The Beginner's Guide to Weebly—Part 1

Weebly is an easy way to build a website of which you can be proud, but that doesn’t mean a little
guidance can't make it even easier. All the basics you need in order to put together your first (and
second, third, fourth, even seventeenth) site can be found here in the Beginner's Guide. Take a few
minutes to read through it and you’ll be an expert in about the time it takes to fix a nice breakfast,
maybe one that involves a big plate of pancakes.

If you need extra help, go to www.weebly.com. Scroll to the bottom of the Home page. In the column
titled More, select Support. There are topics you may select from or you have the opportunity to type in
a question.

Select a Theme

The first step to create a site is to select a theme. There are well over a hundred themes to choose from
and you can look over them by scrolling down our Choose a Theme page.

Website Title.



http://www.weebly.com/

WEBSITE TITLE

See a theme you like? Then you can click right on it to select it. It can be a little overwhelming to choose
exactly which theme you want before you've even started working on your site, but don't fret as you can
very easily change the theme later (and we'll show you how). For now just find a theme that looks good
and select it. After you pick a theme you'll be asked to give your site a title. If you don't have a title in
mind yet, just think of a temporary title; much like the theme, the title can be easily changed later on.

Enter Website Title

Site Title

Tom’s Travel Photography




Next you'll choose your site's address (also called a domain). This isn't particularly important until you've
finished your site and published it, so if you don't already know which domain you want to use the
simplest thing to do is to select a free subdomain of Weebly.com using the first option. Much like the
theme and the title, this is yet another part of the site that's easy to change, and we'll cover domain
names in more detail later in this guide.

Choose Your Website Domain

This is the address where people will find your website online.

Use a Subdomain of Weebly.com
A great way to get your website started

http:// | tomstravel| .weebly.com

Register a New Domain
For a more professional online presence

http:/fAinww. .com T|
=

Use a Domain You Already Own
We'll provide instructions to configure your domain in the next step.

http:// | www.example.com

| Continue

All done with the initial setup; you're now ready to start creating your site.



Add and Edit Text

Adding text to your site is as easy as dragging any of our text elements to a page. The primary text
elements are Text, Image+Text, and Title.

Let's drag the most commonly used text element -- the one with the rather appropriate name of "Text" -
- to this sample site.

You can write a word, a sentence, or multiple paragraphs in a single element.

Hey there! My name's Tom and I'm travelling the world with little more than my camera, Macbook, bicycle, a few changes of clothes and a trusty towel in
case I find myself in trouble (a Hitchhiker's Guide to the Galaxy reference there, for anyone who hasn't had the joy of reading it). I've lusted to wander
isince I was a little boy in Pennsylvania and now I'll be documenting my journeys to and through every country in the world.




As you write, take note of the gray toolbar at the top of the element. This is the text toolbar and it
allows basic changes to the formatting of your text. It works much like any other such toolbar normally
works: select the text you want to change and click the appropriate button to make that change.

From left to right, you can bold your text, italicize it, underline it, make it bigger, make it smaller,
change the color, create a link, adjust the alignment of all text within the element, create bulleted and
numbered lists, and remove formatting.

Note: One thing you cannot do is change the font family to a different style. That particular setting is
controlled elsewhere (but just as easily changed) and we'll dig into it later.

To add more text to the page we could continue writing in
this same element, drag on another paragraph element, or
use one of the other text elements:

Title: Used for adding titles / headers to a page.
Paragraph w/ Title: A paragraph element with a place for
a title already built in.

Paragraph w/ Picture: A paragraph element with a place
for both a title and an image built in.

All of these elements use the same text editing toolbar we

examined above and you can stack as many of them as
needed on the page.

Note: If you want to edit text directly from Word©, follow these steps:

e Select the text in Word that you want to insert into your webpage.
e Remove the formatting by clicking the Clear Formatting icon on the Home tab. —/
e Once the formatting is clear, select Copy to copy the selected text.

e Paste your text into your webpage element (Ctrl-V).


http://kbprojectx.weebly.com/first-elements.html

Adding Pictures to a Site

Adding pictures to your site works in much the same way as adding text: by dragging an image element
to a page.

self in trouble (a Hitchhiker's Guide 1o the Galaxy reference there, for anyone who hasnt had the joy of reading i), I've lusted to wander

ennaylvania and now Il be documenting my journeys to and through every country in the world

Click the Upload Image box to add a picture.

This opens up a dialog box presenting several ways to add a photo. The two key options are to either
upload (or drag) an image from your own computer or to search through the Weebly stock photo
database.

Drag photo here

Upload a photo from your computer




Let's focus on the option to upload a photo from your own computer. (The easiest way to approach this
is to drag the picture you want to use from your desktop into the box that quite helpfully says "drag
photo here.") You can also click the green "Upload a photo" button if it isn't convenient to drag the
image over. Note: If possible crop your picture before uploading it!

The size of a picture will vary after upload, but it'll usually show as wide as the entire site. You can
adjust the size of the image by clicking and dragging the little box that appears in the lower right corner
of the image (you'll need to click on the picture to see it).

|ling the world with little more than my camera, Macbook. a bicycle. a few changes of clothes and a trusty towel
in case | find myself in trouble (a Hitchhiker's Guide to the Galaxy reference there. fo

since | was a little boy in Pennsylvania and now 1] be documenting my journcys to and through every country in the world

Hey there! My name's Tom and I'm

ne who hasn't had the joy of reading it). I've lusted to wander

Site Planner




Clicking on the photo also opens up a settings dialog box that you can use to make further changes.

PICTURE v Lightbox

Link

Edit Image

Spacing
Caption

Advanced

Some notable controls:

Lightbox: If you turn this on then any visitor who clicks the image on your site will be shown a larger
version.

Link: This option turns the image into a link. We cover links later in this guide.

Spacing: Makes minor adjustments to the amount of white space around the picture.

Caption: Lets you add a basic text caption under the pic.

Advanced: Allows you to adjust (or turn off / on) the border around the picture.

And the big blue "Edit Image" button opens up a simple image editor.

Image size: 649px x 433px




This editor provides some basic options for adding effects, lets you rotate the image to any angle and
has a Crop feature that can cut unwanted parts of the image away.

w IE‘:’QQIJ erfect

4 g O

Add Image

Crop Rotate Opacity Fade Effects

As an example of how these tools work, let's crop this picture a bit.

To crop, resize the white rectangle.
Then press OK.




The Crop option places a box over the top of the picture. You can click on that box to drag it around and

adjust the bubbles on the corners and sides to change the dimensions.

Once you've made changes click OK. If you don't like the changes you can click Crop again to readjust or
click the grey Cancel button to drop out of the editor. We've cropped the example image down to more
of a square; we'll keep this change and click the Save button in the upper right.

Image size: $10px x 432px m F Save
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And now the changes to the image are saved.

Hey there! My name’s Tom and I'm travelling the world with little more than my camera, Macbook. a bicycle. a few changes of clothes and a trusty towel
in case | find myself in trouble (a Hitchhiker's Guide to the Galaxy reference there, for anyone who hasn't had the joy of reading it). I've lusted to wander
since 1 was a little boy in Pennsyivania and now Il be documenting my journeys to and through every country in the world

STRUCTURE

Place Elements Side-by-Side with the Columns Element

When you start adding elements to a page, you'll likely notice that they stack one on top of each other
automatically. At first glance this may make it appear there's no way to place elements side-by-side.
But the good news is that our Columns Element can be used to add up to five columns to a page. This
enables you place elements right alongside each other (or to put space between or left and right of
other elements). The Columns Element is dragged to a page just like any other element.

Hey there! My name’s Torn and I'm travelling the world with little more than my camera. Macbook. a bicycle. a few changes of clothes and a trusty towel
in case | find myself in trouble (a Hitchhiker's Guide 1o the Galaxy reference there, for anyone who hasn't had the joy of reading it), I've lusted to wander
since [ was a little boy in Pennsylvania and now [l be documenting my journeys to and through every country in the world

* Upgradeto Pro
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The element starts with two columns, but you can add up to five via the toolbar that appears when you
scroll over the element. Just click the appropriate number.

We'll stick with only two columns for this example, but regardless of the number of columns they all
work the same way: you drag other elements into the columns.

Hey there! My name’s Tom and I'm travelling the world with little more
than my camera. Macbook. a bicycle, a few changes of clothes and a

trusty towel in case | find myself in trouble (a Hitchhiker's Guide to the
Galaxy reference there, for anyone who hasn't had the joy of reading it).
I've lusted to wander since | was a little boy in Pennsylvania and now 1l
be documenting my journeys to and through every country in the
world,

Drag Elements here

You can drag as many elements into each column as needed, and use the blue bar between the columns
to adjust the width of each. Elements inside the columns will expand or contract as you change the
column size.

12



Columns:

Hey there! My name’s Tom and I'm travelling the world with little more than my camera,
Macbook. a bicycle, a few changes of clothes and a trusty towel in case | find myself in
trouble (a Hitchhiker's Guide to the Galaxy reference there, for anyone who hasn't had the
joy of reading it). I've lusted to wander since I was a little boy in Pennsylvania and now 1l
be documenting my journeys to and through every country in the world

C———

The divider between the columns doesn't show up on the published site so none of your visitors will see
that.

Hey there! My name’s Tom and I'm travelling the world with little more than my camera,
Macbook. a bicycle. a few changes of clothes and a trusty towel in case I find myself in
trouble (a Hitchhiker's Guide to the Galaxy reference there, for anyone who hasn't had the
joy of reading it). I've lusted to wander since I was a little boy in Pennsylvania and now I'll
be documenting my journeys to and through every country in the world.

You can add as many elements as you like to each column; they'll just stack on top of each other as
usual. And you can add elements above and below the Columns element too, so part of the page can
have two columns, another part one column, and another could have five. That's entirely up to you.

13



The Beginner’s Guide to Weebly—Part 2

Adding Pages to Your Site

Regardless of whether you're a free customer or a subscriber to our Pro service, your site can have as
many pages and sub-pages as needed; we place no limits whatsoever on the number of pages that can
be added to a site. Creating a new page is a matter of going to the Pages tab and clicking the Add Page
button.

I W PrO ~ DESIGN PAGES SETTINGS (@
' ‘
Pages Add Page @ Page Name
Welcome!
Standard Page
Page Layout:
I
Blog Page
L ) Tall Header

a* Hide page in navigation menu

B Password protect this page

Advanced Settings +

LT  Copy Page

There is an option to Add a Standard Page or Add a Blog. Selecting the Standard Page option adds a
new page to your list.

Page Name

Pages

Welcome! .3
Page Layout:

.

Tip: Drag pages up/down to reorder and
left/right to create subpages.

Tall Header

<@* Hide page in navigation menu

B Password protect this page

Advanced Settings +

CEIVCRALGIE Copy Page  Delete Page
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Adding more pages is a matter of clicking Add Page and choosing Standard Page again (and again).

As you add (and name) each of your pages, they'll automatically become part of your site's navigation

bar.

Pages

Welcome!

Asia

Europe

ET.

Tip: Drag pages up/down to reorder and
left/right to create subpages.

Page Name

The Americas

Page Layout:

Tall Header

<@* Hide page in navigation menu

@ Password protect this page

Advanced Settings +

LETRALIE Copy Page  Delete Page

You can re-arrange the order of the pages by clicking and dragging them up and down the Pages list.
Dragging a page to the top of the list will make that page your Home. The Home page can be renamed
to whatever you like; the name for this site's Home has been changed to Welcome. Changing the order
of pages in the list will also change the order in which they're displayed in the navigation.

Asia

The Americas

Europe

Pages | Add Page v Page Name

| Welcomel| |

Page Layout:
S

Tall Header

Pages

#

Welcome!

Asia

Vietnam

Tibet

il

China
The Americas

Europe

Tip: Drag pages up/down to reorder and
left/right to create subpages.

You're also able to create subpages of other pages. You can do this by
dragging a page or pages underneath and to the right of another page.

These subpages appear in a drop-down menu when you scroll over the page
to which you connected them.

To edit the content of a page just click on its link from the navigation menu or

go to the Pages tab, select the page from the list and click the Edit Page
button.
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Start a New Blog

(Available only in Pro)

Your site doesn't need to have a blog and you can skip this page if you don't want to have one.
To create a blog, go to the Pages tab of the editor, click Add Page and select the Blog Page option.

This will add the blog to your list of pages.

PageS Add Page v ‘ Pages A;d?ge | Page Name

Blog

=n Welcome! #
We || Standard Page Page Layout:
Asia _
( [
_/‘ Blog Page Japan
Vietnam
S
|] External Link Tibet Tall Header
: China
Tibet <@* Hide page in navigation menu
The Americas ar d h
China assword protect this page
Europe
The Americas
Europe
Tip: Drag pages up/down to reorder and Copy Page Delete Page

left/right to create subpages.

Give the blog a name (if you want to call it something other than "Blog") and then click Save & Edit to
start adding content.

Page Name

Travel Journal R

Page Layout:
_—

Tall Header Short Header No Header

@* Hide page in navigation menu

B Password protect this page

Advanced Settings +

Skl | e —
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A new blog starts with a sidebar with some 79 | commens | Biog Setings

default content that you can easily change, and Author

also gives you the option to add a New Post. i ko e
need to be fancy, just
Archives
No Archives
Categories
Al
EIRSS Feed

To create a new post for your blog, use that New
Post button.

Comments | | Blog Settings

Your blog post has a title and a content area. The
title should generally be short - no more than a
sentence long or so. The content area includes a
basic paragraph element which you can either edit
or delete.

[Publish tive | Cancel Post

No tags created

Adding content to a blog post works the same way
as adding content to a regular page - just drag

elements into the post and edit them to add
content.

Post title

Qg14/2013 [l 0.Comments
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Post Settings

e —|
Sharing
Comments
Once you've added your content you can categorize the post - these categories | Open :|
will appear on your sidebar, making it easier for visitors to find posts that cover ' Categories Adgr_‘
specific topics. Categories can be whatever you like and it isn't necessary to Ctes| || Add | \

use them. If you do use them, we'd recommend having no more than twelve =

|| Rivers

different categories on your entire blog.

When you're done you can Publish the post to your live site (which will make it instantly available for
visitors) or Save to Drafts to edit / publish it later.

Save to Drafts VRSNt e

If you save the post as a draft, it'll be accessible to you through a drafts area at the top of the blog page
from within the editor (along with any other drafts you've saved). Just click the link to the post from this
drafts area to edit it further and Save / Publish.

Every new post you Publish will appear at the very top of the page, pushing older posts further down.
After you've added seven or eight posts to the page, older posts will be moved off the main page to still
accessible archive pages.

Drafts (1) ' Comments Blog Settings

Urban Hiking in London

18



The Beginner's Guide to Weebly—Part 3

How to Switch Themes

As we saw on the first page of this guide, the very first step in creating a site is selecting a theme for that
site. But that doesn't mean you're stuck with theme you selected. You can change your theme by going
to the Design tab and selecting Change Theme.

W PrO v BUILD DESIGN PAGES SETTINGS ®

DESIGN OPTIONS

Tom's\{{ravel Photography

/ Asia |/

Change Theme
The Americas / Europe

Change Fonts

Search Box %

Social Icons

Phone Number

There are over a hundred themes to choose from and many of the individual themes include a variety of
color choices that impact the look of different parts of that theme.

19



When you scroll over a theme you're given the option to Preview it.

Website Title.

Website 1

o SERVICES AROUT US CONTACT Us "oo

Welcome to our site!

A little about us Our Services Alittle about u

wa Wit of Labore ot

Cantant e

Previewing it shows exactly how your own pictures and content would appear in this new theme. If you
like the theme you can Choose it, if you don't you can Cancel and look through some of the other
themes. You can sort the themes by categories and popularity, if you'd prefer not to scroll through all of
them.

Sort By
Popular
Newest
Recently Used

« AllColors

Bold Corporate
Fun Large Image

Minimalist Simple

Sleek Unique

« AllStyles

20



Edit Theme Fonts

Each Weebly theme has default fonts for the Site Title, Paragraph Titles, Paragraph Text and Links. You
can change these fonts using the Change Fonts area found under the Design tab.

W PrO v BUILD DESIGN PAGES SETTINGS ©)

DESIGN OPTIONS

T Tom's Travel Photogi

Change Fonts / Asia |/ TheAmericas / Europe

Search Box %

Social Icons

Phone Number

Site & Paragraph Titles

< CHANGE FONT

Tom's Travel Photography
QUiCksond / Asia | TheAmericas / Europe

Size - 44

Weight Regular

Color

The Site Title is the Title that appears (or may not appear if you delete it) at the top of every page of
your site.

The Paragraph Titles can be added to a page via the Title element:
e Select a new Font Face from the drop-down menu. Select a new Font Size.
e Change the weight of the font to make it heavier / thicker or lighter / skinnier.

e Change the Font Color by clicking the color box. You can select another color here or even enter
a specific HTML color code.
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Paragraph Text

PARAGRAPH TEXT

Quicksand

Size 16

Weight Regular Hey there! My name’s Tom and I'm travelling the world with little more
than my camera, Macbook, a bicycle, a few changes of clothes and @
Color trusty towel in case | find myself in trouble (a Hitchhiker's Guide to the
Galaxy reference there, for anyone who hasn't had the joy of reading
Line Height it). I've lusted to wander since | was a little boy in Pennsylvania and
now !'ll be documenting my journeys to and through every country in
the world.

The paragraph text is all the regular text on your site. Select a different Font Face from the drop-

down menu.

e Select a new Font Size.

e Change the weight of the font to make it heavier / thicker or lighter / skinnier.

e Change the Font Color by clicking the color box. You can select another color or even enter a
specific HTML color code.

e Select a different Line Height. This adjusts the amount of white space between each sentence in
a paragraph.

Links

< CHANGE FONT

LINKS Links connect people to other pages on your site, pages on other sites,
email addresses and files that they may want to download.
Link Color

Visited Color 0 Change the color of an unclicked Link
Rl Change the Visited color (this color indicates to the site visitor that
they've already looked at that link).

Change the Hover color. This is the color given to the link when you
hover the mouse over it.

If you ever want to switch back to the default fonts for a section, just
use the Reset link found within each section.
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Edit the Header

Tom's Travel Photography fvin =

| Asia / TheAmericas / Europe Add text Q

1

Use the original image

Favorites Imags URL

Drag photo here

Upload a photo from your computer

23

All of the themes include a
header image at the top of
each page. As it's doubtful
you'll want to use this default
image on any of your pages,
we've made this header very
simple to edit and change. To
get started, scroll over the
header image and click the
Edit Image button:

This will prompt you to either
Add an Image or Use the
Original Image. Choose to
Add Image.

This will open up a dialog box
that allows you to upload an
image from your own
computer or to search for an
image from our stock photo
database.



Once you upload or find an image, you'll be able to edit that image. (This particular image is taller than
the banner area.)

SLIDESHOW Header size: 960px x 348px Revert to original

But header images can be re-sized using the little bubbles at each corner and side of the image.

And an image can be dragged to better fit the header by clicking anywhere on it and dragging it.

24



Use the provided tools at the top of the page to edit and add text / effects to the image as needed.

e T B O W k] Xy

Add Image Add Text

Crop Rotate Opacity Fade Effects

When you're happy with an image, select the Save button to ) ‘

Save it. You can use the arrow to the right of the Save \
button to choose whether to save the image to every page of

the site, just this page or to select only certain pages to save Seve 1o sl pages

it to. In that way you can have different headers on different
pages if you want.

Save to selected pages...
And here's how the page looks with the Saved image. _

Tom's Travel Photography £»/in/ =

/ Asia / TheAmericas / Europe

Save to this page only J

Add text ' Q

Hey there! My noame's Tom and I'm travelling the world with little more
than my camera, Macbook, a bicycle, o few chonges of clothes and o
trusiy towel In case | find myself in trouble (o Hitchhiker's Guide {o the
Galoxy reference there, for anyone who hasn’t had the joy of reading

Keep in mind that multiple images can be added to the same header just by Editing the header and
clicking the Add Image button in the upper left.
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The Beginner's Guide to Weebly—Part 4

Upload a Gallery of Images

The gallery element enables you to upload photos in bulk, which are arranged in a click-to-see-a-larger-
version grid format that you can control.

Drag the Photo Gallery element (found under Multimedia) to a page to get started.

Then click the Upload Images button that appears in the element.

26



And either drag images into the box or click the big green Upload Photos button.

Drag gallery photos here

Upload gallery photos from your computer

This will let you select images from your computer to upload. You can select multiple images by holding
the CTRL key on a PC or the Command key on a Mac. If you have trouble uploading images, we'd
recommend limiting the number of images you upload to no more than 25 at a time. You can always add

more later.

(<> = 0 m) (@) @ esiaop

FAVORITES
(] Dropbox
1 All My Files
#\ Applications
’:‘!n!ua‘“- D
%) Documents
€) Downloads
© Movies
JJ Music
Pictures

SHARED

.1 admin’s MacBook Pro
. brn001ba991fea2
[ cameras

485838_10150973
775080...28_n.jpg

857102_10151556
014995...54_0.ipg

858389_10151556 859939_10151556 882923_10151556
014395...36_0.jpg 013810...38_0.jpg 014080...30_0.jpg

¢ (Q )
il

823405_10151556 830314_10151556
014360...09_o.jpg 013800...37_0.jpg
- | i
857160_10151556 857473_10151556
015115...82_o.jpg 014455...46_0.jpg
_—
1
|

B

Cancel = | Open |

Give the photos a few minutes to upload and then you'll see your gallery on the page.
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Each image in the gallery automatically links to a larger version of the image. You can also link an image
elsewhere (another site or page) if you like or add a caption that will appear on the enlarged version of
an image. Click on the gallery to see these options.

28



Click on thumbnails and drag them around to rearrange images within the gallery.

The gallery's toolbox enables you to make additional changes.
| GALLERY v _
Spacing

Advanced

Add Images

Add Images (there's no limit, but we recommend uploading no more than 200 images to one gallery).
Determine the number of columns you want. The default is 3, but you can use from 2 to 6.
Select the amount of Spacing to place between each image.

29



And with Advanced, choose if you want a border around each thumbnail or not. And select if you want to crop the thumbnails to either squares
or rectangles. This cropping has no impact on the enlarged images; it only changes the look of the thumbnails to make the gallery look more
uniform.
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http://kb.weebly.com/uploads/4/5/0/0/4500922/2038508_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/5801661_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/2874023_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/9394558_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/7247291_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/7439959_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/1040491_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/4552714_orig.jpg
http://kb.weebly.com/uploads/4/5/0/0/4500922/9197445_orig.jpg

Create an Image Slideshow

Our slideshow element (available under the "Multimedia" category of elements) enables you to show
off your photos with style. To add a slideshow, drag the element to a page on your site.

This will open the Choose a Slideshow Style dialog box where you can select which style of slideshow
you want. This can always be changed later (we even provide more options later), so don't spend too
much time worrying about which one you want. Let's select Thumbnails on Bottom for this example.

Choose a Slideshow Style
—
L Ta 1T Tal7 s

Simple Slideshow Numbers on Bottom

|

Thumbnails on Top Thumbnails on Right Double Thumbnails

333993559
333993953

Additional slideshow styles and settings are available later. m
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You'll now be prompted to upload photos. Hit the big Upload Photos button or just drag some photos
into the box to get started.

Manage Slideshow Photos

Drag photos here

Upload photos from your computer

Upload multiple images at a time by holding the Ctrl (PC) or ¥ (Mac) Key

Then select the photos you want to upload. You can always delete photos / upload more later.

[ <> J = |m| e ][ = vJ | [0 Travel Photos 2 (Q
FAVORITES ’ ; - 1 g | v
("] Dropbox ‘ ‘ [ | =
L1 All My Files —
2 #\ Applications 477985_10151041 551214_10150785 778693_10151504
180655...48_0.jpg 691130...68_n.j 942235...25 0.ipg
[.] Desktop .0 _n.jpg o
[ Documents -~ — .,..
© Downloads . .55 ]
Movies
778873_10151504 798414_10151504 812699_10151504
J3 Music 942870...86_0.jpa 942215...18748 0 943215...85_0.jpg
Pictures
B A
L1 admin’s MacBook Pro L L n=
& brn001ba991fea2 841182 10151504 P1016798.jpg Picture of Tom.jpg
@ cameras 942590...05_0.jpg
Cancel | [-Gpen)
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Depending on how many photos you selected, it may take them a few minutes to upload. Once they're

uploaded, you'll see them all on the photo management screen.

Manage Slideshow Photos

Drag to reorder photos. Click the bubble icons to add captions.

You can drag photos to re-order them, click the "x" next to each to delete them and click the "bubble"
icon to add a caption that'll appear along with the photo in the slideshow. When you're ready to move

on, click Save and you'll see the slideshow as part of the page.

Drag to reorder photos. Click the bubble icons to add captions.

% CO W WO

- o -
U AT

Hanging out in Tokyo

1

Caption will appear under the full-sized image.

Save Cancel

_
-

5
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\ A NAavR |\

«[za]*sLiDESHOW v

Navigation
Speed
Add / Edit Photos

Spacing
Caption

Advanced

Click on the slideshow to open its toolbox and make changes.

e Use the Add / Edit Photos button to bring up the Manage Photos dialog box we saw earlier.

e Use Transition Style to switch between five different photo transitions.

e Use Navigation to select whether you want to use Thumbnails, Numbers or no navigation at all.

o Use Speed to determine how fast the slideshow should play.

e Use Spacing the tweak the amount of space around the image.

e Use Caption to determine if any text captions should appear at the top or bottom of each
image.

e With the Advanced option, set Autoplay to On or Off (it's on by default) and determine if you
want the slideshow to always play in order or start from a random point every time the show is
loaded.

Note that the slideshow will automatically expand to the width of the page or column in which you've
placed it.
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The Beginner's Guide to Weebly—Part 5

Both free and pro users can upload and link to pretty much any kind of document (allowing site visitors
to download it) or embed a document so it is directly visible on a page. Here's how to do both.

Link to a Document (or Other File)

You can create a link to a document either by highlighting the text you want to link or clicking on an
image then selecting the appropriate link option for either.

If you're linking text, it'll look like this:

You can create a link just by typing text and selecting it.

Download this cool map of Golden Gate Park in San Francisco.

If you're linking an image, it'll look like this:

2 IMAGE v
Lightbox °on
Link
Edit Image

Spacing
Caption

Advanced
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Either option will open a link dialog box from where you'll need to select the File tab on the left
and then click the Upload a File button.

Li n k to: Remove link &

Website URL Open link in new window

Page on Your Website

Welcome!

File on Your Website
build-it-for-me-title.jpg (57kb) ~ Bor upload a file

Email Address

And then select the file you want to upload from your computer.

(«/>](s2/= | m§C( @ v || & Deskiop IS I
FAVORITES
(] Dropbox
L All My Files
#/\ Applications
[ Documents
) Downloads
{1 Movies s ovas e ¥
73 Music golden-gate-park-map.pdf
(€} Pictures
SHARED Name Date Modified 5
k=l Casey's MacBook Pro = Screen_Shot_2013-06-10_at_1.09.35_PM.png  Today 1:10 PM 13
L1 couyon L Screen Shot 2013-06-10 at 1.09.35 PM Today 1:09 PM 13
Q Drew Richards’s i... == Screen_Shot_2013-06-10_at_1.07.21_PM.png Today 1:08 PM 36
Cancel | ;OJ?SL |
L JPETD7KOY oruproanaTre m

Then you're all done. The link will be live and clickable on your published site and your visitors
will be able to download the file directly to their own computers.
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Embed a Document to a Page

You can also add a PDF, Word file, or other document directly to a page using our Embedded
Document element (which is provided by Scribd). We do not recommend the use of this
element; linking to the documents as described above is a much better way to provide access
to them.

Drag the element to a page (you can find it under the Multimedia section of Elements):

Click the indicated area of the element and the select the Upload New File option from the
toolbar.

- c—
ST B

e [*' pocumenr v

Upload new File

Scribd.  «< share <) Embed 1 o1
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Then select the file you want to upload from your computer.

I <|> (3= o8 = - [ & Deskop 3 Q I

FAVORITES
..l Dropbox
L) All My Files
#\ Applications

[ Documents
€ Downloads
-1 Movies
J3 Music
(&) Pictures
SHARED
.~ brn001ba991fea2
Ll Casey's MacBook Pro

L\ Couyon - _§iz_e_ fl_l:\d

Today 1:17 PM 82 KB Portab...image

&3 3

Drew Richards's i... Today 117 PM 82 K8
& Front TV-R Today 1:14 PM 554 KB
Ll george’s MacBook... PM.png Today 1:10 PM 135 K8 Portab...image
1 Justin Uyemura’s ... i 35 PM Today 1:09 PM 135K8  Portab...image
= il . n Today 1:08 PM 361KB  Portab...image
Lo AL EmEN £ maa amcana S

Cancel Open
— . B . o o —

Give the file a little time to upload and you're all done!
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The Beginner's Guide to Weebly—Part 6

How Do | Save My Site?

All of your work is saved as you go, so there is no need to do anything special to save your site. Itis
saved for you automatically. You can just close out of the editor and come back when you're ready -- all
of the work you previously created will be there waiting for you.

There is one exception where this is not true and that is if you're working on a blog post. To save a blog
post to work on later (before Publishing it), be sure to click the Save to Draft button at the top of the
post.

Publish a Site

When you're ready, you can get your site out on the internet by publishing it. You can do this at any
point, and you can always add more content to the site later and publish it again. To publish a site, click
the orange Publish button in the upper right corner of the editor.

Photography t) () i) ee

e / Store / ReachOut / Journal Q

Go West Young Man

I'm riding my bicycle to every country in the world; sharing my
adventures in both words and pictures as | go.

CHECK OUT MY LATEST PHOTOS!
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This will bring up a verification box, letting you know your site has been Published.

Website Published!

[ http://tomstravels.weebly.com @]

Register a domain name for your website:

f Share on Facebook

You can click the Published address to view your site, use the Facebook and Twitter buttons to link your
friends and followers at either provider to your site, and click the "x" in the corner of the box to close
the box and continue editing your site.

How Do | Edit My Site After | Publish It?

To edit your site after you first publish it, just log in through weebly.com (or through the Log In button
on the upper right of this page), make your changes in the editor and publish the site again. Any
changes you've made to the site will immediately appear on the live site after you press the Publish
button.

Note that if you do not see the changes you've made after you publish the site, it's probably because
your browser is displaying an older version of the page from its cache. Just reload the page using your
browser's reload/refresh button to bring up the newest version of your site.

40



Invite Other People to Edit Your Site w/ the Editors Tab

The Editors tab enables you to invite any number of other people to help you edit an individual site.
Under the Settings tab you'll find a section called Editors. Selecting the Editors section brings up a page
where you invite / give other people permission to edit the site. Click the Add Editors button to get
started.

BUILD DESIGN PAGES SETTINGS @
Editors
General
SEO
dito re other people yol lowe Jit tt L
Ecommerce
Email Role Last Login

Mobile

-—* Editors

Archive/Un-publish

You haven't added any editors to this site. Click here to add someone.

This brings up the Add Editors toolbox.

Add Editors Enter the email addresses of the people you'd like to
invite. If more than one, separate the addresses by a
Enter emails (separate emails using a comma)

comma. You can invite more people later, so you don't
have to invite everyone in this one go.

Administrator

Access granted to edit all pages and settings of this website.

Author 5o Enter emails (seperate emails using a comma)

Access granted to edit only the pages you select.

amelia.pond@lupinefiims.org, river.song@weebly.com

Dashboard Only Access .

Access limited to site dashboard for reviewing stats or managing comments.

Enter message to be included in the email invitation (optional)
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If you have Pro Service, then you can assign Roles to invitees. These Roles limit which parts of the site
each person is able to edit. Let's take a look at the different Roles.

An Administrator can edit all pages and access all stats, form entries and blog comments for this one
site (but obviously has no access to any of your other sites unless you invite them to edit those other

Role

sites, too). Note that free users can only invite Administrators -- the other Roles are accessible just to

Administrator
(0}

Access granted to edit all pages and settings of this website.
Pro Users.

An Author can be limited so that they can only edit specific pages. You can allow them to edit all pages,
just one of the pages or any number of pages in-between. Just check the box next to each page you'd

like to allow them to edit. You can also disable their ability to publish the site themselves so that you can
look things over before their changes are published.

Author ~Y
e uthor

Access granted to edit only the pages you select.
Allow access to edit:

O All pages

@ Selected pages

Select: All | None
() Films
# Crew
() Chris Ewald
# Richerd Something b
(71 GM Sukara :

() Disable access to publish changes to live site
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http://kb.weebly.com/faq-pro.html

Dashboard-Only invitees cannot edit the site, but can instead only view the stats, form entries and blog
posts associated with it. You can even disable their access to any of this information.

Dashboard Only Access -/
Access limited to site dashboard for reviewing stats or managing comments.

(O}

() Disable access to view website stats
() Disable access to manage form entries

¥ Disable access to manage blog comments

Enter a message of some kind to be included in the email invitation (unless you don't care to do so) and
then click Add Editors.

Enter message to be included in the email invitation (optional)

Thanks for helping me edit the site!

Your invitees will receive an email that includes a link that they'll need to click in order to access your

site.

') weebly
Malcolm Reynolds has invited you to edit www.brookesbakery.com with
Weebly.

Message from Malcolm Reynolds:

"Thanks for helping out with the site!'
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Once they click that link, they'll see your site as part of a separate list from their own sites (even if they
don't have any of their own sites) within their account with us. They'll then be able to access / edit the
site based on the Role you've assigned them.

My Sites

SITES | OWN

Brooke's Bakery ) | stats || More- |

brookebakery.weebly.com

SITES | CONTRIBUTE TO

Dog Walking SF 3 s || vore- |

dogwalkingsf.weebly.com | Owner: dan+danwdemo@weebly.com

All the people you invite are placed on a list under the same Editors section found under Settings. You
can change their Role or completely remove their access at any time via this list.

Editors are other people you've allowed to edig this website, Add Editors
e e s togn 19 ]
river.song@weeby.com Administrator ;'ﬂl Emailed. Invitation not accepted yet. \- hm m;n‘
the.doctor@weebly.com Author Edit Emailed. Invitation not accepted yet. u-m- Aan: |
rsomething@lupinefilms.org Administrator | Edit | Emailed. Invitation not accepted yet. Remove Access

d@weebly.com Author _Edit | | Emailed. Invi not accepted yet. Remove Access ';
saultigh@weebly.com Administrator Vn.ﬂl | Emalled. Invitation not accepted yet. "lmve Aam -\
william.adama@weebly.com Dashboard Only | nﬂ_l Emailed. Invitation not pted yet. lcmmieu_ |
veronica.mars@lupinefilms.org Dashboard Only jf_t' ! Emailed. Invitation not accepted yet. L.o:o: ﬂ !
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How to Unpublish a Site

If you've Published a site and want to reverse that, you can very easily take the site down by
unpublishing it. Go to the Settings tab in the editor.

Title Text

1t wasareallys
iy ‘; o - Title Text
theough the we it o of P g

Paragraph Paragraph Picture Title

with Title  with Picture

Select the Archive / Un-publish section. And then click Un-publish Site.

Edit Site Settings Close X

_| General Settings
_| Search Engine Optimization (SEO)
_| Ecommerce Settings

__| Mobile Settings

Archive %) Download your site as a .zip archive.

Un-Publish @ un-Publish Site.

A dialog box will ask you to confirm you want to do this -- after you confirm, the site will be
unpublished. If you want to Publish it again, just click the Publish button as usual.
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