
Step 2:  Upload Photos to your Portfolio 
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2a.  Ensure the photos you want to upload are already on your computer’s hard drive or on a 
thumb drive, and that you can access them while online in the Café application.   Photos should 
be in jpg format, at least 1200 pixels on the longest side and no larger than 5mb each.  Contact 
Margaret with questions margaret@TheBroochAndBangle.com.  
 
 
 
 

 
 
 
2b.  Click on My Portfolio 
 
2c.  I happen to have a photo in my portfolio already.  Click on Upload Media to add items to 
your portfolio. 
 

 

 

 
 
 

 
2d.  Click on Choose File and select one photo from your hard drive or thumb drive. 
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2e.  Your photo won’t appear until you complete the form.  Fill out the form for your art piece. 
 

 

 

 
 
2f.  Click on Add to my Portfolio.   
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2g.  The following page will automatically open for the photo you just uploaded.  Review the 
information.  If you need to make changes, click on Actions to see the various actions you can 
take including Modify and Delete. 
 

 
 

 
 
2h.  Continue to add photos as needed by going to Actions and clicking on Upload Media.  When 
finished adding photos, you are Done! 
 
Next, you will Apply to Calls in Step 3. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


