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Job Postings Images Library – User Guide

The implementation of the new Rich Text Editor on job postings in January 2016 included changes to the job posting Image Library. The Image Library no longer has a folder structure and Insight users are now able to rename and delete images.
[bookmark: _GoBack]
Add a New Image to the Image Library
Once an image has been added to the Image Library, you are able to select it to appear on your job postings. 
1. Save the image on your computer as a .jpg, .bmp.,.png, or .gif file extenstion. Use the naming convention of your agency acronym in the front of the image file name. This will enable the use of the Search feature within the Image Library for you to quickly locate the image. 
Example: DES_Orange_Banner.jpg
2. In the text field of the job posting, click on the Image icon. [image: ]
3. In the Image Properties window, click on Browse File Manager.
4. This will take you to the Images Library. You should first search the Images Library to see if the image already is available.
5. In your image is not already available in the Image Library, click on Upload from the options at the top of the window.
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6. Click on Add Files.
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7. Navigate to the image file on your computer. Double click on it to select it. 
8. The image will load into the Image Library and will be available to use on job postings.
9. If the new image file has the same name as another image already in the Image Library, you will receive a message stating that the new image files name was changed – a number will be added to the end of the file name.
Here is an example of an image with the same file name as an image that is already within the Image Library. The system automatically renamed the new image by adding “(1)”:
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Select an Image from the Image Library

1. From the job posting text field, click on the Image Library icon. [image: ]
2. In the Image Properties window, click on Browser File Manager.
3. You will be taken to the Image Library. Currently, there are over a thousand images within the state’s Image Library. It may take several seconds for the library to load.
4. The Image Library will open in either Thumbnails or List view. Thumbnails will give you a preview of the image.
5. Locate your image by scrolling through the Image Library or you can use the Search option to quickly locate your images. Note: Adding your agency acronym to the beginning of your image file name will enable the benefits of the search feature.
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	Here is an example of search results based on the search of “des”:
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6. Once you have located your image, double click on it.
7. A preview of the image will appear in the Image Properties window.
8. If you need to resize the image, use the Width and Height options.
9. Click on OK in the Image Properties window.

Rename an Image in the Image Library

You can rename an image within the Image Library. Only rename your agency images.
1. Navigate to the Image Library.
2. Locate the image.
3. Right click on the image.
4. Click on Rename from the options that appear.
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5. Type in a new file name. Do not remove the file extenstion (e.g., “.jpg”, “.bmp”, etc). If you remove the file extention the image will no longer be usable.
In this example, the file name is CORRECT – includes the agency acronym and the file extention:
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In this example, the file name is INCORRECT – the file extention has been removed:
	[image: ]

6. Click on OK. The file name has now been edited and the file will move into alphabetical order within the Image Library.

Delete an Image in the Image Library

When an image is no longer needed or was accidently added to the Image Library, the image should be deleted. Only delete your agency images.

1. Navigate to the Image Library.
2. Locate the image.
3. Right click on the image.
4. Click on Delete from the options that appear.
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5. A deletion confirmation will appear. Click on Ok.
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6. The image will be removed from the Image Library.


Image Library Settings

When in the Image Library, you are able to select your view settings. Options include:
· View – Thumbnail or List
· Display – File Name, Date, and/or File Size
· Sorting – by File Name, by Date, by Size, or by Extention

 
Need help not included in this document? Click on the Help in the Image Library to view the CKFinder User’s Guide which was created by the company providing the Image Library.
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