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Login to your website
Login to your website admin: https://ns-bmenetwork.org/wp-admin/



Navigate to the Media Library
In the Media Library you can manage images, audio, video and documents. Select ‘Media’ from the 
menu and click on library.



The Media Library Search
The ‘Library’ displays all the items you have uploaded in chronological order. Use the filters to view the 
different types of media items.



Add Files to the Media Library
Go to https://unsplash.com/ and download an image to your computer.  
Select ‘Media’ from the menu and click ‘Add New’ to upload the file from your computer. Drag and drop the 
file to upload or click ‘Select Files’ and upload.

https://unsplash.com/


Editing an Image 1/4
Once your image has been uploaded. Click the ‘Edit’ button to edit the image.



Editing an Image 2/4
On the right hand side of the screen below, you can see the image properties. ‘File type’ and ‘File size’. It is 
important that you use the right dimensions for your images and small file sizes. Click ‘Edit image’.



Editing an Image 3/4
In edit mode, you can manipulate your image according to your needs. However, it is important that you crop or scale your 
image to keep the file size down. Type in new dimensions of 1000 pixels wide and click ‘Scale’. Then click the ‘Update’ 
button. Notice the file new file size of your image.



Editing an Image 4/4
Make sure you always add an ‘Alternative Text’ to your image. This is to help people who use assistive 
technologies to navigate your site. Add a caption if you wish, then click the ‘Update’ button.



Deleting an Image 
Go back to the Media Library and if you no longer need an image, click ‘Delete 
permanently’. Only delete images that are not being used on the website.



Adding an Image to your Post.
Once your image is in the Media Library, you can add it to your post by adding an ‘Image block’ . This 
time click ‘Select Image’ and select ‘Media Library’ from the menu, then find your image and select it.



Image optimisation
If you wish to edit your images before uploading them, you can use an image editor like GIMP, or an online editing 
tool like https://ezgif.com/  (as in the image below). You can also reduce file sizes with https://imageoptim.com/

https://ezgif.com/


Creating a Gallery 1/8
Go to https://unsplash.com/ and download four to six images.. Then Upload them to the Media Library.

https://unsplash.com/


Creating a Gallery 2/8
Click on one of the images to see its details. Notice the image file size and its dimensions. Add and Alternative Text and click ‘Edit Image’.



Creating a Gallery 3/8
Change the dimensions of your image and click ‘Scale’ - the file saves automatically. Go and edit all the images you 
downloaded and repeat the same steps for all of them. 



Creating a Gallery 4/8
Go to Posts and add a New Post. Give your Posts a title and add a ‘Gallery’ block.



Creating a Gallery 5/8
Click on ‘Select Images’, then select ‘Media Library’.



Creating a Gallery 6/8
Click on all the images you want to include in your gallery. Select ‘Create new Gallery’. 



Creating a Gallery 7/8
Finally, click ‘Insert Gallery’. At this point you can remove any images by clicking 
the ‘x’ symbol. 



Creating a Gallery 8/8
Preview your Post. Select the Gallery block properties and change the number of columns. 
Preview your Gallery every time that you make a change. 



Transform a Gallery to a ‘Slideshow’.
Click on the first item of the Gallery Toolbox menu and select ‘Slideshow’ to 
transform it from a Gallery block to a Slideshow. Preview your slideshow.



Adding PDF’s to your Media Library
Go back to the Dashboard and add a new item to the Media Library. This time, 
select a PDF document. Please note the ‘Maximum upload file size’. 



Adding a Link to your PDF file 1/2
Go to the Media Library and click on the PDF file you have just uploaded. Click 
‘Copy URL to Clipboard’. 



Adding a Link to your PDF file 2/2
Go back to the Dashboard and add a New Page. Give it a Title and add a Paragraph block. Select the text you want as a link, 
then click the ‘chain’ symbol to add a link. Paste the link into the box and click the return arrow. Preview your page and test 
the link.
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