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Creating a Collage  
Step by Step (with screenshots) 

 

 
1. Enter the Event Gallery and locate the Section named COLLAGE, click on this 
image.  With Overview selected, all Sections are shown.  Individual images are 
located in each Section.  You can select Collage from the Sections dropdown list 
also. 
 
 

 
2. With the COLLAGE selected, click on this image to enter the ordering page. 

 Sections dropdown 
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3. This is the ordering page, scroll down below the image to see the ordering 
details. 
 
 
 
 
 

 
4. In the QTY box, enter the number of collages you want to order and scroll 
back to the top of the page. 
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5. At the top of the page just above the image, click on Back to Index 

 
 
 
 

 
6. This shows the collage is ordered (green dashed line surrounding image).  
Now you need to select the images to populate the collage.  Above and below 
the image is a box containing the different sections from the Gallery. 
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7. Select a Section to view the images in that particular Section. 
 
 
 
 
 
 

 
8. Locate the image(s) you want from the section and click on them one at a 
time. 
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9. You will be taken to the ordering page for the selected image, scroll down to 
see the options available. 
 
 
 
 

 
10. Here you can add the image to the collage and or get prints and 
enlargements of the image.  The software will keep track of how many images 
you have added to the collage automatically.  Scroll to the top of the page. 
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11.  At the top of the page just above the image, click on Back to Index 
 
 
 
 
 

 
12. If you hover the mouse of the ordered image, you will see ordering details for 
that particular image.  Clicking on the Show Cart button at any time will take you 
to the checkout page.   
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13. The software will tell you if how many images are still available to add to the 
collage. 
Click OK and you will be taken to the checkout page. 
 
 
 
 

 
14. Once at the checkout page, small thumbnails will be displayed with details on 
each image ordered and if it is part of the collage.  Click on the Continue 
Shopping button to add more images to the collage or get additional prints.  
Repeat steps 7 thru 10 until the collage is complet e. 
 
At the checkout page, scroll down to fill out the customer information and select a 
method of payment. 
 
I hope this helps take the mystery out of the process, Bill 
 


