FCO Blogs :: Images

The following guide explains how to use images more effectively. Relevant content
improves the user experience, increasing the average time users spend on your site
and search engine discoverability, making your blog posts more engaging and
influential.
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Media Library:

The media library is an online media storage facility for your blog, which should be
used to store only central, generic image content. This includes:

The Media Library has a capacity of 100Mb for all uploads. However, in the majority
of cases you should embed images by URL, typically via Flickr or Facebook.

Where possible optimise your images, which are kinder on the web server and offer
a faster experience for both users and bloggers alike.

Main Image Types
When setting up your blog, several images are required. This is how they are used:
Homepage Feature:

This image will be featured on the homepage carousel to promote new blog posts -
we cannot feature your blog posts without it. The window size is 400 pixels by 270
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Profile Pic/Blog Image:

Traditionally, these have been 80 pixels by 80 pixels (80x80) but we now support
and encourage use of larger images. We standardise these to 300 pixels by 180
pixels (300x180) — both dimension and output ratio. The Blog Image is used in the
sidebar for your blog homepage, and adjacent to recent posts on the global blogs
homepage. The Profile Picture is associated with the user profile of the blogger,
and is used on the post page to represent the individual author of each post. This
distinction is particularly useful for group blogs, where multiple authors will post with
individual profiles.

With regard to group blogs, we will allow a larger Blog Image provided a suitably

generic, relevant image can be provided. The sidebar width limit is 300 pixels -
images larger than this are generally fine but will be automatically scaled down to fit.
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Adding Images to the Media Library:

Images can be added to the Media Library via the Wordpress home screen or
directly from the post editing screen. (Note: most file types can now be uploaded to
the media library, not just image files)

From the home screen:

e Select Media Library from the left-hand menu, and select Add New.

e Choose File, navigate to the relevant file (Open) and click Upload.

e You will then be taken to the Media Library itself. Click on the uploaded image
at the top to move to the Edit Media page (below).

Edit Media  sonew

"y | File name: Testimage jpg
File type: imagefjpeg
Upload date: January 11, 2012

Dimensions: 2048 x 1216

Edit Image

Title * Testimage

Alternate Text
Alt text for the image, e.g. “The Mona Lisa™

Caption
Description
File URL http:/iblogs fco_gov ukidigitaldiplomacy/ffiles/2012/01/Testimage jpg

Location of the uploaded file.

Update Media
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It is best practice to populate the above image settings there and then, so they are

stored and replicated each time an image is used. Please try to complete the Title,

Alternate Text and Caption at this stage (The Description can be used for further
information if required).

e Title: The text seen when the mouse icon hovers over the image.

e Alternate text: Text displayed by a screen reader, or if webpage images are
disabled by browser settings.

e Caption: Accompanying, descriptive text below an image. Always try to use
for full-width images, and for indicating copyright and an image’s source
where necessary.

From within a post:

e Click on the Add an Image icon above the visual editor:

Upload/Insert Q ™

Format vggévﬁ[@{g 0 =

e The “Add an Image” popup window display.On the From Computer tab, click
Choose File, navigate to the relevant file (Open) and click Upload.

Add an Image ®

From Computer | From URL  Media Library

Add media files from your computer

Choose File | Mo file chosen Upload | Cancel

Maximum upload file size: 4MB

You are using the Browser uploader. Try the Flash uploader instead.

e You then have the opportunity to customise the image settings alongside the
Link URL, Alignment and Size. Please try to complete the Title, Alternate
Text and Caption at this stage (The Description can be used for further
information if required).

e You can directly insert the image into your post once finished (Insert Into
Post).

Further information on uploading media.
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Adding Images to a Post/Page

To add an image to a post (or a page), click on the Add an Image icon above the
visual editor:

Upload/Insert % by

Format - U E A RBHE Q =

The “Add an Image” popup window will display featuring three tabs:

e From Computer
e From URL
e Media Library

Add an Image

From Computer  From URL  Media Library

Add media files from your computer

Choose File | Mo file chosen Upload | Cancel

Maximum upload file size: 4MB

You are using the Browser uploader. Try the Flash uploader instead.

Images can be uploaded to the media library via the “From Computer”tab as before.

You can also insert pre-existing images via the “Media Library” tab. This takes you to
a list of available images. Click “Show” to open the settings for an image, from which
you can customise the image settings and then “Insert into Post”.

Perhaps by far the most useful way to add images is from a URL. To insert images
this way choose the “From URL” tab.
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Add an Image

From Computer FromURL Media Library
Add media file from URL

Insert an image from another web site
Image URL
Image Title

Alternate Text

Alt text for the image, e.q. “The Mona Lisa”
Image Caption
Alignment @ = None == Left =: Center =Right

Link Image To:
Mone Link to image
Enter a link URL or click above for presets.

To successfully add an image from URL.:

e Paste the image URL into the Image URL field. Wordpress will run an instant,
background check to verify it can access the image (indicated by a green tick).

e Complete the Image Settings.

e Finish by choosing “Insert into Post”.

Further information on inserting images into Posts and Pages is available here.

Using Images from URL

Wordpress can use externally-sourced images within Posts and Pages. The most
common ways to do this are covered below. Please only use images where you
have full permission to do so:

Embed a Facebook photo:

Right-click on the full-screen photo and choose “Copy image URL”. In Wordpress,
click Add an Image above the visual editor, choose From URL tab, and add the
image URL by pasting (Ctrl-V) in the link. Complete the details and finish by clicking
“Insert into Post”. You may need to adjust the dimensions to fit the width of the post
(500 pixels with a typical height of 333 pixels for landscape images)

Embed a Twitter Photo (URL):
Navigate to the photo on Twitter, right-click, and “Copy image URL”. Paste this into
the Image URL field, under the From URL tab on the Add an Image screen.

Embed a Flickr Photo (URL):

Right-click the image in Flickr, and select “View all sizes: Medium 500”. On the
following screen, right-click the image and select “Copy Image URL". Return to
Wordpress and then proceed to add an image From URL (see above), pasting the
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URL into the Image URL field. Once Wordpress verifies the URL, proceed to
complete the details, including title and caption.

Editing an Image

You can edit images to change the way they appear on your page.
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To edit an image, click on the image to reveal
the Edit Image and Delete Image buttons:

Uploadinzert = B 83 O Wisual

B I = EE « [Exa@@R v -o0B

F T This is an example page. It's different from a blog post s
(e @ because twall stay in one place and wall show up In yaur site
navigation (in most themes), Most people stant with an About
page that introduces them to potential site visitors. It might
say something like this:
L Hi there! Fm a bike messenger by day, aspinng aclor
by maht, and ihis is my blog.  ive in Los Angeles,
have a greal dog named Jack, and | like pifta coladas. (And gellin’ caught in
the rain.)
or something like this:
The XyZ Doolickey Company was founded in 1971, and has been
providing quaily doohickies fo the pubiic ever since. Localed in Golham a
Path: p » & » img algnlet size-thumbnail wp-image-33
Word count 153 Draft saved at 8:00:26 am. Last adited on Juna 15, 2011 at 5:37 am

The Delete Image button will delete the image from the page immediately.
The Edit Image button will open the following pop up dialog box:
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Alignment O = None @™ Left O ™ Center O = Right

Tide scenery

Alternate Text

Caprtion

Link URL http: //wp3-2.videousermanuals.com/wp-content/uploads/2011/06/sc

None Current Link Link to Image

click above for presets,

Use the Size slider to alter the size of the image on the page and edit the alignment
by choosing None, Left, Center or Right. You can also change the Title, Alternate
Text, Caption and Link URL of the image.

Image Settings:

File name: lowers o9

It is best practice to complete the image settings ' o
when uploading images to the Media Library for '

the first time. This ensures they are stored and

replicate each time an image is used.

Completing these is also necessary every time
you embed an image directly from a URL.

Several settings are only displayed when editing

a post (e.g. Link URL).

Title * fowers

Description

Link URL hitp:/wordpresser1 2345 Siles. wordpress.com201 1/11Mowers jpg

Alignment

Please ensure the following settings are
appropriately customised:

Title: The text seen when the mouse icon

hovers over the image.

Alternate text: Text displayed by a screen

reader, or if webpage images are disabled by browser settings.

Caption: Accompanying, descriptive text below an image. Always try to use for full-
width images, and for indicating copyright where necessary.
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Extra settings from within a post:

Link URL: It is preferable to disable the link URL from all photos. If you wish to link
to your external photo album on Facebook or Flickr, please do so in the main text via
inline links, or link to these resources in a sidebar widget. If you must link to a higher
quality version, or to allow the user to download a copy, doing so here is permissible.
Alignment/Size: You can generally customise these options to suit, but where
images are of a sufficient quality, we recommend full-width images between
paragraphs.

Optimisation:

Please attempt to optimise all images where possible. This will help also optimise
capacity when uploading to the media library. This will also make for a faster, leaner
experience for users, especially those on slower connections.

Opt for Jpegs/.JPGs, GIFs, and .PNG file formats.

Crop images if necessary.

Use dimensions reflecting the image type to avoid distortion or wasted quality.
Reuse generic imagery when necessary.

Useful Links

WordPress Codex

For further information on using WordPress, please consult the WordPress Codex,
an online manual for WordPress and a living repository for WordPress information
and documentation. Relevant links to this Codex are featured throughout this
guidance.

END
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