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HOW TO ADD PICTURES TO YOUR QUIA PAGE

1. Find your picture file (from the web or elsewhere) and save it to your F: Drive.

Then you must upload your picture file to the Quia server:

1. Sign in to Quia.

2. Click on “Files” in the “Instructor Zone”

3. Click “Upload” in the bottom left corner of the page.

4. Locate your first file by clicking the first “Browse” button and finding your file: [image: image1.png]=101 ]
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5. Make sure to name your file with NO SPACES!

6. Click OK to upload your file.

7. Now you must embed your picture file in your Quia Page.

8. Follow the instructions in “How to use FrontPage” to import your HTML to FrontPage.

9. On the normal tab, place your cursor where you would like your picture to be placed.

10. Go to Insert – Picture – From File

11. Click “Cancel” to return to the picture screen (otherwise you will browse to a file that is not uploaded.)

12. Fill out the URL form as seen below, customizing as you need.
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14. Copy and paste your new HTML back into Quia and you are set!
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