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Creating an image gallery
An image gallery can highlight a few key images from an event or project. Make sure
your images are unique and share a distinctive story. Too many images can be
overwhelming to the users - quality is more important than quantity.

Images should be resized to reduce the file size, but proportions are less important.
Your initial images should be uploaded to dotCMS before creating the gallery -
additional images can be added later.

1 Navigate to https://www.uakron.edu/c and log in with your UA credentials.

https://uakron-prod.dotcms.cloud/dotAdmin/#/c/site-browser?mId=0f6e
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2 Navigate to the folder containing the page where the image gallery will live.

3 Double-click your gallery page to enter edit mode.
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4 In edit mode, click the blue square to add a new item to the page.

5 From the drop-down, Click "Widget"
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6 Click the blue circle to open the list of available widgets.

7 Select "1UAblue_feature_image_gallery"
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8 Click in the widget title field and add a title. This is not visible to the users but will
be helpful with the internal search.

9 Use the "Site or Folder" drop down to select your top-level folder.
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10 Click in the Section Heading field and add in the visible title for this section.

11 Optionally, use the block editor to add in additional detail about the event or
project.



Made with Scribe - https://scribehow.com 7

12 Before we can add in new image gallery media, we'll need to save, then exit the
widget, and return. Click Save.

13 Click the "x" to close the widget.
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14 At the page view, click the pencil icon to re-enter the Image Gallery widget.

15 Click the Gallery Image or Video drop-down and select Relate New Content.
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16 Click Lock for Editing on the right-side of the screen to begin. Click in the Title field
to add in a title for the image - this is not visible to the users.

17 Use the "Site or Folder" drop down to select your top-level folder.
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18 Add in Alt-Text for an accessible description.

19 Click "Browse", navigate to the folder where the images are stored.



Made with Scribe - https://scribehow.com 11

20 Click the image to select it.

21 Add in a caption. Captions are visible to the gallery viewers when selecting an
image and can add helpful context.
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22 When finished with the image gallery media item, click "Save" or "Save / Publish".

23 Click "Return to: (your page)"
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24 Use the "Gallery image or video" drop down to select Relate New Content and
repeat this process to add additional gallery images.

25 Once your gallery media items are added, you can drag-and-drop to rearrange the
order, click the individual items to re-edit, or delete them with the trashcan icon.
Be sure that all items have the green Published indicator so they will show on the
Live site.
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26 When you are done with your gallery, click "Save" or "Save / Publish".

27 Click the "x" to close the widget and return to the page.
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28 The preview mode may result in an error if the page itself is not published.

29 In Live mode, the page will look like this:
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30 Users can click the image to see the full image and caption in a light-box. They can
navigate through the images or close the window to return to the page.


