Dartmouth How to Upload

Office of Alumni Relations _
Pictures

File Manai er
How to upload images/files:

1. Login to the Harris Tool.
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5. Enter HTML Content. Figure 1

1. Click the Upload Files
button. The Upload
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Files popup will Loy
dISplay. See flgure 2' To creste & new folder, enter the folder name:
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Note: Hold the CTRL key as Figure 2

you select each file using your
mouse to select multiple
photos from the same
directory.
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Remove Unwanted Files

1. Hold the CTRL key and
select the files you
wish to remove from
list.

2. Click the

Ejr Remove Selected

How to insert an image from File Manager:

1. Place cursor in the HTML message
where you want the image to go.

2. Click the Use File Manager button ( Community Services i
Use File Manager I) The Library Broadcast Templates (html) File Library

window will display. See figure 3.
3. Click the directory/folder name to Library / Natasha
open, if necessary.
4. Click the Insert Image into HTML
hyperlink next to the image you wish
to insert.

To creste a new folder | enter the folder name:

Create this folder

Folder Date: User Size

Return to previous Folder
Return to previous Folder
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There are currently no sub-folders in this fofder.

Filename Date User Size
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Figure 3
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