
 
 

BAPLA webs i t e :  members  manua l ( Image  Supp l i e r s )  

 
In troduct ion  
 
Th i s  documen t  i s  a  s t ep -by-s t ep  gu ide  fo r  Members  ( image  supp l i e r s )  u s ing  the  
BAPLA webs i t e .   
 
The  BAPLA webs i t e  has  Members  on ly  func t iona l i ty  embedded  ac ross  the  webs i t e .  
Th i s  func t iona l i ty  inc ludes :   
 

 Upda te  your  company  con tac t  de ta i l s  and  desc r ip t ion  fo r  pub l i ca t ion  on l ine   

 Se lec t  ca t egor i e s  fo r  the  on l ine  A-Z  Image  supp l i e r  s earch  sec t ion  in  ou r  
webs i t e  d i rec to ry ,  des igned  to  he lp  p ic tu re  r esea rcher s  to  loca te  you r  
images  

 Pub l i sh  p res s  r e l ea ses ,  news  and  even t s  abou t  your  company  

 Adver t i se  any  job  ava i l ab le  w i th in  your  company  f r ee  o f  cha rge  

 Cus tomise  your  page  by  up load ing  and  upda t ing  an  imag e  ga l l e ry  o r  logo  

 Access  the  exc lus ive ,  members '  on ly  r ange  o f  s t andard  con t r ac t s ,  e ssen t i a l  
bus ines s  fo rms  and  f ac t  shee t s  inc lud ing :  Terms  & Cond i t ions  o f  
Submiss ion  & Reproduc t ion  o f  Images  ( to  accompany  image  d i spa tch ) ,  
In t e rne t  and  On- l ine  Agreemen t s ,  Pho tog rapher s ’  Con t rac t ,  Agency  
Con t rac t s  and  Mode l  Re lease  fo rms  in  the  Too lk i t  s ec t ion  

 Cont r ibu te  to  the  BAPLA d i scuss ion  fo rums  -  inc lud ing  an  BAPLA Me mbers  
on ly  fo rum 
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Logg ing  in  
 

1 .  Go to  the  webs i t e  www.bap la .o rg .uk  
2 .  On the  l e f t  s ide  o f  eve ry  page  you  wi l l  s ee  a  

'Log - in '  bu t ton  
3 .  Cl ick  on  i t  
4 .  Ente r  your  u se rname  and  pas sword  on  the  

log in  page  

 

Please  no te  tha t  your  use rname  and  password  
a re  case  sens i t ive .   I f  you 've  fo rgo t t en  your  
pas sword  c l i ck  on  the  'Fo rgo t t en  pas sword '  l i nk  
and  fo l low the  in s t ruc t ions  
 

 

 

Once  you 've  logged  in ,  you ' l l  be  taken  back  to  
the  s i t e  homepage .  Your  u se rname  wi l l  now be  
d i sp layed  on  the  l e f t  s ide  o f  the  page .  
 
Th i s  u se rname  i s  a  l i nk  to  your  pe r sona l  
r eg i s t r a t ion  da ta .  Here  you  can  change  you r  e -
ma i l  add ress  and  pas sword .   
 
This  pe r sona l  da ta  r e l a t e s  to  you  as  an  
ind iv idua l  -  r a ther  t han  a s  a  r ep resen ta t ive  o f  a  
BAPLA Member  company .   
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Access ing  your  Member  prof i l e  
 

 Type  you r  company  name  in  the  A-Z  Supp l i er  sea rch  on  the  l e f t - s ide  o f  the  page  
 Cl ick  on  you r  company name  in  the  d i sp layed  sea rch  re su l t s  
 You  wi l l  be  t aken  d i rec t ly  to  your  member  p ro f i l e ,  wh ich  wi l l  l ook  someth ing  l ike  

th i s :  
 

 
 

 
The  green  but ton  
 
Your  ab i l i t y  to  pub l i sh  con ten t  on  the  webs i t e  -  i nc lud ing  you r  Member  p ro f i le  and  
ga l l e ry  -  i s  s eamless ly  in t eg ra ted  in to  the  s i t e .   
 
Th i s  means  tha t  whereve r  you  can  ed i t  o r  pub l i sh  con ten t  on  the  s i t e ,  you  wi l l  s ee  a  
g reen  bu t ton  on  the  top  r igh t  o f  the  page .  Th i s  bu t ton  i s  bo th  a  p rompt  and  l ink  to  a  
page  wi th  a  se r i e s  o f  f ie ld s  fo r  you  to  f i l l - in  and  submi t .   
 
These  bu t tons  wi l l  on ly  be  v i s ib le  to  Members  once  they 've  logged  in .   
 
The buttons on your Member profile are only visible to you - no other BAPLA members, registered 
users or casual site users will see them. 
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Editing your profile  
 
Look ing  a t  t he  p rev ious  image ,  you  can  see  the  g reen  bu t tons  on  the  top  r igh t  o f  t he  
page .  Each  o f  these  bu t tons  l ink  to  a  page  wi th  a  s e r i e s  o f  f i e lds  fo r  you  to  comple te  
o r  ed i t .  EDIT  PROFILE looks  l ike  th i s :  
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Metadata  Descr ipt ion  & Metadata  Keywords      
 
The  Metada ta  desc r ip t ion  and  keywords  f i e lds  wi l l  be  u sed  by  the  s i t e  sea rch  to  
iden t i fy  you r  p ro f i l e .   
 
Web Categor ie s  
 
The  web  ca tegor i e s  you  se lec t  a re  u sed  to  de f ine  wh ich  ca tegory  your  l ib ra ry  wi l l  be  
l i s t ed  under  on  the  ima ge  sea rch  f ac i l i t y  o f  the  BAPLA webs i t e  d i r ec to ry .  Di rec to ry  
ca t egor i e s  and  webs i t e  ca t egor i e s  a re  d i f f e ren t .      
 
When  choos ing  a  ca t egory  you  wi l l  need  to  a l loca te  a  number  o f  po in t s  to  i t ,  e ach  
l ib r a ry  has  100  po in t s  to  d i s t r ibu te  a s  they  wish .   I f  you  a r e  a  spec ia l i s t  l i b r a ry  you  
may  choose  to  a l loca te  the  en t i r e  100  po in t s  to  you r  spec ia l i s t  sub jec t ,  a l t e rna t ive ly  
you  may  choose  to  d i s t r ibu te  these  po in t s  to  a  number  o f  ca tegor ie s  e .g .  g iv ing  1  
po in t  to  100  d i f f e r en t  ca tegor ie s  o r  sp read ing  them even ly  amongs t  va r ious  r e l evan t  
ca t egor i e s .   
 
What  i s  the  purpose  o f  the  po int s  sys tem?  
 
The  more  po in t s  you  a l loca te  the  h igher  up  you r  de ta i l s  wi l l  appea r  in  the  l i s t  fo r  tha t  
ca t egory .  L i s t s  a re  d i sp layed  in  a lphabe t i ca l  o rde r .  
 
How to  enter  a  web  ca tegory :   
 
C l i ck  the  ' s e l ec t '  l i nk  benea th  the  ca tegor i e s  f i e ld .  A  new window wi l l  pop  up .  Se lec t  
t he  ca t egory  o r  ca t egor i e s  you  r equ i re ,  and  a l loca te  your  po in t s  by  check ing  the  
ca t egory  and  p lac ing  a  f igu re  in  the  Score  box .   
 
Once  you  f in i sh  you r  se l ec t ion ,  submi t  you r  changes .  Your  ca tego ry  se l ec t ion  wi l l  
d i sp lay  in  the  ca tegor i e s  f i e ld .  
 
How to  remove  or  ed i t  your  web  categor ies  
 
Cl ick  the  ' s e l ec t '  l i nk  and  uncheck  those  ca tegor ie s  you  wish  to  r emove .  When  you  
have  comple ted  you r  changes ,  c l i ck  the  submi t  bu t ton .  Your  ed i t ed  ca tegory  l i s t  w i l l  
d i sp lay  in  the  ca tegor i e s  f i e ld .  
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Company name 
This field specifies how your company name will be displayed on the website; in both the site 
search and the Image/Industry Supplier lists. 
 
 
Company descr ip t ion  and  contact  deta i l s  
These  a r e  a  s e r i e s  o f  f r ee  t ex t  f i e lds  fo r  you  to  desc r ibe  your  company ,  desc r ibe  your  
se rv ices  and  l i s t  you r  on  and  o f f l ine  con tac t  de ta i l s .  The  max imu m desc r ip t ion  l eng th  
i s  100  words .  
 
Editing your gallery 
Every Image supplier has the option to display a gallery of 5 images on the BAPLA website. In 
order to edit your image gallery, click on the 'Edit gallery' button on your profile page. You will 
only see this button if you are logged in.  
 
If you do not have a gallery online as yet, you’ll have to contact susanne@bapla.org.uk to get 
this set up for you. BAPLA will then upload your initial selection of images which you will then be 
able to edit. Once  you  c l i ck  on  the  'Ed i t  ga l l e ry '  page ,  you  wi l l  s ee  the  fo l lowing  fo rm 
f i e lds :  
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Metadata  Descr ipt ion  & Metadata  Keywords      
 
The  Metada ta  desc r ip t ion  and  keywords  f i e lds  wi l l  be  u sed  by  the  s i t e  sea rch  to  
iden t i fy  you r  p ro f i l e .   
 
Image  s i zes  
 
The  ma in  image  s i ze  i s  380  X 350px  
The  thumbna i l  image  s i ze  i s  95  X  70px  
 
Image  t i t l e  
 
Max imu m cha rac te r  coun t :  60  
 
Image  cred i t  copyr ight  
 
Max imu m cha rac te r  coun t :  75  
 
Image  a l t  tags  
 
Alt tags are the alternate text displayed when a user hovers their mouse over an image. Alt tags 
should convey what the graphic is for or about and contain relevant keywords. Alt tags also make 
web pages more accessible. 
 
Publishing News, Events and Jobs 
 
Steps to publish content on the website: 
 

 First log-in 
 Then navigate to the section you wish to publish content in 
 You will then see a green button which, depending on the section you are in, will read 'Submit 

a News story', 'Submit new Event' or 'Submit a Job' 
 Click on this button and you will be taken to a page with a series of form fields 
 Complete the fields and submit your content 
 Your content will then be personally reviewed by the BAPLA web editor. We hope to have all 

submitted content live on the website within 24 hours of submission 
 
Adding images to news and event content 
 
You also have the option to add an image to your news story or event listing. Image sizes are as 
follows: 
 
News story image size: 380 X 350px 
Event listing image size: 180 X 135px 
 
Accessing BAPLA members-only content 
 
The  Too lk i t  s ec t ion  o f  the  webs i t e  con ta ins  r e sources  tha t  a r e  on ly  ava i l ab le  to  
BAPLA members .  Each  one  o f  these  r e sources  i s  t agged  by  a  v i sua l  f l ag :  
 

 
 
I n  o rder  t o  access  th i s  con ten t ,  you  mus t  f i r s t  l og - in  to  the  webs i t e .  You  can  go  
d i rec t ly  to  the  log - in  page  by  c l i ck ing  on  the  f l ag .  
 
 
 
Using the discussion forums 
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The BAPLA website has a series of discussion forums which cover the breadth and diversity of the 
imaging industry. As well as publicly accessible forums, there is a private, BAPLA members only 
forum for members to post and respond to questions in an exclusive environment. 
 
In order to post a message or reply to a topic or post in the discussion forums, you must first log-
in. 
 
To access the BAPLA members forum, you must also first log-in. 
 
To post a new topic 
 

 
 
Once you have logged in, you will see a blue button that reads 'Post a topic'. To publish a new 
topic, click on the button, and you'll be taken to a simple publishing interface where you can write 
and submit your topic. 
 

 
 
By including the full 'http://' address in your message, you can also include hyperlinks. 
 
To reply to a topic or post 
 
At the bottom of every topic or post is the option to reply. Click on this link and you'll be taken to 
the same publishing interface where you can compose and post your reply. 
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