Guidance for the website

Media archive.
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The media archive is used as a storage place for images and documents that need
to be used on the website.

Images and documents are uploaded from your PC, Mac, or drive to the media
archive, where they can be organized into folders or directories.

An image/document can be uploaded in two ways. The easy way is to use "Drag
and Drop", where you drag and drop an image/document or a folder into the drop
zone. Make sure you are in the folder where you want to place the image.

If you need to select multiple files, you can also use the "-or click here to select
files" option. A new window will open, and you can now select multiple files at
once or an entire folder.
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Drag and drop your file(s) into the area

(- or click here to choose files )

To create a new folder, click on the three dots next to the Media Archive or click on
"Actions" and select "Create." Give the folder a name, and it's ready.
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Guidance for the website

Content
Images can be edited by clicking on the pencil
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icon when the image is used in a component.

Focal point is defined within
your "Media" section.
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Click on "Info" in the top right corner, and a box will appear showing where the
image is used on the website. This function can be used, for example, to clean up
the media archive - if the image is not used, it can be deleted.



You can also choose the size of the image used on the page and then adjust the
image. Finish by clicking "Accept."
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q Alternative text

Surround your alt text with
square brackets to indicate
that this text relates to a
‘Dictionary Item’ label held
within the Translation’
section of Umbraco.

This is also where you can write an alternative text - which is read aloud for people
with visual disableties.



