
 

Step 1: Create 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 Title, Paragraph, Paragraph w/ Title (a paragraph element 
with a Title area at the top) and Paragraph with Picture (a paragraph element that 
includes the option to upload an image alongside the text).   

 
Once you add text to an element, you can edit is using the text toolbar.   

 
You can highlight the text you want to change and Bold, Italicize or Underline it.  You 

can also change the color of the text or make it bigger or smaller.  Plus, if you've pasted 
text into the element and it's giving you fits, you can strip the outside formatting using 
the "Tx" button - this will conform the pasted text to the default text options on your 
site.  



 
You can use the chain link icon to turn any highlighted text into a link, or to align the 
entire text of the element to the left, center, right or to have it fully align with each side 
(left-alignment is the default and is standard for most text).  

 
You can use the list options to create ordered and unordered lists: 

 

1. Here is an ordered list. 
2. It has numbers.  
3. Pretty nice, huh? 

 

 Here is an unordered list.   
 It uses bullets.  

 
And use the undo / redo buttons to undo and redo changes made in the element.   
 
 

Step 2: Alter the Layout of a Page with the 2 Column 
Element 

By default, the content area of a page allows you only to stack elements one on top of 
another.   No matter how many times you try to drag an element alongside another 
element, it will always end up above or below that element.   This works great, unless 



you want to line up some of your elements side-by-side in multiple columns.  That's 
where the Two Column Layout comes in.  
The Two Column Layout Element works like any other element: just drag it to a page.  It 
will stack above or beneath any other elements you've already placed on that page and 
is quite literally made up of two empty columns separated by a blue bar (note that this 
blue bar only shows in the editor and is not part of the published site).  
 
To learn more, watch the video or continue reading below.  
To get started, just drag the Two Column Layout element to a page.  

 
This blue bar can be clicked and dragged to the right or left to increase / decrease the 
size of a column.  Note that this bar does not appear on your published site, so your 
beautiful content will not be marred by a blue bar running down the middle.   

 
Adding content to one of the columns is as simple as dragging that content into the 
column.   



 
Moving an element is as simple clicking and then dragging on the blue bar at the top of 
the element. 

 
I've placed each of the images in the sample above into its own column.  

 
A column can contain more than just one element - you can put as many elements as 
you like in each column - so I've placed a title element above each of these pictures.  
You can drag content straight down from the element toolbar and into a column. 



 
You can have multiple two column layouts on a page and can even  place two column 
elements inside of other two column elements.  Give it a try! 
 

Step 3: Upload an Image 

To upload a single image, use our Picture element.  This element can be found under the 
Basic tab.  Drag it to a page to get started.  

 
Then click the Sample Image to open the Image Toolbar, and click Change Image to 
search your computer for the image you'd like to upload (or to select an image from 
Flickr).  The image should take no more than a minute to upload. 



 
The image will post to the page in a fairly small size, but you can make the image larger 
or smaller using the re-size box in the lower-right corner of the image.  Re-sizing an 
image will not impact its quality.  

 
You can click an uploaded image to edit it.  Use the options in the upper right to turn the 
image into a link or to add a caption. 



 
And use the toolbar to select whether you want a border, what color you'd like that 
border to be, where you'd like the image positioned within the element, add a caption 
(you can also drag the image to position it), and use Advanced to alter the margins of 
the image and set Alt-Text if needed.  

 

 
Step 4: Create an Image Slideshow 

Our slideshow element (available under the "Multimedia" category of elements) enables 
you to show off your photos with style.  Learn how to use it in less than three minutes 
by following along with the short video below or by reading the illustrated instructions 
that follow.  
To add a slidehow, just 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.  



 
You'll now be prompted to upload photos.  Hit the big Upload Photos button to get 
started. 

 



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

 
Depending on how many photos you selected, it may take them a few minutes to 
upload.  Once they're done uploading you'll see them all on the photo management 
screen. 



 
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 new see the slideshow as part of 
the page.   



 
You can now use the slideshow toolbar to make changes.   



 

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

 Use Nav Style to select whether you want to use Thumbnails, Numbers or 
neither.  

 Use Nav Location to place the Nav Bar at the Bottom, Top, Left or Right of the 
slideshow.  

 Select Fade or Slide for the Transition Style.  This determines how the show 
moves from one image to the next.  

 Turn Autoplay Off / On for the show.  If it's on, then the slideshow will 
immediately start playing when a visitor opens the page.  

 And with the Advanced option, set the speed of the show (how long each image 
is shown), whether you want the Captions (if you have any) on the top or bottom 
and what you'd like the Aspect Ratio to be (16:9, 4:3, or 3:2).  The system is very 
good about determining this automatically, though.   

Note that the slideshow will automatically expand to the width of the page or column in 
which you've placed it.   
 
Check out the slideshow below to see how it usually works.  This slideshow has the 
navigation and captions set to the bottom of the show and auto-play is turned off.  

  



 
This is my fantastic slideshow. 



 



 



 



 



 
 



  
 

 
  

  

 
 

 

Step 5: 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.  



 
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 your buik uploading to around 25 
pics at a time. You can always add more later.  



 
Give the photos a few minutes to upload and then you'll see your gallery on the page. 



 
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.  Just click on the gallery to see these 
options.   



 
And you can use the gallery toolbar to make changes to the gallery. 

 

 Upload More Images (there is no real limit, but we'd recommend keeping no 
more than 300 images in a single gallery). 

 Determine the number of columns you want.  The default is 3, but you can have 
from 2 to 6.  

 Select the amount of spacing to place between each image.  
 Choose if you want a border around each thumbnail or not.  
 And select if you want to crop the thubnmails to either squares or rectangles to 

make the layout more uniform.  

Check out the gallery below to see how it works.  This is a three column gallery with 
thumbnails that have been cropped to squares.  

 

http://kb.weebly.com/uploads/4/5/0/0/4500922/6543264_orig.jpeg


 

 

 

http://kb.weebly.com/uploads/4/5/0/0/4500922/5200113_orig.jpeg
http://kb.weebly.com/uploads/4/5/0/0/4500922/5648770_orig.jpeg
http://kb.weebly.com/uploads/4/5/0/0/4500922/4532563_orig.jpeg


 

 

 

http://kb.weebly.com/uploads/4/5/0/0/4500922/7326829_orig.jpeg
http://kb.weebly.com/uploads/4/5/0/0/4500922/9612349_orig.jpeg
http://kb.weebly.com/uploads/4/5/0/0/4500922/3052551_orig.jpeg


 

 

http://kb.weebly.com/uploads/4/5/0/0/4500922/3251762_orig.jpeg
http://kb.weebly.com/uploads/4/5/0/0/4500922/1951829_orig.jpeg

