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Gallery instructions for Entries 

Once you login you may find the following screen: 
 The album is empty. 

 Add a photo! 
 

 
 

Click Add a photo! 

 
You will have the following tabs 

 
 

I suggest you choose “Upload Applet”.  This will allow you to upload multiple 
files and enter general information about each photo (in batch). 

 
 

You will be required to install an applet for your browser. 
You will be required to Allow the program to run by choosing “No” to  

“Block potentially unsafe components…” 
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Adding photos using the Upload Applet 

1. Click Add Pictures 

2. Leave Show thumbnails selected 
 

 
 

1. Locate you files on your computer 
3. Select the individual files or use drag and drop 

 

 
 

4. Keep adding photos until you have all of them you want 
(don’t choose too many it because programs are known to crash) 

5. Click on each photo to enter 
a. Caption 
b. Summary 

 
 

6. Uncheck Resize pictures before upload 
7. Click Upload 
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Upload applet - processing the upload of your photos 

You will see a message box similar to the one below.   

It will show the filename and the number of files you are uploading. 
It will show progress of how many files and how much of the current file has 
been uploaded 
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Editing the information in your album 

The main page of the Gallery will look something like this: 

 

 
 

1. Click on the “Fish & Species ID Panel at “The Map”®  at La Jolla 

Shores” album icon 

2. You are currently in the  Main Album   

where your album is displayed 
3. Your album has a small picture frame around it 

4. Click on your album name (see the hand) 
 

   



“The Map”®  Fish & Species ID Call for Photos 

 

www.FriendsOfLaJollaShores.com/2010-SpeciesID-Call-for-Photos  

5. You should now be in your Album 

Note: pictures are outline with a light shadow; 
Albums have a picture frame around them 

6. You need to complete the Custom Fields 
this information is not viewable by the general public 

 
 

7. Choose Edit Album on the left 
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Edit Album – Required information for submissions 

You will have the following tabs.  The tabs that we are interested in are the 

General tab and the Custom Fields tab. 
 
Please do not change the name of your Album.  We do not know the impact. 

 
1. Enter a Title, Summary, and Description 

 
 

2. Click on the Custom Fields tab. 
3. Complete all fields (General is not required) 

Sorry it is too late to put the asterisk (*) 

 
4. Click Save 
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Edit Photo – Required information for submissions (similar to Edit Album) 

1. You are currently in  your album  display 

2. Your photo has a gray shadow around it 
3. Click on  a photo  (see the hand) 

 
Note, the Custom Field values you entered when editing your album 

 
 

4. You should now be in your Album 
Note: pictures are outline with a light shadow; 

Albums have a picture frame around them. 
5. You need to complete the Custom Fields 

this information is not viewable by the general public 
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Photo Custom fields - Required information for submissions 

6. Click Edit Photo 

 
 
7. General tab – this information should already be set when you uploaded 

your photo 

 
 

5. Click on the Custom Fields tab. 
6. Complete all fields (General is not required) 

Sorry it is too late to put the asterisk (*) 

 
7. Click Save 


