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Creating Photo Galleries Section 

Adding the Photo Galleries Section 

If you do not have a Photo Galleries section, please complete these steps: 

1. In Site Manager, select the About Us channel on the left. 
2. Select New Section. 
3. Type Photo Galleries as the Section Name. 
4. The menu name will match the section name. It is what appears in the navigation on the end- 

user website. 
5. Select Blank for the Section Configuration. 
6. On the Advanced tab, select the Display Modified Date check box. 
7. Select Save. 

If your Photo Galleries section is hidden, please complete these steps: 

1. In Site Manager, select the About Us channel on the left and locate the Photo Galleries section. 
2. To the right of the Photo Galleries section, select Options. 
3. In the Options dialog, go to the Advanced tab and uncheck the box beside Hide from Channel 

Navigation. 
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Adding a Photo Gallery Page 

1. In the Photo Galleries section you just created, select New Page. 
2. Enter the Page Name. This is the name of your photo gallery. It should cover one event/theme at 

a time. (Example: 2019 Toy Giveaway.) 
3. Select the Photo Gallery Default page type. It will have a Photo Gallery app at the top for 

uploading your photos and a Content app at the bottom for a description and instructions for 
viewing photo information. 

4. Select Save & Continue. The page will open for editing. 

Working With the Photo Gallery App 

1. Select the pencil icon that appears when you touch the Photo Gallery app with your mouse. 
2. Enter 490 for the Gallery Width. 
3. Select the Options button. Change the App name to match the name of this photo gallery page. 

Select Show the App name and Save. 
4. Select Upload Photos. Photos should already be optimized for the web. 
5. Browse for your photos. Consider using a dozen or so for any one event. 
6. Select Upload to upload the files. You will see a progress bar for each photo as it is being 

uploaded. 
7. Close the upload window when finished. 
8. Select a photo file name or the Edit button to add a unique Title and Caption for each photo. Do 

not leave the file name as the Title. Titles should be in Title Case. Captions should be written in 
sentence case. 

9. Select Sort to reorganize photos if needed. 
10. Select Publish when you are done and whenever you edit a photo gallery. Changes won’t appear 

on the page unless you publish the photo gallery. 

Working With the Content App 

1. Select the pencil icon that appears when you touch the app with your mouse. 
2. Select the Options button. Change the App name to match the name of this Photo Gallery page. 

(Example: 2018 First Day of School.) Select Save. Make sure you DO NOT Select Show the App 

name on the Content app for Photo Gallery pages. 

3. Enter the following for the Photo Gallery description. 
a. Heading in ALL CAPS, formatted as Heading 2. 
b. Instructions in italics to show the Title and Captions. 
c. Description in normal paragraph style that includes participants, date, purpose, etc. 
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Example of Photo Gallery Page 

 

Copying the Photo Gallery Page 

1. Click the Actions menu beside your most recent Photo Gallery page then click Copy.  

2. Rename the Page by clicking Page Options in the Actions menu beside the new page. 

3. Click the pate to open in the Page Editor. Rename the Photo Gallery app and the Content app. 

4. Click the app editor icon (gray or green pencil) to update the content for each app. 

Important! 

 Don’t show the app name in the Content app. 

 Preserve the Heading style (H2, and all caps) by typing in new information. Highlighting and 

deleting can affect the existing formatting. 

Related Resources 

 Editing Images in Pixlr.com (PDF) 

 Images for the Web Guide (PDF) 

 Photo Gallery App 

https://www.jackson.k12.ms.us/cms/lib/MS01910533/Centricity/Domain/3996/pixlr_working_images.pdf
https://www.jackson.k12.ms.us/cms/lib/MS01910533/Centricity/Domain/3996/images_for_web.pdf
https://help.blackboard.com/Web_Community_Manager/Teacher_Editor/App_Showroom/Photo_Gallery_App

