OMAHAARTISTSINC.COM

YO U R GA L L E RY PAG E
INSTRUCTIONS

Before You Begin..........................................................................................2
Access Your Gallery Page .............................................................................2
Add/Edit Your Artist’s Introduction ..............................................................3
Add/Edit Your Profile Photo ......................................................................... 4
Add Images to Your Gallery ........................................................................8
Upload Images ..................................................................................................... 8
Add Image Descriptions ........................................................................................ 9
Publish Your Gallery Page ......................................................................... 10
Manage/Edit Gallery images ......................................................................11
Edit Image Description .........................................................................................11
Change Image Order ..........................................................................................11
Delete Image ......................................................................................................12
Replace Image ....................................................................................................12

1

B E F O R E YO U B E G I N
• First, have you put in a request for a gallery page?
If not, go to http://omahaartistsinc.com/members/personal-gallery-guide and click on the red Request
Your Gallery Page button.
• Create a folder on your Desktop or a location on your computer that you can easily browse to. Save all
the files you will need in this folder.
• Use a text editor program such as Notepad (Windows), TextEdit (Mac) or Microsoft Word to write up an
introduction. This can be as casual or formal as you like.
• Create another text file with your gallery image titles and descriptions. The artwork title and medium
used is the only information required.
• Find a digital photo of yourself to put on your page. If you don’t have one, grab a friend with a smart
phone to take your photo and have them email to you. Selfies are a fine option as well! Save the largest
version of the image to the folder. The page formatting will size the image appropriately so don’t worry
that your face will take up the whole page! Using a large image ensures your photo will be nice and
sharp.

AC C E S S YO U R GA L L E RY PAG E
1. Once you get an email saying your gallery page is ready, go to OmahaArtistsInc.com
2. Use the red boxed link labeled LOG IN in the top nav bar (located below the logo).
3. Enter your user name and password. If you do not remember your information or are having trouble
logging in, use one or both of the links at the bottom of the page for help – Forgot your password? and
Forgot your username?
4. Once you are logged in, click on Galleries in the top nav bar.
5. Under Galleries Menu on the right side of the page, click on Manage Gallery. If you do not see this
link you are:
• not logged in or
• your gallery page has not been set up yet.
You will receive an email letting you know when your gallery page is ready. If you have already been
notified that it is ready, send an email to susanstevens@omahaartistsinc.com

Your gallery page will not show up on the Artists Gallery page until you
publish it. See page 10 for instructions.
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A D D / E D I T YO U R A R T I S T ’ S I N T RO D U C T I O N
1. On the Manage Gallery page, your name will be where it says “Your Name” in the image below. Click
on your name to open the page to add your photo and introduction.

2. Scroll down to the Description editor box. Leave Menu Description blank.
3. Switch to the folder that contains all of your files and open your artist’s introduction text file. Copy
the text.
4. Switch back to the Description editor box for your gallery page. Click inside the box to set the
insertion point and paste the copied text.
5. To remove any text formatting that may have carried over from your text editor, select the text you
just pasted and click on the Eraser icon. This will not delete your text! Don’t worry if you do not see
a noticeable change. If you had bolded or italicized text, you many need to apply the styling again by
using the editor window tools (see buttons under the eraser icon).

6. If you are not adding a photo of yourself, you can click on the Save & Close button at the top of the
page and move on to adding your gallery images.
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A D D / E D I T YO U R P RO F I L E P H O T O
1. Add a Return space at the beginning of the Description text to add an empty line. Click to place your
insertion point inside the empty line.
2. Click on the Insert/Edit Image icon to launch the Image Manager.

3. At the bottom of the Image Manager window, under the Folders column on the left, click on the photos
folder to expand the folder’s list. Click on the profiles folder in the expanded list.
4. Click on the Upload icon just above the Details column to open the Upload window.

4

5. Click on the Browse button and navigate to the folder on your computer that has your photo file.
Select your photo file and click on the Choose button 1 .
6. The photo file name will appear in the Upload window. Click on the Upload button.

7. The photo file name will be highlighted in the middle Name column in the Image Manager window. Look
at the preview image in the Details column to confirm it is the image you want to use.

1 If you can see the Upload window and your computer folder on your monitor at the same time, you can click and drag image files

from the folder on to the Upload window to add them instead of using the Browse button.
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8. If the image preview shows the image you want, then click on the highlighted image file name. This
will fill in the URL information in the box at the top of the window.
If it is not the image you want, go back to Step 4 and follow the steps for uploading. It’s not necessary
to remove the incorrect image.
9. Click on the Insert button. If you get the message A URL is required, click on the OK button and click on
the image file name in the Name column. This will fill in the URL box.
10. Your photo will be placed on the empty line above your Description text*. Check that the text is
showing below your photo. If it is showing next to the photo, click in between the photo and the text to
place the insertion point and hit the Return key.
* Depending on the size of the photo you are using, it may appear very large inside the Description editor box. The next step will resize the image
appropriately.

11. If the insertion point is not already blinking to the right of the photo, click to the right or left of the
photo to place the insertion point.
12. Click on Styles in the editor menu to see the drop down menu and click on Gallery: Artist’s Profile
Photo (see image on next page).
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13. After using the Style menu, if your photo and text are not formatted similar to the image below, click
on the Undo icon (see second image below) and return to Step 10 above.

14. Scroll to the top of the page and click the Save & Close button.
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A D D I M AG E S T O YO U R GA L L E RY
UPLOAD IMAGES
1. All the image files you want to add to your gallery should be in one folder on your Desktop or a place
you can easily browse to.
2. If not already logged in, use the Log In link in the top nav bar under the logo.
3. Click on Galleries in the top nav bar under the logo.
4. Under Galleries Menu on the right side of the page, click on Manage Gallery.
5. To the right of your name, click on the Manage Images to launch the Image Manager.

6. Click on the Add Files button to browse to the folder that contains your gallery images. Select the files
and click on the Choose button (see footnote on page 5 for alternative method).

7. Your files will be listed in the window. If you see files you do not want to upload, click on the red circle
on the right side on the same line as the image you want to delete. If you are missing a file, click on Add
Files to add it.
8. Click on the Start Upload button. You will see a progress bar as each image is uploaded. The window
will clear and you will see a table of your images.
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ADD IMAGE DESCRIPTIONS

1. Click on Edit in the Description table column.
2. In the Description editor box, add the information for the image, starting with the title. The title and
medium used are required but the rest is up to you.

3. Click inside the title to place the insertion point and click on Styles in the editor menu to see the drop
down menu. Click on Gallery: Title to format the title.
4. Select the remaining text and choose Gallery: Description from the Styles drop down menu.
5. Click on the Save And Next button to save the description and move to the next image. Note: after
uploading images the first time, Save And Next will take you back to the table of images after all the
descriptions have been added. You can use Save & Close to go to the table of images at any time.
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P U B L I S H YO U R GA L L E RY PAG E
Your gallery page will not appear on the Artists Gallery page until you publish it. To do this, go back to the
main Manage Gallery page. You can publish the page one of three ways:
• Click on the red circled X under Published (see image below) OR

• Click on the box to the left of your name and then click on the Publish button OR

• Click on your name to go into the gallery description (artist’s introduction) page and set the Status to
Published.
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MANAGE/EDIT GALLERY IMAGES
1. If not logged in, use the red box labeled LOG IN in the top nav bar (located below the logo).
2. Once you are logged in, click on Galleries in the top nav bar.
3. Under Galleries Menu on the right side of the page, click on Manage Gallery.
4. Click on Manage Images to the right of your name to launch the Image Manager.

EDIT IMAGE DESCRIPTION
1. Click on the Edit link at the end of the image description. It is easy to miss!
2. When you are finished editing the description, click on on the Save & Close button to save your edits.
See page 9 for Add Image Description for more information.

C HANGE IMAGE ORDER
1. Use the small small arrows on the right side of the table row that contains the image you want to
change the order of where it appears in your gallery. OR
2. You can change the order of your images by changing the numbers in the boxes under the Ordering
column. Click on the small, faded icon just to the right of the Ordering column title to save the order. This can
be a bit finicky!
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DELETE IMAGE
1. Click on the box to the left of the image you want to delete to put a check mark in it.
2. Click on the Delete button at the top of the table.

REPL ACE IMAGE
There isn’t a way to just replace an image. You will need to add the replacement image as a new gallery
image and delete the old one.
1. Use a different file name for the replacement image. You will continue seeing the old image even if
you upload a different image with the same name.
2. To save some effort, open the existing image description, copy the text and close it.
3. Add the updated gallery image as a new image. See Add Images to Your Gallery on page 8.
4. Edit the description for the new image and paste in the copied description from the original gallery
image description. See Edit Image Description on page 10.
5. Delete the old gallery image. See Delete Image above.
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