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Make Images 
Web Ready

Everything you need to know to begin creating 
pages for your department in OMNI

Before you upload your images make sure  
they have been optimized for the web.



Image File 
Checklist

Everything you need to know to begin creating 
pages for your department in OMNI

Is It 72 dpi? 
Has It Been Cropped To Fit Where It’ll Be Placed? 
Has It Been Compressed?



Did You Take The 
Photos?
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Cropping The Image & Making It 72dpi 
These are easy changes that can be made in a photo 
editor such as Photoshop or Canva. 
Compressing The Image 
There are many ways to do that but simple way is to 
use TinyJpg.com as described on the next pages. 

http://TinyJpg.com


Everything you need to know to begin creating 
pages for your department in OMNI

TinyJpg.com

Click and drag your images into the drop area. 

http://TinyJpg.com
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Click “download” and tinyjpg.com will put the  
image files into the default download folder on 
your computer. 

http://TinyJpg.com
http://tinyjpg.com


Did A 
Photographer 
Take Your Photos?
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Simply ask the photographer to give you “web ready”  
copies of your photos. Make sure to specify that the 
file size should be under 400kbs (per photo).



Your Image Is 
Now Web Ready
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Uploading A 
Image
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How To Get Your Image From  
Your Computer Into OMNI
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Navigate To The 
Home Folder

Use The Search Bar To Search  
For The “images” Folder
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Click On Your 
Department’s 
Folder

If You’re Having Trouble Finding It,  
Use The Search Bar On The Right
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Click “Upload”
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Upload Your 
Image

You can drag files from desktop or 
you can click on the “Add” button
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Click “Start 
Upload”
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Your Image Is 
Uploaded!



Submit Image To 
Be Published
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Before your image can be seen on the 
website it needs to be submitted  
to be published. 
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Click On Your 
Uploaded Image
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Click On The 
“Submit” Button
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Make sure you add the page that the image will be  
placed on and the path to that image. You can 
find the path to the right of the “pages” link at the top  
left of the image screen.
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Click On The 
“Submit” Button
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Your Image Has 
Been Submitted!



Inserting An 
Image
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How To Get An Uploaded Image  
OnTo Your Page 
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Navigate To The 
Home Folder

Click on the “Home” Icon
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Navigate To Your 
Page

Once you find your page click on it to 
enter the page editor.
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Click “Main 
Content”
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Move Cursor To 
An Empty Line
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Click On The 
Image Icon
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Find Your Image
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Click on 
“ORU-2016”
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Find The Images 
Folder
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Find Your 
Department
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Select Your Image 
& Click “Insert”
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Your Image Has 
Been Selected
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Make Your Image 
Responsive

Click the “class” dropdown 
and choose “(custom)”. 

Then type in “img-responsive” 
into the field below it.
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This image shows the difference 
between a responsive image and 
an unresponsive image on a  
mobile device.

Notice the top gets cutoff? You  
can avoid this by using the  
“img-responsive” class.
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Add In The Image 
Description

The “description” will  
become the “alt text” for  
the image.
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Click “Ok” To 
Insert The Image
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Click The  
Save Icon
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Your Image Has 
Been Inserted!

*Your changes won’t be  
reflected on the live  
version of the page until 
it’s been submitted and  
then approved.



Guide Complete
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