How to use “You Spotted” to
create public online photo galleries

1) Log on to http://spotted.tylerpaper.com:
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2) Ifitis your first time to use You Spotted, click on the “Register for Free” link.
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(If you have already established an account with Spotted, click “Sign in” instead. If
you already have an account, the screen may welcome you with your username. )

3) If you are new to Spotted and do not have an account, fill in the fields on the left
side of the screen under “Become a Member — Create Account” and “Tell Us
About Yourself.” When done, click the “Create Account” button.

(If you already have a Spotted account, enter your already established
username and password under the “Already a Member?” heading.)

Become a Member - Create Account Already a Member?

E. *er your username and password
here to login.

Username: Username:

Password: (case sensitive)

Login

Confirm Password:

E-Mail Address:

- Forget Your Password?
- Forget Your Username?

Note: A valid e-mail addre = required - Modify Your Account

Al=p, you must enable your browser to accept cookies to view our site.

Tell us about yourself
Our Anti-Spam Pledge
When you register at TylerPaper.com

. . we ask you for several personal items.
First Name: | Ve pladae to recpac yaur right i
privacy. We will not provide, sell or
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Last Name: | inormation - Including name or email

- to any third parties. We are

gathering this information so that we
Birthday: (use 4 digit year) m - may better understand how our site is
used so that we can make changes

Create Account Reset

and improvements.




4) After clicking the Create Account button, you will be prompted to check the e-
mail account which you used in setting up the account.

YouSpotied e

Registration Successful

Your Spotted Account has been successfully created.

Before we can give you permanent access to the site you must first
validate your email address.

An email has been sent to the email address yvou provided during your
zign-up with instructions on how to validate your address.

You will have full access to Spotted for 72 hours after which your
Spotted account will become inactive until you validate yvour email
Zudress.

Continue on to Spotted

5) This can be done immediately or anytime within the next 72 hours. Click the
yellow “Spotted” link to enter your new account and begin uploading photos for
display!

6) How to begin:

127t~ Mv Photos

Photos

Create a Collection. My Friends

My Profile

Iy Photoblog

My Inbox
You have 0 new messages.

Click here to see your inbox.
Frequently Asked Questions




7) Click the yellow “Create a Collection” link to go to this screen:

Yo E‘j ;-"‘v’[:""«,ﬁ‘ R My Stuff = My Photos

Photos

v Galleries

Iy Scrapbooks

New Collection My Friends

el My Profie
Name:
PR My Photoblog
My Inbox
You have 0 new messages.
Click here to see your inbox.

Enter a collection name, such as “club events” or “school events” or any other broad
category of which you plan to take photos. Also enter a brief description of the
collection so people viewing your photos on the Web will understand what they are.

8) Click the “create” button to go to this screen:

Yo E: I ﬁ:{_‘q'i My Stuff > My Photos > Club events

Stuff
P hOtos Photos

mmunity Galleries
Collection: Club events My Scrapbooks
My Friends

Collection Optio 15 | Create Gallery :\IV Profile

My Photoblog

Click “create gallery” to create your first gallery of photos. Typically, one gallery
represents one event, although you are free to organize it as you wish. You will be taken
to the next screen, where you will enter the name of the gallery, which — because it is
probably one event — may have a different name than the collection:



My Stuff
P hﬂtﬂs < _‘.i';' Photos

< Community Galleries

Collection: Club events My Scrapbooks
My Friends

My Profile
My Photoblog

Gallery

Gallery Name: ABC123 club outing

My Inbox
Location: ¥ou have 0 new messages.

Check the box if your gallery is 2 Before and After gallery. Click here to see your inbox.

What is Before And After?
Before And After
Category 1: Mone

Category 2: Mone

Category 3: Mone

You will also see drop-down menus to select a location and up to three categories. To
maximize the number of people who will see your photos when browsing by category
and by subject, please choose three different categories which apply to the gallery.
NOTE: PLEASE IGNORE THE BEFORE AND AFTER GALLERY SELECTION.

9) Click the “submit” button to go to this screen:

YOUE;F}C}ﬁQCj My Stuff > My Photos > Club events > ABC123 club outing
- -4

My Stuff
Photos < _‘.?_v Photos

< Community Galleries

ABC123 club outing ( My Scrapbooks

Categony: ‘.\"I:\r" Friends

My Profile
My Photoblog

No Photos Found

My Inbox
You have 0 new messages.
Click here to see your inbox.




And now you’re ready to upload! Click the “upload” link (circled above):

10) You may be taken to a screen that looks something like this:

arning - Security
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Publisher: Maorris Digital Works

MULTI-FILE UPLOADER From: http:/Ispotted.bylerpaper.com

Click "Add Filas" tc C o o ) [ ] Always krust content from this publisher .
drag-and-drop photos from your desktop or ope

H Cancel ]
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The “Spotted” computer software uses an application called “Java” which is used
frequently by many computer programs worldwide. It is completely safe for your
computer. To proceed, click the “run” button if the “Warning-Security” window opens
on your screen.

11) Clicking “Run” takes you to this screen:



Upload to ABC123 club outing (Club events)
pmmunity Galleries
MULTI-FILE UPLOADER My Scrapbooks

\dd Files" to find and select p our computer. 2000 You can also N xr = -
-and-drop photos from your desk or open folders.} :\I" Friends

My Profile

Glist | @ Details | & Tree | @ Add Files

= 7 My Photoblog

My Inbox

You have 0 new messages.

Click here to see your inbox.

Click “Add Files” to search your computer for photo files to upload to your gallery. (You
may need to click “Add Files” twice to activate it.) A screen that looks something like
this will open:
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D Humpback Whale.jpg
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Upload to ABC123 club

File Name: |

|
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Add files Cancel

Files of Type: |Image files




12) The “Add files” window that opens allows you to search your computer for photo
files to upload. Once you have found the correct folder or directory, highlight all
of the photos you want to upload.
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D Creek.jpg
You My Stuff D Desert Landscape.jpg
[} Dockipg
- D Forest Flowers.jpg
Upload to ABC123 club [ Forestipg
D Frangipani Flowers.jpg
MULTI-FILE UPLOADER D Garden.jpg
Click "Add Files" to find and select photos © D Green Sea Turtle.jpg

drag d-drop photos from your desktop o
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-
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Files of Type: |Image files

The “Java” application makes it possible to upload as many as hundreds of photos in

one step. (NOTE: IT IS NOT NECESSARY TO RESIZE PHOTOS BEFORE UPLOADING, BUT THE

FILES MUST BE IN THE .JPG FORMAT.) Once you have highlighted all of the photos to be
uploaded, click the “Add Files” button. You’ll be taken back to this page:
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13) Note that the names of all of the files you highlighted are now in the “Multi-File
Uploader” under the “List” tab. All you have to do now is click the “Upload Files”
button and you’ll see something like this:
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QOur non-java upload page is always available.

My Stuff

hotos
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My Scrapbooks
My Friends
My Profile

My Photoblog
My Inbox

You have 0 new messages.

Click here to see your inboox.

The “Spotted” program shows you the progress of the upload. When the upload is
done, you will see a screen like this:



v Galleries

ABC123 club outing ( ) 1y Scrapbooks

Category: Page: Iy Frie nds

v Profile

Select: All | None Other actions: -
Iy Photoblog

My Inbox

You have 0 new messages.

Click here to see your inbox.

It shows thumbnail images of all of the photos you’ve uploaded, and will indicate that
all of the photos are in “ADMIN_HOLD.” This means that they are on hold, waiting for a
TylerPaper.com/Spotted editor to review and approve them before setting them live. A
photo may be deleted by an editor for one of several reasons, including:

1) Out of focus

2) Poor lighting

3) Poorly framed

4) Sideways or upside down

5) Inappropriate content for a family Web site

However, while you are waiting for your photos to be approved and set live for all of
East Texas to see, you can change the order in which they appear by clicking the
“Reorder” link. Other options are available by clicking the “Options” link.



(NOTE: THUMBNAIL IMAGES ARE OFTEN CROPPED TIGHTER THAN THEY WILL ACTUALLY
APPEAR. DO NOT BE ALARMED IF PORTIONS OF A PHOTO APPEAR TO BE CUT OFF IN THIS
VIEW.)

So now your group, club, family, team, school, friends, congregation,
pets — anything you can think of — has been SPOTTED!

Questions? Visit the “Spotted” Frequently Asked Questions page at
http://spotted.tylerpaper.com/pages/help.php for assistance. Or, call the
TylerPaper.com Spotted administrator’s desk at 903-596-6290.
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