
How to Upload and Insert Images 

GTP iCommerce instructions on how 
to upload and insert images through 

the CMS system 



Login to the CMS  



Go to the List of Web Pages 



Choose a Page to Edit 



This will open up a new window 



Select the content tab 



Click on the Web Page where you want 
to insert the image 



Click on the Insert Image Button in the 
Top Tool Bar 



Select a file to upload in or upload to  
the general image gallery 



Click the Upload button 



Choose one or more images to Upload  

Tip: Click here to learn how to 
resize and crop your images 
ready for your web site 

http://gtpsupport.gtp-icommerce.com.au/viewArticle/How+to+Crop+and+Resize+a+Image
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http://gtpsupport.gtp-icommerce.com.au/viewArticle/How+to+Crop+and+Resize+a+Image


Click the Upload button Once you have 
selected one or more images 



You should see the images show up in 
the location you selected 



Quick Hint: to quickly re-find an image you can 

use the filter or the history button the left  



Once you have inserted the image it will 
show up on the CMS Web page display 



Using the Align buttons you can change where 
your picture will sit on the page 



Right click on the Image 



Add a Title and Image Description 



Go to the appearance tab 



Editing Options 



If you didn’t add a title or image description this message will 
show, you can just click Ok and add one in later 



Update the Page 



Check the changes on the Web Site 



Video Links on How to Upload Images 

Rich Text Editor Basics – Images  (Videos)  
 
• Uploading your images  
   – http://www.webdesign4perth.com.au/videos/iNews-HowToUploadImages.htm   
 
• Images Video 1 - Inserting an Image to the right of text  
   – http://www.webdesign4perth.com.au/videos/iNews-Images-InsertingIntoPage1.htm   
 
• Images Video 2 - Inserting an Image at the top of a page  
   – http://www.webdesign4perth.com.au/videos/iNews-InsertingImagesAtTheTopOfAPage.htm   
 
• Cropping and Resizing Images Online  
   – http://www.webdesign4perth.com.au/videos/iNews-CroppingAndResizingYourImagesOnline.htm   
 
• How to delete an image file off the server:  
   – http://www.webdesign4perth.com.au/videos/Images-HowToDeleteFilesOffTheServer.htm   
  
• Keyword Optimising Your Images for Search Engines  
  – http://www.webdesign4perth.com.au/videos/iNews-KeywordOptimisingYourImages.htm   
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End of Presentation 

• GTP iCommerce Support 

• Email support@gtp.com.au 

• http://gtpsupport.gtp-icommerce.com.au  

• Ph: 1300 853 533 

 

• www.gtp-icommerce.com 

• www.gtphub.com 
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