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Create and manage Photo Albums  
From Profile >> Your Website Functions >> Photo Albums 
 
IMPORTANT: If you feel your collection of photos are worthy of highlighting, please first send 
an email to Kobus Reyneke. We may want to publish it with a Feature article or a special album. 
 

1. Log in to your account at the upper right-hand corner of the 
website and go to Profile. 
 
 
 
 
 
 
 
 
 

2. Click on Photo Albums. 
 
 

 
 

3. The next dialog allows you  
to Add a new Album. 
 
 
 
 

4. Enter your Album name. We suggest you start the 
name with your last name if it’s a personal album, or 
the event name (East Coast Holiday 2019), so that all 
your albums – or event albums are grouped 
together in the Media Center > Albums page. 

5. Set availability, check visibility, add a quick link name 
and description. 

6. Click Save and an empty Album will be created. 
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7. Next add photos to your new album by clicking on 
the little pencil. 
 
 
 
 

8. Select photos from your computer, add tags, 
photographer name (make sure you own the photos or 
have permission), specify date taken, decide if 
downloadable, then Save.  

 
 
 
 
 
 
 

 
 

9. Albums are viewable here: 
 MEDIA CENTER >> PHOTO ALBUMS 
 

10. Click Show All to sort albums or Filter. 
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