Customizing Views in the Photo Library
First, upload your photo(s).

1. Click on Upload.
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2. Locate the picture you want to upload from your computer’s file location.
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The picture path will display in the Name field.

4. Click OK.

|| virginia Chapters > LESTER 5 GORDOM CHAFTER. 2 Welcome Lyn Collins =

LESTER S GORDON CHAPTER 2

Home = DAV Members Portal Home m

Virginia Chapters = LESTER 5 GORDCM CHAPTER 2 > Chapter Photo Library > Upload Document

Add Picture: Chapter Photo Library

Upload Document Mame:
Browse to the picture you intend to upload. |C:\Document5 and Sattings\MKCl‘\Myl Browse...
Upload Multiple Files. ..
Overwrite existing files

oK ] [ Cancel

The photo will display in a form for you to edit its properties:

¥ The document was uploaded successfully. Use this form to update the properties of the document.

[ 0K J [ Cancel

)( Delete Item * indicates a required field

Name * hou03 .ipa

Preview

5. Click OK to close this view.

Notice though that when you click on PHOTOS from your main website menu, the photos display in a
format that looks like this:

HOME
Department Photo Gallery
NEWS Name
| houslnes 545 X409
ABOUTUS [51 Add new picture
DFFICERS

You will likely want to change this view so that it shows a thumbnail of the picture instead.



To change the View to Display the Picture Thumbnails:
1. Click on the small black drop-down arrow to the right and click on Modify Shared Web Part.

Photos

Department of Arkansas

HOME
Department Photo Gallery :
NEWS Name Minimize
hout3 ! new 545X 409
ABOUT US & Add new picture m
)
OFFICERS /
SERVICES
EVENTS
PHOTOS |
The Photo web part will display in an editing page with an editing menu on the left for you to make
changes to its properties and views.
2. On the left, under Selected View, click on All Pictures.
] Department Photo Gallery x SteAcionse Thsste v [ | P
List Views 9@
You can edit the current view or select
another view.
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A warning message will display:

Windows Internet Explorer [zl

' Switching to a different view removes changes wou have made to this view, and may disable Web Part connections
[ that depend on columns in this wigw,

3. Click OK

4. All Pictures will now display under Selected View. Now click on the small hyperlink below that
called Edit the current view.

SI Dlﬂt_nﬁ}t Photo w ¥
List Views i ®

You can edit the current view or select
another view.

Selected View

All Pictures -

Edit the current view

Toolbar Type
ror! Summary Toolbar - f this page
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An Edit View page will display allowing you to select which columns you would like to display in your
view.

5. Uncheck items such as Picture size and File size, and check (select) items you want to display in
the view such as Thumbnail, Title and Description.
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Home | DAV Members Portal Home

Virginia Chapters > LESTER 5 GORDCOM CHAPTER 2 > Chapter Photo Library > Settings > Edit View

Edit View: Chapter Photo Library

To customize this view further, use a Web page editor compatible with Windows SharePoint Services,

= Columns
Select or dear the chedk box next to each column you want to show or  Display ~ Column Name Position from Left
::d;;nmﬂu;::.f'x:‘pegb?ﬁ order of the columns, select a number Priority
Thumbnail
F Selection Checkbox (select a picture)
Title
Type (icon linked to document)
Ssgﬁllge‘geigld (must be selected for picture library
Description
F File Size
Name (inked to display items)
F Ficture Size
Fl Check In Comment
[0  Checked OutTo
[0  ContentType
F Copy Source QJ

o Trusted sites F100% v
0 Y | |

6. Click OK once you have finished selecting desired columns.



Notice now that the view in your Photo Library now displays selected items: Thumbnail, Title and
Description:

HOME
Department Photo Gallery
Title

NEWS

ABOUT US

OFFICERS

SERVICES

[ Add new picture

EVENTS

You can add the Title and Description contents by clicking on the photo thumbnail and then click on Edit
Item. The picture will display in an editing mode so that you can type in the Title and Description.

[ oK ‘ [ Cancel

X Delete Item * indicates a required field

Name * hou03 -ipg

Preview

Title

Date Picture Taken

Description

Click OK when finished typing in your picture Title and Description.



Notice that the Title and Description contents you typed now display in your view:

Department Photo Gallery

Airshow Photo Veterans Enjoying the Airshow

[=] Add new picture

Putting Pictures in a Certain Order (Priority)

If you have several photos in your Photo Library and you want them to display in a certain order, you
can do this by adding a Priority column to your picture settings and then numbering them in the priority
you would like them to display. To do this:

1. From your Photos page, click on your Photo Gallery Title

HOME
epartment Photo Gallery
Title

NEWS

ABOUT US

OFFICERS

SERVICES

= Add new picture

EVENTS

PHOTOS

[T

2. Click Settings and then Create Column

‘ New = Upload = Actions = Settings =

Add a column to store additional
information about each item.

& Create Column

Create View
Create a view to select columns, filters,
and other display settings.

Q2

;. Picture Library Settings
§ Manage settings such as permissions,
columns, views, and policy.

[T Airshow Photo




The Create Column page displays.

3. Type a name for your column — in this case, “Priority” and select the radio button for Number.
(This will allow you to put the picutes in a numerical order.) You may also what to type a
description so you know what the column is used for — in this example, | typed in a description
that indicated the column would be used for putting the pictures in a certain order.

| Virginia Chapters > LESTER 5§ GORDOM CHAPTER 2 > Chapter Photo Library > Settings > Create Column

Create Column: Chapter Photo Library

Use this page to add a column to this picture library.

Name and Type Column name:

Type a name for this column, and select the type of information you want to stere in the column. Priority

The type of information in this column is:
O Single line of text
(O Multiple lines of text
(O Chaice {menu to choose from)
(® Number (1, 1.0, 100)
QO currency (5, ¥, ©
() Date and Time
(O Lookup (information already on this site)
(O Yes/Mo (check box)
() Person or Group
(O Hyperlink or Picture
(O calculated (calculation based on other columns)
(O validates text entries using an optional regular expression,
() Representatives Multiple Choice
Additional Column Settings Description:

Specify detailed options for the type of information you selected. Use this column to put pictures in a
certain order.

Regquire that this column contains information:

® Yes (O No

4. Click OK when finished.

Now that you have created this new Priority column, you can edit its properties to have the pictures
display in a certain order.

To edit the picture view so the pictures will display based on the new Priority Column:

1. From your Photos page click the small drop-down arrow on the right and select Modify Shared
Web Part.



Photos

Department of Arkansas
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Department Photo Gallery

NEWS Hame

houn3 ! new 545X 409

ABOUT US [# Add new picture

Minimize

w_} Modify Shared Web Part >
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2. Onthe menu on the right under Selected View, select All Pictures.
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List Views i@

You can edit the current view or select
another view.

Toolbar Type

Summary Toolbar - _
fer: f this page
PI— [*] Appearance

Layout

[+] Advanced

OK H Cancel H Apply ]
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You will be prompted with a warning message:

Windows Internet Explorer [zl

witching ko a different view removes changes vou have made ko this view, and ray disable Web Part connections
' Switching ko a different vi h h de ta this vi d disable \Web Part ki
. that depend on columns in this vigw,

3. Click OK.



4. Click on the hyperlink below All Pictures that says Edit the current view.

List Views J®

You can edit the current view or select
another view.

Selected View

<Current view -

Edit the current view

Toolbar Type

Summary Toolbar - .
Ver: f this page
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You are now in the Edit View for your Photo Library.

= Sort

Select up to two columns to determine the order in which
the items in the view are displayed. Learn about sorting
iterns.

F Preview

Priority 1
¥ Selection Checkbox (select a picture) ‘
Type (icon linked to document)

F Version E‘
F Web Preview

First sort by the column:

| Mame (for use in forms) ™)

Offr=

o [IH

Then sort by the column:

Show items in ascending order
(A/B,Cror1,2,3)

Show items in descending order
(C,B,A0r3,2,1)

| Mone v
] Show items in ascending order
® (A;B,C,or1,2,3) @
| | | | | | m| & Trusted sites | # 100% v

5. Under Sort, click on the drop-down arrow for “First sort the column by” and select Priority.

= Sort

Select up to two columns to determine the order in which
the items in the view are displayed. Learn about sorting
iterns.

Name (for use in forms)

Name (linked to display items)

Name (linked to document with edit menu)
Name (linked to document)

Ficture Height

Pict Width

[ ]

Fl Name (for use in forms)
F Mame (linked to display items)
Fl MName (linked to document with edit menu)
F Mame (linked to document)
[] |Nene y:

Checked Qut To —
|:| Content Type |

Copy Source —
[ |created e

Created By =
O Date Picture Taken ]

File Size )| 1
File Type (File extension) al

D B
O Modified = ‘
Modified By vl
0 v
O 2

Title
Type (icon linked to document) 1
Version

First so

£l

Mame (for use in forms)

AT | Show items in ascending order
® (4,8,Cor1,2,3)

o [

Then sort by the column:

Show items in descending order
(C,B,A0r3,2,1)

]

| None

° [l

Show items in ascending order
(A,B,C,or1,2,3)

| | | | | | m| J Trusted sites

C E o -

6. Check the radio button for ascending order to have the pictures display in order 1,2,3...
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In this example, | also selected the Priority column to display in my view:

Click Ok.

= Sort

Select up to two columns to determine the order in which
the items in the view are displayed. Learn about sorting
items.

Priority

F Selection Chedkbox (select a picture)
Type (icon linked to document)

F Version

F \Web Preview

First sort by the column:

Show items in ascending order
(A, B, C,orl, 2, 3)

& | Show items in descending order
(C,B, A,or3, 2, 1)

Then sort by the column:

|Nune

[1_| Show items in ascending order
® (A,B,C,or1, 2, 3)

~|

| |3| o Trusted sites

| H100%

HOME

DepartmentPhqto Gallery

NEWS

Priority '\ Thumbnall

ABOUT US

OFFICERS

SERVICES

EVENTS

PHOTOS

LINKS

5 Add new nicture

Title

Airshow Photo

Descripl

Veteran
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You can now click on a picture thumbnail, click on Edit Item and type a priority number in the Priority
field. In this example, | wanted this picture to display first, so | indicated its priority as 1.

Title |

Date Picture Taken | I iz [ 12 AM v” 00 v‘]

Description

1}

Used as alternative text for the picture.

Keywords

example: scenery, mountains, trees, nature

Priority * 1|

The pictures will now display in the numeric order you indicate in the Priority field.

HOME
Department Photo Gallery

NEWS Frionty ||SiEar Title

ABOUT US

OFFICERS

SERVICES

Airshow Photo

EVENTS

PHOTOS

LINKS
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(Note: You do not need to have the Priority column show in your view in order to do this — The Priority

column is set to display for the purpose of showing this example.)

Creating a new Picture Library for Officer Photos

You can add photos of your Officers on to your Officers web page by creating a new Picture Library and

then adding this library on to the page. To do this:

1. Click on Site Actions, then click on Create.

I," Department of Arkansas

TO THE MEN AND WOMEN WHO SERVED

Create

7

" Add a new lbrary, list, or web page to
) this website.

it Page
Add, Temove, O UpGate Web Parts on
this page.

Site Settings

Manage site settings on this site.

DAV Members Portal > Department of Arkansas
HOME
Contact Us bd
NEWS Announcements from Department of Arkansas * Mailing Address:
New Announcement! 7/11/2011 9:00 AM PO Box 1620
by Lyn Collins North Little Rock, AR 72215
ABOUT US Hello. For more information visit dav.org. Ph: 501-257-1896
Fax: 501-257-1897
Official Site 1/8/2008 9:22 AM
OFFICERS by Heather Colemire
Please visit our official website: www.ardav.org
SERVICES & Add new announcement
EVENTS A ements from DAV Headquarters
y Services Bulletin
PHOTOS To view the current Voluntary Services Bulletin please click here.
Nan Drafit Advicar

2. The Create page displays; click on Picture Library.

Virginia Chapters

i LESTER S GORDON CHAPTER 2

Home = DAV Members Portal Home

Virginia Chapters » LESTER 5§ GORDOM CHAPTER 2 > Create

Create

Picture Library

Create a picture library when you have pictures you want to share. Picture libraries
provide special features for managing and displaying pictures, such as thumbnails,
download options, and a slide show.

E-|

o Picture Library

B Project Tasks
8 Issue Tracking

@ Survey

Libraries Communications Tracking Custom Lists

8 Document Library B Announcements o Links o Custom List

o Form Library 8 Contacts o Calendar o Custom List in Datasheet
View

B Wiki Page Library 8 Discussion Board B Tasks Hew

o Import Spreadsheet

Welcome Lyn Collins =

Web Pages
o Basic Page
8 Weh Part Page

B Sites and Workspaces
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3. Type a name for your new Picture Library — in this case it will be Officer Photos.

|| virginia Chapters Welcome Lyn Collins = | |

LESTER S GORDON CHAPTER 2

Home = DAV Members Portal Home Site Actions ~

virginia Chapters > LESTER 5 GORDOM CHAPTER 2 > Create > New
New
Name and Description
Type & new name as you want it to appear in headings and links throughout the site. Type hEnE
descriptive text that will help site visitors use this picture library. Officer Photos
Description:
HNavigation
. o . y =
Spedfy whether a link to this picture library appears in the Quick Launch. . Display this picture ibrary on the Quick Launch?
O ves ® No

Picture Version History

Create a version each time you edit a file in this picture library?
Spedfy whether a version is created each time you edit a file in this picture library. Learn about
versions. Ores @

[ Create J [ Cancel J

| | Trusted sites [ 1T
@ v

4. Under Navigation, where it asks whether or not you want this to display on the Quick Launch,
click on No.

5. Click on Create.

The new Officer Photos photo library will display and you can now upload photos to this library by
clicking on Upload.

1 4 T BN 3 S s e

FULFILLING OUR PROMISES

TO THE MEN AND WOMEN WHO SERVED Officer Photos
HOME
NEWS New = Upload ~ | Actions » | Settings ~

Type Name Ficture Size

ABOUT US There are no pictures to show in this view. To add a new picture, dlick "Upload" above.
OFFICERS
SERVICES
EVENTS
PHOTOS
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HOME

NEWS

ABOUT US

OFFICERS

SERVICES

EVENTS

PHOTOS

LINKS

MNew ~ Upload = Actions *

Settings ~

Clguy

[ClKovac

Once you have uploaded your photos, you can add this Officer Photo picture library web part onto your
Officer Page. To do this:

1. Go to your Officers page. Click on Site Actions, and then click on Edit Page.

I'l‘ |

T0 THE MEN AND WOMEN WHO SERVED

Officers

C

Site Actions ®  Thig gite v

Al

/
=,

¢

Create
Add a new library, list, or web page to
this website.

Edit Page
Add, remove, or update Web Parts on

Site Settings
Manage site settings on this site.

D
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2. Click on Add a Web Part.

HOME Header
3, Add a web Part
NEWS
ABOUT US Left Column Body
3}, Add a web Part 3, Add a web Part
OFFICERS i
|| Department Officer Listing edit -~ x
FLORIDA Commander
SERVICES Guy L. Diffenbaugh
F— Adjutant
Albert H. Linden
EVENTS Treasurer
Albert H. Linden

The Add Web Parts to Body will display:

& | Add Web Parts -- Webpage Dialog -

LESTER 5 GORDON CHAPTER 2

_d)Add Web Parts to Body

& ,ﬁj Announcements

Use the Announcements list to post messages on the home page of your site.

= j Calendar

Use the Calendar list to keep informed of upcoming meetings, deadlines, and other important events.

|l3] chapter Photo Library
|l3] charfies memorial Service
|l3| penbeigh day parade

[&] vinks

Use the Links list for links to Web pages that your team members will find interesting or useful.

o o o O

|-d] News Documents

|lE3] officer Photos

o o O

$ 'I Upcomming Events
O [53] web_pPages

= All Web Parts

Miscellaneous

= |_;] ChapterinfoWebPart

< | m

»

m

Advanced Web Part gallery and options

| Add

J

Cancel

3. Click on the web part you created called Officer Photos and then click on Add.
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Your Officer Photos web part will now display on your Officers page:

Department of Florida

HOME

NEWS

ABOUT US

OFFICERS

SERVICES

Left Column

O}, Add a Web Part

Department Officer Listing edit ~ X
FLORIDA Commander

Guy L. Diffenbaugh

EVENTS

PHOTOS

LINKS

Albert H. Linden

Treasurer

Albert H. Linden

Senior Vice Commander
Bobby J. Parker

First Junior Vice Commander
Leroy Rickman

Legislative Chairman

Albert H. Linden

Service Officer

Membership Chairman

Jack L. Johnson

Officer Authorized to Receive
Mail

Albert H. Linden

Header

3, Add a web Part

Name

quy 384 x 408
guy

Kovac 120 x 150
linden 444 x 559

Note that you can change the views of this picture library to show just the thumbnail and title (see pages
3-6 in this document). You can also add the web parts in different places on the page depending on

which Add a Web Part location you choose.
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