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	1. Each site is built with one picture widget already on the screen.  To add a picture to this box, double click it
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	2. A new window will open with three selections; upload new image, browse the file manager, or find professional pictures.  Choose upload new image
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	3. Navigate to where the image is stored.  You can upload any image that has a .jpg or .gif extension.  Select the image to upload and choose “open”
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	4. Your image has been uploaded
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	5. The picture box widget can be found in the basic widget menu next to the text box widget.  Add a new picture box to the screen the same way as a text box (click and drag)
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	6. Adding a new picture box will automatically open the image upload box
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	7. Again, navigate to where your images are stored and choose an image to upload.  To resize your image use the red square in the picture box (click, hold, and drag)
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	8. Your image has now been resized
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	9. To open the file manager, open the site menu found at the top of the screen and choose file manager
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	10. The file manager is where your images and documents will be stored after uploading them.  If an image or file is in the file manager you can use it any time without having to upload it again.  To upload multiple images for later use click upload files at the top of the window
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	11. Navigate to your image file and select multiple pictures by clicking one holding down control and clicking any other file to upload.  Then click open
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	12. When your files have been uploaded click finished
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	13. You now have four images in your file manager and can use the “browse images” option in the picture box dialog menu to use these images.

Proceed to module 7
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