[bookmark: _GoBack]Adding an Image/Picture to Your e-folio MN
Get a picture/image and save as .jpg file to your computer’s Pictures file
Go to e-folio MN page (the one where you are the “Owner”); see the single-page instructions I gave you; it’s the second URL on the page
Under “NEW CONTENT” on the left side of page
	“UPLOAD”—click on it
		“IMAGE”—click on it
			“Upload Image” go over to “Browse” section and browse the Picture file
				Click on the picture/logo you wish to use
					At bottom of Picture sheet, click on OPEN
						Indicate this is “Public image”—check it
							Title:  Name this image/picture/logo
							Rollover text:  for ADA accommodation:
Name the image so visually impaired k now there is a picture/image
FULL TEXT section:  describe image; use the word processing tools to adjust size, font, color, etc.
Click on SAVE
This image/picture/logo will now be in your “MY CONTENT” area
When you are ready to use it, indicate which Section—right hand side of page—where you want to include it; just click on the name of the Section
	“Build”—click on it; this will give you the working portion of the page
		Click on “MY CONTENT” (gets you to all your saved work)
			“Image”—click on it
				Find the image you want to use (picture, image, logo)
Drag and drop it into the center of the sheet, the “working page,” into one of the 3 sections or columns.
	Click “PREVIEW” to check/proofread it
You’re done!
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