Changing the Background Image on the Connect Public Engagement Toolkit Page
https://inside.ncdot.gov/stage/connect/projects/toolkit/Pages/default.aspx








First the Image must be sized to approximately 1300 X 700
The Image has to be uploaded to the Toolkit: Images Library
https://inside.ncdot.gov/stage/connect/projects/toolkit/PublishingImages/Forms/Thumbnails.aspx?InitialTabId=Ribbon%2EDocument&VisibilityContext=WSSTabPersistence# 
To get to this from Toolkit on the Connect Staging server: https://inside.ncdot.gov/stage/connect/projects/toolkit/Pages/default.aspx 
Click on:
· Site Actions
· View All Site Content
· Images (in the Document Libraries section)

This will display all the images that have been uploaded to the Images Library
To upload additional images:
· Click on “Add New Item”
· Browse to locate the document on your hard drive.

Once the document has been selected it will appear in the Upload Document dialog box


Click OK to Save



Enter Image Properties:
· Content Type: Image
· Enter a Title
· Click on Save


The image will appear in the Images Library.

Hover the mouse over the Image in the list and a dialog box will appear with file properties.

Click to View Item






Copy the URL: (In this example: https://inside.ncdot.gov/stage/connect/projects/toolkit/PublishingImages/Less%20Stress%20Sized.png)










Go back to the Public Engagement Toolkit page. https://inside.ncdot.gov/stage/connect/projects/toolkit/Pages/default.aspx 

Edit the Toolkit Page home page:
· Page
· Edit













Delete the Billboard URL





Paste the new image’s URL into Billboard URL field



Save the changes:
1. Page
2. Save & Close







The background is changed








For all users to see the change, the page must be published by clicking on:

· Publish Tab
· Publish




A dialog box will appear.  You can enter comments about the changes that have been made to the page.
· Comments: Optional (Changes made to the page)
· Click: Continue

[bookmark: _GoBack]

Now all users will see the new background image.
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