Step 1: You can add up to 15 images to your gallery. Images you have successfully uploaded
will appear in the “Existing Gallery Images” section. They are displayed in the order that you
upload them.

If you would like to delete an image, edit a caption, or reorder your images, click
e Click “Members” in the top right corner.

e Click “Login.”
e Once logged in, select “Artist Gallery” in the same “Members” menu.
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Step 2: On the ARTIST GALLERY page, go to the “Advanced Users” section, which is in the
righthand column. Click “Open the NextGen Gallery Editor.”
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Step 3: A new tab will open with the heading “IMAGELY.”
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Step 4: Scroll down until you see a table listing your image names and captions. It might also
show thumbnails of your uploaded work. The column headings are:

e Checkbox (which is not labeled, it is a box that you can click and a check appears)

e |ID

e Thumbnail

e Filename, Alt & Title Text / Description

e Tags
Each uploaded image has its own row. The rows alternate between white and grey, so that you
can clearly see which fields belong to which image.

Just above this table, you will see a section called “Bulk actions.”
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How to quickly delete EVERY image, title, and caption: If you would like to delete every
image, title, and caption that you previously uploaded, click the check box next to ID in the
header column.
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The check boxes for all the images files will be activated. Then, go to “Bulk Actions” (above the
table). Click the arrow and select “Delete Images.” Then hit the “Save Changes” button.
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How to delete INDIVIDUAL images. along with their title, and caption: If you would like to
delete an individual image, along with its title, and caption, the process is similar to deleting all
of the image, but the first step is different. Click the check box next in that image’s row. Click the
arrow and select “Delete Images.” Then hit the “Save Changes” button.
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How to edit images TITLES and CAPTIONS:

To edit any image titles or captions, look for the row of the image for which you want to change
the title or caption. See where that row intersects with the “Alt & Title Text / Description” . The
top box in this area is for the title. The second box is for the caption. Make your changes, then
scroll down to the bottom of the page and hit the “Save” button. In the caption, be sure to
include title, materials, date, photo credit, description so that researchers, galleries, and
museums can find and use your artwork effectively.
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