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Write a good “Title” for 

the image, this will not 

show in the site, but it’s 

helpful for searching 

the media library later. 

Add “Alternative Text”, 

which is the text that 

will show if the image is 

broken. This text is also 

important for search 

engines.

You can control the 

images dimensions and 

alignment, before you 

insert it into the page/

post or you can always 

edit it later.

Uploading Media
You can add photos (GIF, JPG, PNG), PDFs and other media into the media library or by using the add image button 
on the edit page. When you upload an image there are pieces of information that important to add. You can search the 
media library and use images that already exist there and you can visit the Media Library to copy the URL of images 
for use in Short Codes or in other cases when you need the URL. The best way to make sure a URL is accurate is to 
simply paste it into a browser and make sure the correct image is displayed.


