
Somerset Art Weeks Website User Guide: Image Gallery

Before you upload the image, please make sure your images are in best quality. 
Many computers of tablets will come with photo/image editing software. If you don’t have 
one, there are many free online tools for image editing, such as http://fotoflexer.com

1. Save your image in the right orientation.
   

2. Edit your image to the best quality. Crop out all the background which you do not wish to 
show. 

3. Rename your image with the caption you wish to be view by the pubic. Do not use 
quotation mark and fullstop. Please use dash, comma, space and bracket. 

My Painting, Somerset (12 x 12cm).jpg 

WP‘123’456.jpg  

4. Image need to be minimum 700 x 700 pixels.

5. Save your image in jpg format. 

Now you should have all the images ready for your SAW Member directory page. Please 
follow the illustrated step-by-step guide.
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Step 1: Click ‘Add to gallery’

Step 2: You will see the following appeared, please follow the instruction to upload your 
image. 

Step 3: You will see the images is uploaded to the ‘Media Library’ alongside with other 
images on our website.  And click ‘Select’. 



Step 4: Now you can see all your images on the Image Gallery. You need to upload at 
least one image here or you will not appear in the SAW Member Directory. You can upload 
up to 5 images.

The file name of your image will be automatically used as published caption of your image, 
as indicated on ‘Title’ field below.  (please note: we are currently improving the system, so 
you can change the caption of your images. At the moment, please make sure you put the 
caption of the image as the file name of your image) 

Step 5: When you finish, please click ‘update’ at the bottom of the page. Your images are 
now will be appeared on your membership profile. You will then go back to the main 
screen of your user profile.  You will find ‘View your entry on the members directory’, click 
‘your entry’ to view your profile on the members directory. 

Step 6: To delete image, please hover the curser on the image, a delete symbol will be 
appeared on the top right of the image. Click the symbol to delete the image. 


