
This  guide  will show you how to  include  photographs  and  
o ther  images  in your  pos ts

there are essentially 
two different 

methods to include 
photographs or images 

in your post

A. linking 
directly to 
the image on 
the internet

B. uploading 
an image from 
your computer

this method is easy however if 
the original image on the 

internet is deleted it will 
also disappear from your 

web site

this method has a few more 
steps however the image will 

remain on your web site 
unless you remove the image

you have more control over 
the image appearance and its 

size
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1
Research and 

locate a suitable 
photograph or 

image on the internet

2 Right mouse click on 
the image if you are using 

a windows PC

CTRL-Click on the image 
if you are using a Mac

Firefox 
browser

Google 
chrome 

browser

safari 
browser

copy the 
image 

address or 
url



3
open the post that 
you are writing and 

make sure that you have 
the cursor inserted 
at the point where you 

wish the image to 
appear in your post

4
click on the upload 
insert/image button 

in the toolbar

the add an 
image window 

will appear

click on the 
From URL 

tab

5



6
paste the image 

url or web 
address into the 
image url field

a green tick 
will appear if the 

image url is 
correct

give the 
image a title

position 
the image in 
your post

the centre position 
works the best with 

all themes

click on 
Insert into 
post when 

you have 
finished

if the image is 
too large for 

your post or if you 
wish to add a 

border move your 
cursor over the 

image and click on 
the edit image 

button

7



8 click on the advanced 
settings tab at the top of 

the edit image window

set a new width and height 
for the image so that it 

neatly fits inside in your 
post

you may need to try 
different dimensions until 
you are happy with the final 

result

when you have finished changing the 
dimensions of the image you may 
click on the update button and 

check the results

you can give the image a 
border as well. Set 

the size to 1 or 2



9

the image is 
positioned in the 

centre

the image fits 
neatly within the 
post as it has been 
resized using the 
advanced settings

the image 
has a 

border 
which is two 
pixels wide

when you have finished 
embedding your image 

click on preview to review 
your post or click on 
publish to actually 

publish the post online

10



the finished 
product

the image 
has a 

border 
which is two 
pixels wide

the image is 
positioned in the 

centre

the image fits 
neatly within the 
post as it has been 
resized using the 
advanced settings

Remember ,  if you link  t o  an image  on the  Internet  it  
may  d isappear  from  your  s it e  if t he  or ig inal image  is  

removed  by  it s  owner .



1
Organise the 

images or 
photographs that 

you wish to upload to 
your web site in a 
folder on your 

computer before you 
begin

2
open the post that 
you are writing and 

make sure that you have 
the cursor inserted 
at the point where you 

wish the image to 
appear in your post

hint: make 
sure that the 
filetype is 
added to the 
end of each 

image

these images 
are all .JPG 

type image 
files



3
click on the upload 
insert/image button 

in the toolbar

the add an 
image window 

will appear

4
click on the 

select 
files button

the image 
will begin to 

upload

if you have 
problems 
uploading an 
image try the 
browser 
uploader



5 when the image has 
finished uploading the 

following window will 
appear

position 
the image 

within your 
post

select an 
appropriate 
size for the 
image within 
your post

when you have 
completed adjusting 
your image click on the 

insert into post 
button



6

if the image is 
too large for 

your post or if you 
wish to add a 

border move your 
cursor over the 

image and click on 
the edit image 

button

this is how the editing 
window will appear after 

the image has been 
embedded in the post



7 click on the advanced 
settings tab at the top of 

the edit image window

set a new width and height 
for the image so that it 

neatly fits inside in your 
post

you may need to try 
different dimensions until 
you are happy with the final 

result

when you have finished changing the 
dimensions of the image you may 
click on the update button and 

check the results

you can give the image a 
border as well. Set 

the size to 1 or 2



8

the image is 
positioned in the 

centre

the image fits 
neatly within the 
post as it has been 
resized using the 
advanced settings

the image 
has a 

border 
which is two 
pixels wide

when you have finished 
embedding your image 

click on preview to review 
your post or click on 
publish to actually 

publish the post online

9



the finished 
product

the image 
has a 

border 
which is two 
pixels wide

the image is 
positioned in the 

centre the image fits 
neatly within the 
post as it has been 
resized using the 
advanced settings


