
   

 
    

   
      

 
  

 

  
 

  

 

 

 

 
   

 

 
 

  

    

 

 
   

 

 
 

 

Mosaic Cl> 
Lincolnshir~ 

CO U N T Y CO U N C I L \ t,,h,,,.,_ 
A/or~ (-or «- f>t/hr l "" - ~ 

Drag an image here, or click to locate an image to upload 

/j (O) 

Adults Quick Guide 

Embedding Photos and Images in a Form 

You can embed photos and other images within certain forms in Mosaic. 

Photos can constitute personal data should they feature a person or persons, 

or personally identifiable information. As such, please exercise caution with 

the photos you embed in Mosaic to ensure they comply with the General Data 

Protection Regulation (GDPR) 

Images can only be embedded into a form that has the specific image placeholder. 

Please note: If there is no option to embed an image you will need to upload (attach) it instead, 

using the View documents toolbar icon . You can refer to the Uploading Documents user 

guide for further details 

Images need to be in the format of jpg (jpeg), png, or gif to be embedded. Images in other formats 

such as pdf, docx etc cannot be inserted without you converting them first. 

The maximum size of image file you can embed in a form is 2 MB. 
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Name Status Date modifi ed Type Size 

[!I Ra m p at fro nt door 0 17/05/2022 15: 56 JPG Fil e 11 KB 

C Ramp at front door Properties X 

General Security Details Previous Versions 

I Ramp at front door 

Type of file: J PG Flle (.jpg) 

Opens with : motos Change .. 

Location: C:\ Users\Jaura.gibson\ OneDrive - Lincolnshire Coun 

Size : 10.5 KB (10,824 b)1es) 

Size on disk: 12.0 KB (12,288b)1es) 

AutoSav-, C:K) lE, '9 - v Photo of back door wtth rnm,nl himdrn I • Sav~ -

File Draw Desig11 Layollt References Mailings Review View 

l[J Calibri(Body} - 11 - A~ A- Aa - />,> ::: - :::- '•"'::- ~! ,r 
P.a_<t~ <;f BJ _\,/_--oB- K, 11 ' /A. -~- ,/:;. - @:) ~~~ !~- _g . 

Clipboard r;, 

Steps and handrail at back.door I 

You can check the image format and size within the folder in which it is stored on your computer – 

look at the ‘Type’ and ‘Size’ columns. 

Or by right clicking on the image and selecting ‘Properties’ from the menu and then viewing the 

information within the properties window: 

Converting an Image to the Correct Format or to Reduce the File Size 

The following steps will only need completing if the image is not in the correct format to be 

embedded within a form, i.e. it is sent to you within a Word or PDF document, or if you wish to 

reduce it 

• Open the document containing the image you wish to convert / reduce 

• Open the Snipping tool on your computer by typing ‘Snipping Tool’ into the search field 

(usually located in the bottom left of your screen) and then selecting the Snipping Tool to 

open it 
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~• Snipping Tool - X 

~ .t::!ew . Mode .,, Q:elay .,, X .(;_ancel l Qptions 

Select the snip mode using the Mlode button o r c lick the New 
button. 

.,,.. Snipping Tool - 0 X 

File Edit Tools Help 

~ tl= ml Mod e • 0 Qelay • i;:;i [-liiJ O • I / · r • 

I 

Drag an image here. or click to locate an image to upload 

• Click the New option within the Snipping Tool window 

• Click and drag around the image within your document – this will automatically appear 

within the Snipping Tool window 

• Click the Save icon to save the image on your computer in an appropriate format / size 

which will allow you to embed the image into a form. 

To Embed an Image 

Where an image can be embedded within a form you will see a dotted rectangle which states 

‘Drag an image here, or click to locate an image to upload’ 
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,f- " 1" > Th is PC > Pictures > 

Organise ,.. 

A 

A O 

Cll n 

New folder 

Name 

Camera Roll 

Saved Pictures 

Sc reenshots 

[!1 Ramp at front door 

Status 

0 

0 
0 

0 

V !!, p Sei!rch Pictures 

lee • 
Date modified Type 

17/05/202208:30 File folder 

17/02/202213:26 File fo lder 

17/05/202208:30 File folder 

17/05/202215:56 JPG File 

File name: ~--------------v~ (i;_ge fi les 

Access Images - 1 

Clear 

~ Insert Section 

---Tl"'~ nc.fol"'c:. 

[I G 
Size 

11 

Cancel 

• Click on the rectangle and your file browser will open 

• Navigate to where you have saved the image that you wish to embed 

• Double click on your image or single click the image and then click on the Open button to 

embed it into the form 

Please note: If an image has been embedded in error, click the Clear button and the image will 

be removed from the document. 

In some forms multiple images can be embedded within the same section by clicking the Insert 
Section button. This will open an additional dotted rectangle and you can then repeat the process 

as described above 

Embedded images will be saved within the document, but unlike attached 

(uploaded) documents, will not save separately to the person’s record. To 

view embedded images in the future you will need to view the document they 

have been embedded in. 
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