To drag and drop an image in the system

Click on the picture and drag it into GN4.

Release the image once GN4 has opened.

The upload First dialogue box will appear. Choose Images / BD / Main Body / Images

4 uploadFirst — O X
Select the destination folder

Folder: | /Images/BD/Main Body/Images  ~

ot

Hit Next.

Once you have done this, the next dialogue will require you to fill in the metadata.

4 uploadFirst - O X
Upload - Files information

If Title, Authors, Event date or Summary are left blank, these fields will be automatically filled with metadata read from the
uploaded file(s), when present.

Mame: Test picture
Authors:  Photographer's Name

Event date: 2019/05/29 20:21 § @

Summary: Test picture for illustrative purposes.

Keywords: [

Test; Picture; Training

[fe¥ | [

Keywaords must be separated by commas

Source: User Upload v

et

After clicking on Next, you will move to the crop dialogue box.



Ensure you choose the correct Destination — BD_Newspaper_FC.
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Image size: w: 568926 h: 379016
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BD_MNewspaper FC ~

Preset: <Mones w
Crop v
Cophesh
Scale (%) 100,0

Scale Area: Il

Scale Limit (%) from 5 to 100
Resolution (DPI): h: 180 v: 180

Tods: Y

Notes:

Resize the image by scaling the area. Hit Finish.

Your image will appear in the Ed Images tab.



