Name Size Width Height Datea *
= [ 2022-03 B u34652 2023-04-11
: igi‘;;g: B u36676 2023-04-11
o B 2023-07 Bm us3238 2023-04-11
@ [ 2023-10 B u43092 2023-04-11
= I 2024-01 Bm u37283 2023-04-11
:: : ;gi::g: B 138009 2023-04-11
5 I ancestor  Bmu38053 2023-04-11
+ M Ancestor-March-2021-20; [l u43664 2023-04-11
+ [ Ancestor-March-2021-20: B u36795 2023-04-11
:. : :::::2“ B us3362 2023-04-11
< I bootstrap B u34629 2023-04-11
+ [l bulk_media B homepage 2023-04-11
+ [ Buttons B u39251 2023-04-11
: z:?"’g"e y Bm 136002 2023-04-11

< > 1660 Iltle;'n;“(SQDA MB) 20230431 18

Page 5 of 11



Press the Upload button:

@ File manager | Genealogical Society of Victoria — Mozilla Firefox
Q E; https://www.gsv.org.au/imce?sendto=imcelnput.uriSendto&inputid=edit-attributes-src--CVUT74pEzcpl8itype=image e —
| S Refresh [P New folder Upload i Delete [adResize « Select
| = [l public:// £ Name Size Width Height Datea "
i 2022-03 B u34652 2023-04-11
= W 2022-04
u36676 2023-04-11
(+ W 2023-01 -
B 2023-07 B us3238 2023-04-11
| = [ 2023-10 B u43092 2023-04-11
B 2024-01 Bu u37283 2023-04-11
2024-06
- Bl u38009 2023-04-11
= I 2024-07
= Bl ancestor B u38053 2023-04-11
= [ Ancestor-March-2021-20: | B u43664 2023-04-11
I Ancestor-March-2021-20; B u36795 2023-04-11
I u53362 2023-04-11
W u34629 2023-04-11
= [ bulk_media Bm homepage 2023-04-11
(= [ Buttons B u39251 2023-04-11
@ [ catalogue B 136002 2023-04-11
= Il cdn ¥ | e —
< > 1660 items (890.4 MB) 2023-04-11
Press the Add file button:
@i
O 8 httpsy//www.gsv.org.au/imce?sendto=imcelnput.urlSendto&inputid=edit-attributes-src--CVUT4pEzcplétype=image 9 =
£ Refresh New folder L Upload Tf[j Delete [adResize o Select
= ublic:, )
=1 [ public:// © Acd file Size Width Height Dated
B 2022-03 2023-04-11
= 2022-04
o~ BE u36676 2023-04-11
[+ 1M 2023-01
= B 2023-07 B us3238 2023-04-11
= [ 2023-10 Bm u43092 2023-04-11
= [ 2024-01 B u37283 2023-04-11
& 2024-06
I_ g = u38009 2023-04-11
= W 2024-07
= M ancestor B u38053 2023-04-11
= [l Ancestor-March-2021-20; k B u43664 2023-04-11
W Ancestor-March-2021-20: Bm u36795 2023-04-11
0 rticlefil
@ W articieflies Ba us3362 2023-04-11
# [ banners
@ [ bootstrap Bm u34629 2023-04-11
[+ [ bulk_media B homepage 2023-04-11
= [l Buttons BE u39251 2023-04-11
© I catalogue B u36002 2023-04-11
= MM cdn 0] | —
< > 1660 items (890.4 MB) 2042031
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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.

@ File Upload
= ~ 1 & * ThisPC * Downloads
Organise Mew folder

-~

Date modified

O nName Type Size
# Quick access
@ Desktop + ~ Today (1)
K Downloads * ® Ancestor March 2023bjpg 8/08/2024 1438 JPG File 139 KB
& Documents + - Earlier this week (1}
& Pictures > % invoice_14683248.pdf 6/08/2024 11:37 Adobe Acrobat D 213KB
o Capture P = Last month (13)
§.05(C) * T invoice. pdf 26/07/2024 1714 Adobe Acrobat D 254 KB
¢ Ruth's C Drive (\\RUTHODEA-LAPTOP) (R)) # T 808564885 invoice.pdf 18/07/2024 12:40 Adobe Acrobat D 214 KB
& Downloaded Software »* b - 808657117 _invoice.pdf 17/07/2024 17:16 Adobe Acrobat D.. 24B KB
; ) o |BM Alumni Annual Membership Subs...  5/07/2024 12:54 PNG File 9 KB
i cloud Drive i B current-members-of-scottish-discussi..  4/07/2024 8:08 Microsoft Excel W 25 KB
Windaws Live Mail * B subscribers-to-the-gsv-writers-forums...  3/07/2024 18:41 Microsoft Excel C. 17 KB
'Web Site Files + B subscribers-to-the-gsv-writers-notice-...  3/07/2024 18:41 Microsoft Excel C BKB
& Google Drive (G - B subscribers-to-the-scottish-discussion...  3/07/2024 17:23 Microsaft Excel C 12 KB
Banners and Logos o subscribers-to-the-iadc-notice-board{...  3/07/2024 17:20 Microsoft Excel C 14 KB
o GSV B subscribers-to-the-iadc-notice-board....  3/07/2024 17.09 Microsoft Excel C 14 KB
@ IT Update for Member Organisations B subscribers-to-the-writers-circle-notic...  3/07/2024 17.00 Microsoft Excel C., BKB
x I countdown-builder.2.4.7 zip 3/07/2024 12:09 Compressed (zipp 969 KB
o Nambarship. Recors: B current-members-of-scottish-discussi..  2/07/2024 1723 Microsoft Excel € 14KB
anmPh‘” Earlier this year (30}
L. J L Anre " dd a ' L 3 L

Select the file to be uploaded and press the Open button:

3
. v 4 & % ThisPC * Downloads
Organise * Mew folder

# Quick access

T invoice 14683248 paf

Date modified

8/08/2024 1438

Last month (13)
T invoice. pdf
T eos564885 invoice pdf
=T BOBEST11T imvoice pot

im Deskiop -
 Downloads. -,
4 Documents o
= Pictures. +
o Capture -
& iCloud Photos -
E-051C) ]
¢ Ruth's € Drive (MAUTHODEA-LAPTOR] (R:) #
o Downloaded Software *
& iCloud Diive *
Windows Live Mai *
Web Site Files *
& Google Drive (G} -
Banners and Loges
(=

@ [T Update for Member Organications
st Membership Records
@ Dropbox

= This PC
3 3D Objects
m Desktop
4 Documents
4+ Downloads w

File name: Ancestor March 2023b jpg

8 [8M Alumni Anaual Membership Subs.
B curent-members-of-scottish-discussi.

B subscribers-to-the-gsv-writers-forums..
B subscribers-to-the-gsv-writers-notice-.

e-iadc-natice-boardi
the-iadc-notice-board....
B subscribers-to-the-writers-circle-natic.
I countdown:builder.2.4 7 zip
B cument-members-of-scottsh-discussl...
Earlier this year (30}
. ecotank.et-4856-datasheet pf
B Data_26-04-2024 09-50-58.xlsx
D' Data_26-04-2024_10-05-00.xlsx
| 1BMQCE Victoria Slack export Aug 3 2..
"% 2491 € Margaret Campbell Interp V1(..
"% 2491 €1 Margaret Campbell Intarp V1
< araviryforms-export-2024-04-16(11isan

ype Size
JPG File 1308
Adobe Acrobat D 21368

Adobe Acrobat D.

Adobe Ac

s}

Acrobat D

Search Downloads

= ]
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The system will display a list of uploaded files with the newly uploaded file highlighted:

https://www.gsv.org.au/sites/default/files/Ancestor®%20March%202023b_0.jpg 138.6 KB  849x1200 2024-08-08 15:43

O El https://www.gsv.org.au/imce?sendto=imcelnput.uriSendto&inputlid =edit-attributes-src--CVUT74pEzcplfitype=image {} =
| £ Refresh PgNew folder X Upload [ Delete [&]Resize + Select
= [ public:// o Name Size Width Height Datea "
= M 2022-03 @ FAN_S Charting_Down_July pdrf 1.1 MB 2024-07-25
+ W 2022-04
B 2023-01 @ meeting_saved_chat.txt 3.4 KB 2024-07-25
= [ 2023-07 [ ran Charting_Down_July2024_0.pdf 1.1m8 2024-07-25
[ 2023-10
5 B 2024-01 [3 FaN Method FHTT July 2024 JR_0.pdf 225.5 KB 2024-07-25
B 2024-06 [S) meeting_saved_chat_o.txt 3.4 KB 2024-07-25
+ W 2024-07
= [l ancestor GGS_E-News_August_2024.pdf 626.4 KB 2024-08-01
+ [l Ancestor-March-2021-200 [ wates_2_o.png 931.2KB 731 741 2024-08-02
| % [ Ancestor-March-2021-20:
| " . articlefiles ‘WancestorAFFHO_2024.jpg S58KB 1200 200 2024-08B-06
" B banners Wacknowledgement-of-country2.jpg 35.7KB 1198 200 2024-0B-06
( + M bootstrap
® - bulk_med‘a ‘WancestorAFFHO_2024-2.jpg 56.3KB 1200 200 2024-08-06
= [ Buttons Ancestor March 2023b.ipg 1125KB 500 707 2024-08-06
- B catalogue -
| ©Mlcdn &
< > 1661 items (890.5 MB)

Press the Select button to select the file:

O E’I https://www.gsv.org.au/imce?sendto=imcelnput.uriSendto&inputld=edit-attributes-src--CVU74pEzcpl&type=image
i

£ Refresh New folder X Upload [ Delete [ad]Resize
[

= [ public:// L] Name Size Width Height
B 2022-03 FAN ing&Charting_Down_July pdf 1.1 MB
- I 2022-04
Bm 2023-01 @ meeting_saved_chat.txt 34KB

B 2023-07 @ FAN Charting_Down_July _D.pdf 1.1 MB
| @ m2023-10
B 2024-01 @ FAN Method FHTT July 2024 JR_0.pdf 2255 KB

B 2024-06 [2) meeting_saved_chat_o.txt 3.4K8
= [ 2024-07
B ancestor [ GGs_E-News_August_2024.pdf 626.4 KB

B Ancestor-March-2021-20; [a Wales_2_0.png 931.2KB 731 741
(+ [ Ancestor-March-2021-20:

B articlefiles [ud) wancestorarrHo_2024.1pg s8K8 1200 200
B banners ] e v2.dpg 357KB 1198 200
B bootstrap
B bulk_media (i) wancestorarro_2024-2.ip9 56.3KB 1200 200
= [l Buttons Ancestor March 2023b.jpg 1125K8 500 707
[« [l catalogue
= Il cdn @
< > 1661 items (890.5 MB)

https://www.gsv.org.au/sites/default/files/Ancestor%20March%202023b_0.jpg 138.6 KB  849x1200 2024-08-08 15:43

il Aﬂ//_‘..‘j

Datea

2024-07-25
2024-07-25
2024-07-25
2024-07-25
2024-07-25
2024-08-01
2024-08-02
2024-08-06
2024-08-06

2024-08-06

2024-08-06

‘
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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.

Insert Image
URL* & Open File Browser
ttps://www.gsv.org.au/sites/default/files/Ancestor%20March%202023b_0.jpc
Alternative text™
Title
Align
@ Noneo Leﬂo Centero Right
Advanced
SUBMIT

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

Insert Image
URL* @ Open File Browser

https://www.gsv.org.au/sites/default/files/Ancestor%20March%202023b_0.jp¢

Alternative text™

Ancestor Cover Page

Title

O Noneo Left@ Centero Right

Advanced

SUBMIT

— 4

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:

Body™ EDIT SUMMARY
BUSIFLXxxQO == == e BEBAdY oma - DS B« XHh @MHEHX Bsouwe

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod temper incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation
ullamco laboris nisi ut aliquip ex ea commodo consequat.

Getting it write Research Corner

Telling chiklren's stories GSV's new Full Text Digital Journal Search

body image

GSV HTML b £ About text formats
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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:

BUSIZLxx Q| == = = | MEBM » roma -~ EH P Me «+ XH B EE N ©souce
3 ~
Famiily object -,
biographies * : £
Larem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis no' exercitation
ullameo laboris nisi ut aliquip ex ea commodo consequat.
v
body Image
Body™ EDIT SUMMARY

B US ITITXxQ 5 =

il
i

L] =

B &) 92| rormat - e e |« X D @ @ @ 2| M source

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.

Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis nostrud exercitation ullamco
laboris nisi ut aliquip ex ea commodo consequat.

body image

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