
Managing Gallery Lists / 1 
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The following exercise will step through the process of adding and changing the contents for a gallery. 

Upon completion of these steps you will have performed the following: 

 Accessed the site contents and located the gallery list 

 Added a new item to the gallery list 

 Edited an item in the gallery list 

Access the site contents and locate the gallery list 
1. From your site, click the SharePoint cogwheel and select Site Contents. 

 

2. In the Site Contents, click on your gallery list 
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Add an new item to the Gallery list 

1. Click on new item 

 

2. Fill in the screen that appears as follows. Note that the fields to fill in are different depending on 

whether you are adding an image or a video: 

For an image 

 Title – Title for the item 

 Page Image – Select an image from SharePoint    

 Categories – Select one or more Categories (Categories appear if you have asked the 

developer to create categories) 

 Active – Check the Active box if you want the item to appear on the Gallery page 

(unchecked items will be in the list but will not appear on the gallery page).  

 Weight – Add a number to the item to make it appear “higher” or “lower” in the Gallery 

page. Tip: For a new list, start the first item at 5; then you can add a lower or higher weight 

to subsequent items. 

For a video 
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 Title – Title for the item 

 URL path – Copy the url path of the video from the site on which the video is hosted.  

On YouTube, the url path appears as a highlighted blue field under Share > Share.  

 

 Video URL – Copy the embed code from the site on which the video is hosted.  

On YouTube, the embed code appears as a highlighted blue field under Share > Embed. 

 

 Categories – Select one or more Categories (Categories appear if you have asked the 

developer to create categories) 

 Active – Check the Active box if you want the item to appear on the Gallery page 

(unchecked items will be in the list but will not appear on the gallery page).  

 Weight – Add a number to the item to make it appear “higher” or “lower” in the Gallery 

page. Tip: For a new list, start the first item at 5; then you can add a lower or higher weight 

to subsequent items. 

3. Save the Gallery item 
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4. It takes a few minutes for your addition to appear on your page (allow for up to 15 minutes), 

refresh your page until the item appears. 

Edit an item in a Gallery list 
1. Access the Gallery list as shown above. 

2. Select edit this list 

 

3. Place the cursor in the title box for the item you want to edit and select Items, Edit Item. 
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4. You can change any of the options for the item 

5. If you want to make an item unavailable in the list, scroll down, uncheck the Active box 

6. Once you have made all your changes, select Save. 

 

7. As with adding an item, it takes a few minutes (up to 15 minutes) for this change to appear on your 

page. Click Refresh until the change is evident. 

 


