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Introduction 
 

This document is a simple step by step process for using Google Photos for your online image 

galleries, e.g. for your BCC Portfolio, see http://bedfordcameraclub.co.uk/members-online-galleries/ 

You don’t have to use Google Photos for your BCC Portfolio, you might prefer Flickr, 500px or 

another system. 

Google Photos is available with your free Google/Gmail account. If you don’t have a GMAIL account 

you can sign up for one from http://www.gmail.com 

Google Photos allows you to store and share your images. Images are uploaded and normally sets of 

images are grouped into Albums and the album is shared with friends and family. 

I would suggest you keep one album just for your BCC Portfolio. You can add photos to or update 

this whenever you wish. This album needs to be shareable, see Links section on page 12 

Email the link for this album to Linda or Ian to add to the club’s Portfolio page. You can then create 

separate albums for your own personal use.  

This document was originally written to help BCC administrators add members’ photos to the BCC 

Summer Event Gallery. I have modified parts to make it more general but several of the examples 

will still reference this events page. 

If you follow these steps and something does not work as expected (or is confusing/misleading) 

please send me screen grabs and what you did to lead up to that and I will try and update the 

document for others. 

There are more features in Google Photos than I have covered here. This is not meant to be a 

definitive manual. 

 From time to time Google may change the way things work so expect the document to go out of 

date over time. 

 

  

http://bedfordcameraclub.co.uk/members-online-galleries/
http://www.gmail.com/
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Login 
Login to your Google, e.g. GMAIL, Account and click the APPS selection menu button 

 

 

Click PHOTOS (if you don’t see PHOTOS click the MORE button for more app options.) 

This will open your Google Photos app page where you will see all your “Photos” (referred to as the 

Photostream in Flickr) arranged in reverse date order. This page contains of your photos that you 

have uploaded to Google Photos. To make the system more friendly you will want to create 

“albums” to group selected images then give others the link to an album. 

Click ALBUMS 

 

You may see a row of “categories” created automatically by Google from any metadata and file 

types in your photostream e.g. Places, Things, Videos etc. This is followed by a list of your own 

albums. 

If an album already exists click the appropriate album, e.g. My BCC Portfolio. If there are no albums 

yet or you wish to create a new album click CREATE instead, see   
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Create a New Album section, page 14, below) 

 

 

An album can contain blocks of images and blocks of text. You choose how may text blocks (none or 

more) and image blocks you would like. The text blocks can be useful to create a “photo story”. For 

instance, you may create one album of your 2017 family holiday and you wish to put up a few 

images from each day; a text block could introduce each day’s photos and act as a diary for the day’s 

images that follow. 

The BCC Events album page consists of text boxes and images. I have arranged it with one large 

Heading text box describing the album, followed by a text box for each event and the images for that 

event below the appropriate text box. 

If this is a new event then a new text box is added and moved to just below the large heading text 

box. 
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Adding Images to an Album 
Click the ADD PHOTOS button 

 

You can either click the SELECT FROM COMPUTER button 

 

Or just drag and drop multiple photos from an Explorer window onto the page 

 



6 
 

You will see an “uploading“ window 

 

 

When all images have been uploaded close this small “uploading” window. 

You will probably see the new images at the top of the album 

 

To rearrange these new photos in the album (and optionally add text boxes) click the “menu” button 
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And choose EDIT ALBUM 

 

You can now drag and drop each new image to where you want it to appear 
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Create a Text Box 

Within the “EDIT ALBUM” window click the TT button 

 

This creates a new text box with the words “Add Text”. NB if you don’t type any text into this box it 

will be disappear. Type in the text you want. 

 

This can be multiple lines if required. I have not found a way to format (e.g. bold, italics, font size or 

colour) the text. Hopefully Google will add this feature in future. 

Drag and drop images to follow this new text box 
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If the text box and images are in the wrong place drag and drop the text box to the correct place on 

the album page and drag and drop the images to be under the text box. 
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To Remove an Image or Text Box 
Hover the mouse over the top left corner of the image or text box and click the REMOVE or X icon. 

Removing an image from an album, does not delete it from your photostream. 

Removing a text box does delete the text box. 
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Save the Changes 
To save the editing click the TICK icon in the top left of the blue menu bar 
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Link to an Album 
For anyone to see the images in your album you need to make it “sharable” and give them a link to 

the album. For instance, for the BCC Portfolio you will select the album as though you were going to 

edit it, then click the MORE OPTIONS button 

 

Select SHARING OPTIONS 

 

This pops up the Sharing options box. If you see just this popup box 

 

Then your album is not shared, you need to click the small round button to switch the album sharing 

on. The button will turn blue and you will now see a LINK option. 
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Click the COPY button to copy the link address into your PC clipboard where it can be pasted into an 

email. This is the email you would send to Linda or Ian for your Portfolio page. 

The album link does not change when you add or remove photos from your album so there is no 

need to send the link again. However if you delete an album and recreate it then a new link will be 

required. 

You can also choose here whether other people can add photos to your album (I usually leave this 

OFF) and whether others can add comments to the album. 
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Create a New Album 

Click CREATE then click ALBUM (or click the large + button seen under ALBUMS) 

 

 

Select one or more images to go into this new album and click CREATE 

 

Type in the album name and click DONE 
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You can then click the LEFT ARROW to return to the album list or click one of the three top right 

icons (ADD PHOTOS, SHARE ALBUM or MORE OPTIONS) to further edit this album. E.g. to edit the 

album and add text boxes and images etc click the MORE OPTIONS and select EDIT ALBUM 
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Delete an Album 
Select the album as though you were going to edit it. 

Click the MORE OPTIONS  

 

 

Select DELETE ALBUM 

 

 


