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Step 1:

Find the organization you wish to manage from the left-side menu on your screen.
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Step 2:

Click your org's icon to open the management tab for your organization.
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Step 3:

Click the “Gallery” button in the management tab.
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Manage Gallery Home Page:

This is where all of your organization’s photo albums are displayed and managed.

[Gallery

To make a new photo

collection, click the

“Create Album” button.

6 General Ph-:ufcu' ; l"mt-:us.u-.-idc?s:' N o C||Ck the pO p-Out bOX neXt
riaadvchiod (A AR EMESt) to an existing album to go to

its public facing view.

Showing1-20f2

Clicking an existing album will open the
Individual Album’'s Management Page.

& Contact |

g Maroon Platoon

We are the Maroon Platoon, EKU's largest and most inclusive organization on
campus. We are an Athletic's S50 created by students for the students to
make OUR overall experience more engaging and exciting. Join us today and
have your veice be heard, earn rewards, and meet your fellow Colonel's from
all over our community.

Don't forget to follow us on Instagram @EKUMaroonFlatoon

This is the public facing
view of where your
organization’s photo

albums are displayed
and accessed.

Contact Information

E: marconplatoon@eku.edu

@

| ‘Gallery Imaga




Creating an Album - Album Details:
When creating a new album, this pop-up screen will appear asking you to enter its details.

Create Album

Add basic album details and click Create to add photos or videos. Album

details can be changed anytime.
Enter the desired name
Album Name
for the new photo album.

Album Description * Create a description of
what the new photo album’s
content will consist of.

Jp to 250 Characters
Jisibility

Public

CANCEL CREATE ALBUM




Creating an Album - Visibility Settings:

This section allows you to set the permissions for who can view your album.

Visibility ‘

Public

‘ Institution

Organization
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Visibility

Private ‘
|

Private -
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OMLY VISIBLE TO THE FOLLOWING POSITIONS..

POSITIONS THAT ALWAYS HAVE ACCESS...
Associate Director of Student Life & First-
Year Experience
Campus Advisor

Coordinator of Fraternity & Sorority Life

and Student Organziations

Selecting “Public” allows anyone to view the album.
This setting does not work properly, do not use.

The “Organization” function only allows members
on your organization’s roster to view the alboum.

Choosing “Private” opens a drop-down menu
that let's you choose which type of membersin
your organization's roster can view the album.

Click the “Create Album” button when you're
ready to begin adding content to it. This will
take you to its individual management page.

CAMCEL CREATE ALBUM



Creating an Album - Adding Content:

This is the management page and overview for an individual photo album.

Edit test Album

Album Details Photos (0)

7, S
A4\

Add Video
[Youtube Or Vimeo Accepted)

You can make changes to the
photo album’s details here too.

Finished? Click the “Save Album” button to
upload it to your organization’s Engage site.

Upload pictures to
your album here.

Upload links to your
videos on YouTube or
Vimeo.



Editing a Photo:

This is the preview screen for the photos in the album.

Photo (1)

»
Drop File or Click to Upload
(Max 10 files per upload)

Edit Photo

Screenshot 2024-09-16 144805.png

To edit or delete a
photo, click the 3
dots below it.

Change the name of the photoin
the "“Photo Description” section.

You can choose your favorite photo to set
as the public facing cover for the album.

% Maroon Platoon

We are the Marcon Plateon, ERU's largest and mes!
Campus. We are an Athletic's S50 created by Stude s Students b
make OUR av Eriefnice MoTe engaging al ay and
harve your vodce be heasd, eam rewards, and meet your fellow Colonel’s from
a1l Cver GUr COmMmUNIty.

Don't ferget to follow us on Instagram @EKUMarcanPlateon

Contact Information

: maroonplatooneku edu

@

organization on

Album Cowver

Setting a photo as the album cover will make that photo the face of the

album within the album gallery page.
‘ D SetasﬂlhumCouer'

Featured Photo

Featured photos will appear in the Gallery Preview area of an

Organization's Home page. They will appear in randomized order.

‘ ] SetasFeatu!edPhoto'

CANCEL

The “Featured Photo” function randomly
populates activated photos to display on
your organization’s public facing site.



Individual Album’s Management Page:

This is the overview and where you can manage an individual alboum in your organization’s gallery.

test

Album Details

Last Updated
Fri, Apr 25, 2025 8:17 AM ED

Created On

Fri, Apr 25, 2025 817 AM ED

Description
test

J | Vvideos (0

Visibilit r This album contains no videos. Please edit this album to add vipos.

Public

To delete the album, click

Preview the photos in the aloum here. To preview
the “Delete Aloum” button.

an enlarged photo, click the magnifying glass.
To edit the album, click
the “Edit Album” button.
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Have Questions? Need More Help?

Feel free to give us a call or send us an email!
(859) 622-3855 | studentlife@eku.edu
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