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4. ADDING GRAPHICS AND MEDIA
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1. Click the Add Image button.

2. Click the Import button in the Properties
window.

3. Navigate to and select the image you want.

4. Click the Open button.

5. Click the OK button.

If you want to add an image from Lectora clipart or 
images you've added to the Media Library, click the 
Import drop-down arrow and select Clip Art. 

Bright Idea

You can add images in text boxes.  Just 
double-click in the text box to get the 
cursor, and then insert the image like 
you normally would.  An image in a text 
box moves and scrolls with the text.

ADDING IMAGES

Add an Image

ADDING IMAGES
Images can help explain a concept, set a mood, or 
simply provide visual interest.  

Lectora accepts the following image formats:

JPEG > .jpg or .jpeg

GIF > .gif

TIFF > .tif

Bitmap > .bmp

Windows Enhanced Metafiles >.emf

Windows Metafiles > .wmf

Portable Network Graphics > .png

When you place an image into your title, a copy of 
it is added to the Images folder associated with 
your title.  

Design Tip

Pick the right file type to get the best 
combination of quality and file size.  

• Try using .jpg format for photos and 
.gif for simpler images.  (But try a 
photo as a .gif and see if it still looks 
good – it usually is a smaller file size.)

• Stay away from bitmaps as they have a 
large file size, and be careful with using 
.png format, as older browsers put a 
large colored square behind them.

Time Savers

Open a file window with your images 
and simply drag and drop the image you 
want onto the page.  This works with 
audio, video, and animations as well.

Media Library Organizer, p. 192 
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Design Tip

What is an ALT tag?

If you hover your mouse over an 
image on a Website and see a small 
yellow caption, that’s an ALT tag.  

Good, descriptive ALT tags are most 
important for visually-impaired people 
using screen readers, such as JAWS.  
The screen reader reads the ALT text 
to the person, so he or she can tell 
what is in the object.  

The object name field is limited to 
128 characters.

4. ADDING GRAPHICS AND MEDIA

Understanding Image Properties

Image properties can be set at the time you place the 
image or at any time in the Properties window.

GENERAL TAB

Image Name

The image name is what appears in the Title Explorer   
and serves as the default ALT tag.  

Edit button

You can click the Edit button to edit the image in photo 
editing software.  If you are using Lectora's Publishing 
Suite, the image opens in the photo editing tool.  If you 
want to use your own software such as Photoshop, go to 
the Editors tab in Preferences to set that up.  Without 
either, the button will be grayed out.

Initially Visible

If you uncheck this box, the image does not appear when 
the page loads in the published course; an action must 
cause it to appear.  (You will still see it in Edit mode.)  
This feature is useful if you want the student to do 
something to trigger its appearance.  

Always on Top

If you check this box, the text box always appears on top, 
even if it isn't on top in the Title Explorer.  However, if 
overlapping items are all marked to appear on top, 
Lectora uses the order in the Title Explorer to decide 
what actually appears on top.

Size/Position Locked

If you check this box, the item cannot be moved or 
resized until someone first unchecks the box.  The system 
will make an error sound if you try to move it.

Author Control

If you check this box, only authors with the master Author 
Control password can make changes to the image.

Use empty ALT tag when published to HTML

By default, Lectora uses the image name as the text for 
the ALT tag if you choose to publish ALT tags with your 
title.  If you check this box, then this particular image will 
not have any ALT text associated with it.

Preload image when published to HTML

If you check this box, the image loads as soon as it is 
ready, rather than wait for the entire page to load.

Bright Idea

The properties shown on these two 
pages are for images.  However, 
most of the same options are 
available for all media types, such as 
audio, video, and animations.

Lectora Preferences, p. 218 

Lectora and Section 508, p. 205 



57From E-Learning Uncovered: Lectora X  © 2010 Alcorn, Ward & Partners, Inc.
This chapter may be printed, copied, or distributed in its entirety.

ADDING IMAGES

POSITION AND SIZE TAB

See Resize an Image on the next page.

TRANSITIONS TAB

Just as you can add page transitions, you can add 
similar transitions to individual objects, with several 
additional features.

• You can set one transition for when the object 
appears and one for when it disappears (when the 
student goes to the next page or when an action 
hides it.)

• You can set a delay before the transition takes effect.

REFERENCE TAB

On the Reference tab you can include important 
reference information about the image using the fields 
shown.  The advantage of putting information here is 
that you can add a list of all the references in your title 
to create an easy photo credits page or similar feature.

To add reference information, check the box at the top 
to open up the fields for editing.

METADATA TAB

The Metadata tab works just like the one in the Page 
Properties window, except that the data is associated 
with the image instead of the page.

Design Tip

It can be distracting to have too many effects as 
images appear and disappear.  Plus, when an image 
transitions out, there is a delay for the students.  
To many of these delays can be frustrating.

Instead, use transitions and delays purposefully.  
For example, have a complex image build gradually 
so that each piece can be considered individually.

Metadata Tab, p. 31 
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4. ADDING GRAPHICS AND MEDIA

It’s great that you can resize an image right 
from Lectora – you don’t have to go to 
separate photo software to do it.  However…

• If you resize a photo larger than its 
underlying file, you will lose some quality.

• If you shrink a large photo down, realize 
the underlying photo is still as big.  That 
means your users are having to download 
a much larger image than what they are 
seeing.  If the image is significantly larger 
than you need, save some file size by 
resizing it first in your photo software.

Caution

Bright Ideas

• Click the Reset button to return the image 
to its original size and proportion.

• By default, Lectora keeps the proportion of 
an image when resizing with the mouse or 
by typing in values.  If you want to change 
the proportion and stretch or shrink an 
image in one direction, uncheck the Keep 
original aspect ratio check box.

• When positioning an image, check Offset 
from right and/or Offset from bottom to 
measure the distance from the right and/or 
bottom of the page instead of the top and 
left.  This is useful if you want the image to 
stay at the bottom of the page even if you 
make the page shorter or longer.

Time Savers

When moving an object with your mouse, 
hold and press the Shift key to move it 
evenly across or down. 

Enter the X/Y coordinates or the width and 
height values in the Status bar. 

Move an Image 

Option 1: 

1. Select the image.

2. Click and drag one of the handles.

Option 2:

1. Click the Position and Size tab in the 
Properties window.

2. Enter the new width or height value.

3. Click Apply.

Resize an Image

Option 1: 

1. Click and drag it to the new location.

Option 2:

1. Click the Position and Size tab in the 
Properties window.

2. Enter the new X and Y coordinates.

3. Click Apply.



59From E-Learning Uncovered: Lectora X  © 2010 Alcorn, Ward & Partners, Inc.
This chapter may be printed, copied, or distributed in its entirety.

Time Saver

You can swap out an image by copying it 
over in the Images folder, without even 
opening Lectora!  Just copy the new or 
revised image into the Images folder, and 
make sure it has the same name (including 
file type) as the original.  As soon as you 
do, it is automatically updated on the page.  

You may need to adjust the size of the new 
image if it is a different size or proportion.

ADDING IMAGES

Change an Image

You may need to change an image because you want 
to use a different image completely or because the 
image has changed in some way.  You can delete the 
current image and place the new image.  However, 
sometimes it is better to change the image instead.  
That way, the placement is the same, and any 
actions related to that image stay in place.

To change to a new image:

1. In the Properties window,  click the Import 
button.

2. Navigate to and select the image you want.

3. Click the Open button. 

4. Click the Apply button.

Bright Idea

You can copy and paste an image from 
another document (such as a Word 
document or PowerPoint presentation) 
using copy and paste commands from the 
Edit menu, the right-click menu, the 
toolbar, or through keyboard shortcuts 
(Ctrl + C and Ctrl + V).  

When you paste, however, right-click the 
page and select Paste As.  This lets you 
pick the best file format.  Otherwise, it 
usually pastes as a bitmap, which is one of 
the largest file types. 
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4. ADDING GRAPHICS AND MEDIA

Add a Shape

1. On the Shape toolbar, click the View 
Shape/Line Properties tool.

2. Select the fill color you want.

3. Check the Outline Shape check box if you want 
an outline to the shape.

4. Select a color for the outline.

5. Enter the pixel width for the outline.

6. Click OK.

7. Click the tool for the shape you want to add.

8. Click and drag the crosshairs cursor to indicate 
the position and size of the shape you want.

9. Release the mouse.

ADDING SHAPES
You can add a number of graphical elements right from Lectora using 
the various shape, line, and arrow tools.  Shapes can be used for 
interface elements, diagrams, or to add visual interest to a page.

If you don’t have the shape toolbars showing at the bottom of the 
interface, go to the View menu to show them. 

Bright Ideas

• Press and hold Shift while drawing a rectangle or 
ellipse to create a perfect square or circle. Press 
Shift while drawing a line to keep it at a 0, 90, or 
45 degree angle.

• If you are using a line tool, use the Line/Arrow
portion of the dialog box to instead of using the 
Shape portion.

• If you don’t select colors and borders first, Lectora 
uses the most recently-used settings.  You can 
change the color later in the Properties window.

Selecting Colors, p. 75 
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ADDING SHAPES

Change Shape Properties

To change the color or outline of a shape after it has 
been drawn:

1. In the Properties window, click the Edit button.

2. Make your changes.

3. Click OK.

Once the shape is on the page, you can treat it much 
like an image.

• Go to the Properties window, which has similar 
options as for an image.

• Resize by dragging the side or corner handles, 
using the Position and Size tab, or entering the 
values in the Status bar.

• Constrain proportions by holding down the Shift
key.

• Move an image by dragging it, using the 
Position and Size tab, or entering the values in 
the Status bar.

• Move the shape along a fixed X or Y axis by 
holding the Shift key as you drag it.

You can copy and paste an image to use 
it many times throughout the course.  
Each time you use it, you can resize it 
without affecting any of the other 
instances of that shape.  However, If  
you change the color of a shape that 
has been used more than once, all 
instances of that image are changed.  
This is because all instances rely on the 
same image in the Images folder.

In this case, either create a new shape 
in the new color or use the Resource 
Manager to create a new version of the 
shape that can be edited independently.  

Caution

Understanding Image Properties,  
p. 56 

Resource Manager, p. 190 
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4. ADDING GRAPHICS AND MEDIA

Add an Audio or Video File

1. Click the Add Audio or Add Video button.

2. Click the Import button.

3. Find and select the media file you want.

4. Click the Open button.

5. Click the Apply button.

GENERAL TAB PROPERTIES

Most of the General tab properties for audio and video 
are the same as for an image:  Name, Initially Visible, 
Always on Top, Size/Position Locked.

Display/Display Video Controller

This determines whether or not to include controls for 
playing and pausing the media clip. Learn more about 
player options on the next page.

Auto Start

Check this box to have the media play as soon as the 
page loads.  Leave it unchecked if you want the 
student to click the control bar or if you want to add an 
action that plays the media.

Play Continuously

Check this box to have the audio or video start over 
again every time it finishes; otherwise it plays once. 

Caption (for video only)

If you are working with FLV video, you can use          
an XML file to provide closed captioning, which is great 
for Section 508 courses.

ADDING AUDIO AND VIDEO
Lectora supports a wide variety of audio and 
video types and gives you many options for how 
they are controlled.

When you place an audio or video file into your 
title, a copy of it is placed in the Media folder 
for your title.

Audio Video

.asf

.au

.flv 

.mid

.mp3

.rm

.wav

.wma
Real Media streaming
Windows Media Service 

Streaming

.flv

.avi

.mov

.mpg

.mpeg

.wmv
YouTube
Microsoft streaming
Real Media streaming
Flash Streaming 

Video

Closed Captioning, p. 65 X
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Display Menu Options for Audio

• None 

• Speaker icon: start/pause

• Controller: start, pause, mute, seek

• Import button: if you want your own image 
– clicking it plays and pauses the audio

Standard Player Options for Video

• Controller: start, pause, mute, seek

ADDING MEDIA ELEMENTS

Audio and Video Properties

AUDIO AND VIDEO PROPERTIES

Most of the properties for an audio or video 
file work the same way as they do for an 
image:

• Position and Size tab

• Transitions tab 

• Reference tab

• Metadata tab

With an audio file, visual properties such as 
initially visible, always on top, position, size, 
and transitions refer to the audio controller, if 
you are using one.

EVENTS TAB

With certain audio and video editing software, 
you can add events, which are like markers.  
With these markers embedded into your 
media, you can time certain actions such as 
having text or graphics appear at a certain 
point in the audio.

SKINS TAB

If you are using .flv audio or video, you can 
select from several different controllers, in 
addition to the standard options found on the 
General tab.

If you are publishing to HTML and using 
media formats other than Flash or 
streaming:

• Your student’s browser determines 
which player to use.  For example, one 
student’s computer may use Windows 
Media Player to play an .mp3 audio file 
while another student’s computer uses  
Quicktime.  Be sure to test your course 
with different players and browsers to 
make sure it works properly.

• The standard controller will be replaced 
by the controller for your student’s 
player.  As a result, it may be bigger, 
smaller, or a different color than what 
you see in Lectora.  Be sure to allow 
enough room in the interface for a 
slightly larger player.  

Caution

Using Events, p. 110 
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Design Tips

4. ADDING GRAPHICS AND MEDIA

Flash Audio and Video

Working with Flash audio and video formats (.flv) has 
a lot of advantages:

• Using the Flash format can eliminate a lot of browser 
and player compatibility issues. (Your students need 
to have the Flash player installed on their 
computers.) 

• Flash audio and video works a lot like streaming 
media, in that the file can start playing before it is 
fully downloaded – great for large files. 

• FLV files support events and the On Done action 
trigger.  

• You don't need any special software to convert your 
files to .flv format.  You can either right-click the file 
and select Convert to FLV, select the file in the 
Resource Manager and click Convert to FLV, or 
convert everything at once from the Compression
tab when you publish.

Right-click method

The FLV files may not play when you preview the 
title on your computer. If so, you can view them 
once you post them on the Internet. 

When setting the compression options, notice that 
you are setting the compression level, not the 
quality level.  So if you want high quality, you 
would pick low compression.

Caution

Publishing methodResource Manager method
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ADDING MEDIA ELEMENTS

Streaming Media and YouTube

Streaming means that the file is presented 
gradually to the user while it is still 
downloading, rather than waiting for the file 
to finish downloading completely.  This means 
the user can watch/listen much more quickly, 
even if it is a very large media file.

To use streaming media:

• Make sure your users have access to the 
Internet.

• Place the media files on a Web server 
capable of streaming and handling the 
volume of users. (Streamed files are not 
added to the title itself, but rather "pointed" 
to on the server where they are stored.)

• Convert your file to a streaming format 
(Real Media or Windows Media Services).

Add Streaming or YouTube Audio or 
Video:

1. Click the Add Audio or Add Video 
button.

2. In the Audio Type or Video Type field, 
select the type of media you are using.

3. Type the URL for the location of the 
media file.

4. Click the OK button.

Add Closed Captioning to FLV Video

To add closed captions to an FLV file, open 
a text editor such as Notepad and paste the 
sample text found in the Lectora User Guide. 
Then swap out your own text and begin/end 
times, adding additional lines as needed.
Save the file with an
.xml extension, and 
then attach it in the 
video properties.

Modifying Audio and Video Clips

Just as with images, you can:

• Go to the Properties window to change the 
file or any of the properties.

• Click the Edit button in the Properties
window to edit the file.  (If you have the 
publishing suite, Lectora's editor is used.  If 
not, specify your own editor in Preferences.)

• Move the controller around by dragging it or 
entering specific X/Y coordinates.

• Copy over the file in the Media folder if you 
have an updated version.

Getting a Quality Audio Recording

Follow these tips to get good sound quality.

• Use a microphone with a headset.  This helps 
to keep the microphone a uniform distance 
from the speaker's mouth.  Small fluctuations 
in distance can cause major quality problems.

• Record in a small room without a lot of hard, 
flat surfaces. Upholstery and carpet works 
better than a steel and glass conference room.

• For a make-shift sound studio, glue "egg 
crate" foam sheets to a 3-sided presentation 
board, and prop it up in front of the speaker.

X
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4. ADDING GRAPHICS AND MEDIA

Add a Flash Animation

1. Click the Add Animation button.

2. Click the Import button.

3. Navigate to and select the file you want.

4. Click the Open button.

5. Click the Apply button.

Animations can be anything from a 
simple, spinning graphic such as an 
animated GIF to full-scale simulations 
and interactions created in Adobe 
Flash or Captivate.

When you add an animation to your 
title, a copy of it is placed in your 
Images folder.

ADDING ANIMATION FILES

Bright Ideas

Animations can be treated much like many of 
the other object types.  You can:

• Set it to auto start.

• Move or resize it by dragging or through the 
Properties window.

• Add transitions, references, and metadata.

• Edit or swap out the animation in the 
Properties window by copying over the file 
in the Images folder.

Type Description

.gif GIFs are image files. However, they can be 
animated by having several different frames that 
run successively – like an old-fashioned “flip 
book” cartoon.
• If you have the Publishing Suite, you can make 

animated GIFs with the Animation tool.
• If you have Photoshop, you can create an 

animated GIF by using layers.
• Pre-made animated gifs can be found in most 

stock image collections.

.swf SWF files (Shockwave Flash) are published files 
that play in the Adobe Flash player.  They may 
have been created in Flash, Adobe Captivate, 
Swish, Articulate Engage, or any number of other 
tools that output to the Flash Player format.

.spl These are animations made with FutureSplash 
Animator, the software that later became Flash.
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ADDING ANIMATIONS

Add an Animation From the Media Library

Lectora versions 9 and later come with a library of 
easy-to-configure Flash animations and games.  You 
can insert them from the media library and then 
customize them with your own images, text, etc.

1. Click the Add Animation button. 

2. Click the Import drop-down arrow.

3. Select Media Library.

4. Select Flash in the Category Search pane.

5. Select the Flash element you want.

6. Click Insert.

7. Configure the settings in the wizard. 

8. Click the Finish button in the wizard.

9. Click the Apply button in the Properties
window.

The configuration window uses a variety of drop-
down menus, buttons, text entry fields, and other 
methods to set up the animation.  The options vary 
based on which animation you choose. 

Click the Edit button in the Properties window to 
change any of the settings.

Bright Idea

If you are using Lectora version 9, or any 
interaction created in version 9 (even if you 
are using a more recent version now), the 
Flash animations are configured using a 
Parameters dialog box.  Refer to the version 9 
user’s guide for detailed instructions.

Power Tip

Many of the animations have associated 
variables that you can use to either track results 
or control the interaction.  Refer to Specifying 
Flash Animation Parameters in the Lectora X 
Users Guide for more information.

X



68 From E-Learning Uncovered: Lectora X  © 2010 Alcorn, Ward & Partners, Inc.
This chapter may be printed, copied, or distributed in its entirety.

Animation Description Useful Options

Analog clock that 
displays the current 
time

5 styles to choose from:

Classic         Modern          Gel         No Hands   Pocket Watch

Animated arrow • Color, size, direction, animation style, looping.  
• Animation styles:

No animation Grow

Fade Spin

Shift Horizontal Stretch Horizontal

Shift Vertical Stretch Vertical

Animated character
with mouth 
movements and 
gestures

Male and female characters in different professions and 
ethnicity. 

• AudioExplanation: single audio file with no text

• BulletsWithOneAudio: Single audio with bulleted list

• BulletsSyncWithAudio: Multiple audio files (up to 10), 
each timed with their own bullets

Double-sided card 
that flips over when 
the user clicks it

Image or text on front and back.  (Back is the side the 
students see first.  Front is what they see when they flip it 
over.)

Jeopardy-style game 
with questions 
organized into 
categories.

• Number of categories (up to 8)
• Number of questions per category (up to 5)
• Number of choices per question (up to 4)
• Color of the squares

Game where users 
answer questions to 
finish the race before 
an opponent who 
advances 
automatically

• Image for each character

• Number of questions (up to 10)

• Number of answers the student can get wrong and still 
beat the opponent.

Digital clock that 
displays the current 
time

5 styles to choose from:

Classic        Modern         Crisp             Flip       Odometer

4. ADDING GRAPHICS AND MEDIA

The Flash Media Library

X

Go to Free Resources at www.e-LearningUncovered.com to see these animations in action. 
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Animation Description Useful Options

Word puzzle where
the student guesses 
one letter at a time

• Paper type

• Number of questions

Jigsaw puzzle where 
the student assembles 
the image of your 
choice

Level of difficulty (number of pieces):

1= 4 pieces

2= 9 pieces

3= 16 pieces

4= 25 pieces

“Concentration” style 
game where the 
student flips over two 
cards at a time to 
match up a pair

• Color, text, and image on the back of all cards
• Format, text, and image on the front of all cards

“Who Wants to Be a 
Millionaire”-style 
game

• Number of questions
• Number of choices per question
• Background color
• Currency type

Slide show display 
(similar to ipod 
covers) with captions

• Number of images (up to 20)
• Controls: auto play, buttons, arrow keys

Student answers  
true/false questions to 
reveal an image

• Image to reveal
• Number of tiles

ADDING ANIMATIONS

The Flash Media Library

X

X
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Animation Description Useful Options

Animated text where 
individual letters 
animate in

• Font, color, speed
• 10 animation styles to choose from. Individual letters:

Pop up

Shift right

Stretch

Grow

Shrink

Spin

Bounce

Fade

Blink

Drop

Tic-Tac-Toe game 
with true and false 
questions.  Right 
answers give an “O” 
and incorrect 
answers give an “X”.

• Text on the True/False buttons
• Feedback messages

Word game where 
the student drags 
letters into the 
correct order to 
unscramble a word

• Size and color of the tiles
• Number of tries
• “Give up” button

4. ADDING GRAPHICS AND MEDIA

The Flash Media Library

X
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Add an IPIX File

1. Click the Add IPIX button.

2. Click the Import button.

3. Navigate to and select the file you want.

4. Click the Open button.

5. Click the Apply button.

SPECIAL IPIX PROPERTIES

Use Java Runtime When Published to HTML

IPIX files can be viewed either with Java or a special 
ActiveX control.  

• Leave this checkbox blank if you want the users to 
download the ActiveX control.  (They will be 
prompted to automatically download it.)  

• Check the box if you want the IPIX image to play 
using a Java applet, which does not require an 
additional download.

Additional Files Tab

If your IPIX image links to other IPIX images or any 
other files, they need to be added to the Additional 
Files tab.

1. Click the Additional Files tab.

2. Click the Add file button.

3. Navigate to and select the file(s) you want.

4. Click OK.

What Is IPIX?
An IPIX image is a 360 degree panoramic image that lets the user pan, zoom, and tilt the image using 
the mouse. Lectora accepts .ipx and .ips formats.  To learn more about IPIX images, go to 
www.ipix.com.  

IPIX images can be treated just like any other media file type, with a few additional features, noted 
below.


