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People.ua.edu

Read Me First

Training and Support Resources

You can locate and print the most recent version of this manual at our People.ua.edu website,
http://people.ua.edu. The core of People.ua.edu is powered by Weebly. You can find their training and videos at
http://help.weebly.com/. When referring to their site, you will see references made to both Free and Pro Service
accounts. UA has purchased the Pro Service accounts for all our faculty members. However, not all features
shown on their support site are available to faculty. The ‘Revenue’ feature may not be used without written
permission by University Relations.

Your site will come preloaded with the UA template. Some of the images in this guide are not UA images.
Weebly does a great job at explaining their product so we chose to use most of their online guide as-is with a
few modifications.

UA World Wide Web Policy for Unofficial Websites
3.0 — Unofficial University Web Sites

1. Unofficial University Web Sites are defined as Web sites or Web pages created by University of
Alabama entities including, but not limited to, individual University employees, faculty, staff,
students, and student organizations to represent individuals, groups, or organizations.

2. All Unofficial University Web Sites must carry the following disclaimer or similar: "The views,
opinions, and conclusions expressed in this page are those of the author or organization and not
necessarily those of The University of Alabama or its officers and trustees. The content of this page
has not been reviewed or approved by the University of Alabama, and the author or organization is
solely responsible for its content." We have added this statement via a link in your site footer.

3. The University of Alabama will not undertake to pre-approve or review the content of Unofficial
University Web Sites. However, any pages discovered in violation of this Policy are subject to
immediate removal from University of Alabama Web servers.

4. Unofficial University Web Sites may not be used for commercial purposes or for personal financial
gain or benefit. The University of Alabama is not responsible for any liability resulting from any such
activities prior to their discovery and appropriate remedy.


http://people.ua.edu/
http://people.ua.edu/
http://help.weebly.com/

UA Logos, Watermarks, and Web Guidelines
UA’s Strategic Communications office provides guidelines and recommendations to ensure your site projects the
appropriate UA image. Visit their site at http://strategiccommunications.ua.edu/.

ADA Compliance
All websites should comply with the Americans with Disabilities Act. What that means for you?
If you use good organization methods when constructing your website, chances are the site will be accessible.

e Titles — only use the title element for true titles. If you want text to be larger and bold, then use the
appropriate methods in the toolbar (increase font size with the + key, use the B icon for bold).

e Alignment — Use the left, center, or right alignment rather than adding in extra spaces or tabs.

e PDF files uploaded — make sure that all PDFs are run through the OCR feature in Adobe Acrobat or some
other software. The purpose is to make sure the text appears as text and not an image. OCR will scan an
image and extract the text.

e Photos- Add alt text with every photo:

o Add a description if the photo is required for the understanding of information OR

o Add two quotes (“ “) if the photo is decorative only.
Do not embed text in a photo without adding the full text within the alt text. Text embedded in an
image is unreadable by screen readers.

e Video — Should be captioned. If not captioned, provide a transcript.

e Audio —Should have a written transcript.

e Avoid Flash files. They do not translate well with screen readers.

Visit the Technology Accessibility website at http://accessibility.ua.edu to find helpful resources.
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Login and Security
Use the Right Web Browser

We recommend, for best performance, using Chrome or Firefox.

Password Setting

Password security is absolutely critical, because you are responsible for the content of your site should your
password be discovered or stolen. We strongly recommend including different cases of letters, numbers,
symbols (%S@, etc.) while avoiding the use of dictionary words. Do not share passwords or accounts.

Computer Security

Do not leave your computer unlocked while you are away from your desk.

Remember to set strong passwords for your computer, not just your people.ua.edu site. OIT offers good
information about protecting your computer and selecting passwords.

e Passwords: http://oit.ua.edu/wp-content/uploads/2011/10/PasswordPostcard.pdf
e Protect your computer: http://oit.ua.edu/security/cyber-safety/protect-your-computer

Do not allow your web browser to save your passwords on any site. If the passwords are saved, it raises the risk

of someone being able to hack into your computer and information.

For more information, visit OIT's Cyber Safety page at http:/oit.ua.edu/security/cyber-safety.

Public URL

Every site must also have an address (like www.ua.edu for example) so that your visitors can find it. Your site has

been predetermined as follows:

www.Bama-user-id.people.ua.edu — ex. www.jsmith.people.ua.edu. This is the address your visitors will use to

access the site.

Editors URL
To edit the site, go to http://uofa.weeblycloud.com/portal
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A Beginner’s Guide — The Basic Steps

Elements are the building blocks of a site. All of your text, pictures, videos and other great content (aside from a
few exceptions like header images, which we’ll cover later) are added via elements. Let’s take a look at some of
these elements to get the hang of how they work.

There are two main elements for adding text to your site:
o Title: Used for adding titles to a page.
e Text: Used for adding regular text to a page.

T Using Titles and Text elements properly is
o< s el b o o VERY important for accessibility reasons.
e Within People.ua.edu, the "Title" element
is used for headings. Screen Reader users
skim the page to get an overall impression
of a page's content and can jump from
heading to heading. Users can hear an
outline of the page's main ideas, then
backtrack to read the parts they are most
interested in. The main drawback to this
technique is that too many pages lack
titles. Without headings, this method of
skimming through content is completely
useless.

BUTTON TEXT

Authors should organize content with
headings (titles). To the extent possible,
the headings should represent an accurate
outline of the content.




Adding an element to a site is as simple as clicking on that element and dragging it to the content area of a page.

CLICK TO ADD HEADLINE

(X 1o 01 Wacrichon Loreem ips.m dokr S€ 6, Coacan.s
o

BUTTON TEXT

ALABAMA

The text element is exactly what it sounds like: an element for writing text. Click inside the element to start
writing. You can also add a title using the Title element. Remember to keep titles and text separate for
accessibility compliance.

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
since 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.

You may notice that one thing you cannot do is change the font family to a different style. That particular setting
is controlled elsewhere by the site administrator in the Center for Instructional Technology.

To add more text to the page we could continue writing in this same element, or drag on another paragraph



element.

Do not use text formatting, such as font size or bolding of text to give the visual appearance of headings - use
actual titles for all content headings. Assistive technologies and other browsers rely upon the literal markup of
the page to determine structure. Items that are bolded or display in a bigger font are not interpreted to be
structural elements.

Likewise, do not use titles to achieve visual results only. For instance, if you want to highlight or emphasize an
element within your content that is not a heading, do not use the title element to achieve the visual appearance
you want. Instead, change the text by making it bold, increasing the size slightly, or italicize it.



Adding Pictures

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

Clean Lines

‘Tall Header

Jor st amet, consecietuer

ing elit, sed dlam nonurmm,
veiulpat. Ut wist enim ad veriam, quis rostrud exerci
consequat Duis atem iure dolor 0 hendrent in
] ero e16s et accum=an et iusto odio dignissim qui blande praesent lupt
mpar cum 5ohta nobis eletand option coegue nihil imperct doming < Guod mazm
237 habeat clantatem neitam; st iscas begantis In Ik qui it sorum ctaritatem
ores legere the s quod i lepunt saepius. Cleriasit soupius. Clar tas

Click the Upload Image box to add a picture.

This opens 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.

Select images from: . / ®
: = L Joege UL

\/

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.
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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.

Be sure to add Alt Text!

Some notable controls:
e Lightbox: If turned on, any visitor who clicks the image will be shown a largerversion.
e Spacing: Makes minor adjustments to the amount of white space around the picture.
e Caption: Lets you add a basic text caption under the picture. Do not confuse this with ALT text.

° Advanced: Allows you to adjust (or turn off / on) the border around the picture AND add
alttext.
e Link: This option turns the image into a link. Links are covered later in this guide.

11



The "Edit Image" button opens up a simple image editor.

This editor provides some basic options for adding filters, adjusting basic settings and focus, adding text, and
cropping.

» )
=) ' & r
Filters Adjust Text

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

12



The Crop option places a box over the top of the picture. The Crop option places a box over the top of the
picture. You can click on the bubble in the top-left corner to adjust the box manually, or pick from a set of
predefined aspect ratios.

Once you've made changes click the arrow in the bottom left corner. 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.

13



Alternative Text (Alt Text)

Alternative text provides a textual alternative to non-text content in Web pages. It is especially helpful for
people who are blind and rely on a screen reader to have the content of the Website read to them. Alternative
text is also used by search engines such as Google to index your website.

Every image must have an alt attribute. While it only takes a few minutes (sometimes only a few seconds) to
add Alt text, it is a very important topic with no straightforward rules.

Enter Alt Text on an image using the Advanced menu as shown below.

T ST U AT ST T A ST R

Advanced
mage

Alternative text serves several functions:
e |tis read by screen readers in place of images allowing the content and function of the image to be
accessible to those with visual or certain cognitive disabilities.
e ltis displayed in place of the image in browsers if the image file is not loaded or when the user has
chosen not to view images.
e |t provides a semantic meaning and description to images which can be read by search engines or be
used to later determine the content of the image from page context alone.

The key principle is that computers and screen readers cannot analyze an image and determine what the image
presents. As developers, text must be provided to the user which presents the CONTENT and FUNCTION of the
images within your web content.

Alternative text can be presented in two ways:

e Within the alt attribute of the img element.

e Within the context or surroundings of the image itself.
This means that the alt attribute (sometimes called the alt tag, though technically this is incorrect) is not the only
mechanism for providing the content and function of the image. This information can also be provided in text
adjacent to the image or within the page containing the image. In some cases where the equivalent cannot be
presented succinctly, a link that references a separate page that contains the longer description can be
provided.

Decorative images do not present important content, are used for layout or non-informative purposes, and do
not appear within a link. In almost all cases, spacer and decorative images should have null alt text (alt="").

Please visit the link below to see examples and learn more about how to use Alt text so it is beneficial; not
annoying! Alt Text Techniques - http://webaim.org/techniques/alttext/

14
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Free Stock Photography

Awesome photos can make the difference between a site that's just a-ok and a site that is absolutely marvelous.
If you're a photographer or have a friend who is a photographer or know a guy who knows a guy who can get
you some sweet pictures, you're probably already set. But what if this doesn't describe you?

That's where Weebly's stock photo library comes in.

When you add a picture to your site using the basic Image element, you'll notice that one of the "Select Image"
options provided is called Search. That Search button enables you to search for stock photography.

/ Search for Images

Search for whatever you like, and you’ll see results matching the topic of your search. These photos are public
domain images from Flickr.

There are plenty of excellent photos in the free database of images. Just keep in mind that these free images can
ONLY be used on your website and that a small note will be made in your footer that references the
photographer who took the photo.

If you're not sure which image(s) you want to choose as you go through them, there's no need to make a
selection right this minute. You can mark any of the photos as favorites, which will sort them to your Favorites
section from where you can choose the ones you want to use at any point in the future.

15



Columns
Columns can be easily created! Simply drag elements next to each other right on the page. Doing so creates two
or three or four or however many columns you need.

Column widths snap to a grid

Adjust the width of a column by dragging the blue line that divides two columns. To help keep column widths
consistent between pages, a grid system makes all columns snap in place. If you want to break free of this grid,
just hold "Shift" while you drag the column divider line and you can drag it wherever you like.

A T
coumns: 2 IEAE B

be documenting my journeys to and through every country in the world.

——-d

Change the spacing between the columns by clicking on the column line.

Title

Columns

16



Move and Copy Columns
Simply click on one of the divider lines in a set of columns and the entire column becomes framed as a single

element. The move / copy controls appear in the top left corner.

Delete a Block of Columns

You can easily delete an entire block of columns with all the elements inside it. Just as you did for moving and
copying columns above, simply click on one of the divider lines in a set of columns and the entire column
becomes framed as a single element. Now look on the upper-right hand side of the frame. You will see a small X.
Click it to delete the column set.

17



Sections

The Section element gives you the ability to create engaging pages that will delight your visitors. You can drag
other elements into sections, customize the background, and change the height and position on the page.

Drag the Section element from the Build tab onto your page. The section will fill the full width of the page where
you place it, so choose a spot above or below other elements on the page. If you’re using a Splash page type,
you won'’t be able to add a section as this style of page is designed to display a limited amount of content with a
single background image.

Next, you'll want to add content to your section. Use the pre-made, customizable layouts to quickly start
building great-looking sections.

Choose Section Layout

‘ J :l t
or{click{intoltheldraggablelarealioladdlyourfownlelementslinsteady
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Click on any one of the layout styles to see a preview of how it will appear on your page. If you like what you
see, go ahead and save. You can then rearrange, add or remove any of the elements in the layout and customize
them with your own content.

Don’t see anything you like in the section layouts? No problem - you can add elements manually, too! Just click
outside of the layout panel to cancel and start dragging in the elements you want.

Cancel Choose Section Layout

i% Featured

RULE NUMBER ONE

Create Your Unique Visual Style and
Show it Off to the World

Each section on a page can have its own unique background color or image, and you can even add a video
background. Click on the section and then on Edit Background.

RULE NUMBER ONE

our Own Unique Visual S

Show it Off to the World

BE BRILLIANT

For image and video backgrounds, you can upload your own or choose one from our built-in galleries.
Background colors can be selected using the Hue slider or by entering the specific hex code for the color you
want.

19



Want to make a section taller or shorter? Click on it and drag the blue bar at the bottom up or down to adjust
the height, which will be displayed in pixels as you move the bar. If the tool tip says “Auto”, that means the
section can’t be made any shorter, so you'll need to remove some elements first.

Show it Off to the World

Drag up or down to resize

Featured Wo|

You can also change the vertical alignment of all elements in a section by clicking on Edit Background, and then
Advanced. Elements can be aligned to the top, middle, or bottom of a section.

Background

Color

Change Color

Need to move or copy a section to another page? Click on the section and then on Move. You can move a
section up or down in position on the same page, move it from one page
to another, or copy it to a different page or to the same page.

W Unigue Vis

20



Customize Your Backgrounds

Customizing the backgrounds on your pages is a simple way to add personal flair and make your site stand out.
You can add a different background to each section and header on your site, so your creative options are
practically unlimited.

Backgrounds fill the entire width of the page and can be an image, a video, or a solid color. You can use your
own files or choose from galleries of optimized, high-quality media. Image and video backgrounds can be further
customized with scrolling effects.

We'll look at how to use each type of background and provide some tips to help you make the most of your
images and videos.

LIGHTFAST DESIGN

Inspiration

About the Artist

Video Background
A video background will add dynamic visual appeal and make your site more engaging for visitors. A gallery of
videos is provided that are optimized and ready to use on your site, but you can use your own as well.

If you’re uploading your own video, be sure that it’s less than 1 GB in size and one of the following formats:
MOV, MP4, M4V, WMV. You'll want to use a good quality video that’s large enough to fill the width of your page
without distortion or pixilation. Most smartphones are capable of recording videos that will work well as
backgrounds, so you may already have what you need to create a great-looking video.
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Click on the section you want to add a video to, and then on Edit Background. Click on Video and then Add
Video. To use a video from the gallery, simply click it to set it as your background instantly. To upload your own,
click Upload Video and then choose the file to upload. Your video may take some time to finish uploading and
display on the page, but you can go ahead and work on other things in the editor while you wait.

Add Video

Click on Edit Background again to use a different video, see a preview of how it will play, or toggle the Loop
setting on or off. Scroll down to toggle the Reveal scroll effect on and off and set the vertical alignment for
content in the Advanced menu.

Background Background

Video

Scrolling Effe.

Advanced

22



Image Background

To use an image background, click Edit Background for the section you’re working with. Select Image, and click
Add Image. You can choose one from the gallery by clicking on the image thumbnail and then on the select
button. The images in the gallery can be filtered by theme using the menu at the upper right.

To add your own image, click Upload Image and choose the file you want from your computer.

Select Background Creative

L‘ = » All Backgrounds

Active
Business
City
Close-Ups
Creative
Uifestyle
Nature

Structures

Upload Image Cancel Select

Click on the section and then on Edit Background to bring up the settings. Here you can edit or replace the
current image and choose a scrolling effect for the background.

Like videos, images will also look the best when they’re high-quality and large enough to fit comfortably across
the width of your page. Again, most phones have a good built-in camera capable of taking photos that will look
great on your site. Wondering exactly what size the image needs to be? There really aren’t specific dimensions
for a background image, but a good rule of thumb is to choose an image roughly 2,000 pixels wide and at least
1,000 pixels high - that’s large enough to ensure your background will look good on all screen sizes and devices.

Solid Colored Background
A solid colored background is a great solution if you want to make a bold statement or showcase special content
on your page. Click the section you want to add a color to and then click Edit Background, then select Color.

Inspiration

Comes in man) , themes and
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Click the Change Color button to open the Color Picker. Drag the circle in the spectrum bar to the color you
want, and then drag the circle in the color gradient field below to fine tune the lightness and saturation of the
color. If you already know what color you want to use, you can simply type the hex code in the field below.

Color Picker

HUE /

o

What if the font colors you’ve chosen don’t stand out well against your new background color? You can select
the text and change the color using the A button on the text editing tool bar. You can pick one of the preset
color swatches or click the arrow below to open the color picker and customize it.

24



Create Pages and Arrange Navigation

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 +
(plus) sign.

Pages Theme

Theme 5 - Responsive
University of Alabama

You will see several options for adding pages, however, on three are applicable to UA websites:

1. Standard Page - This is the option you will use most often. Standard pages are the basis of your website.
2. Blog Page - Most sites only have one blog page.

3. External Page - This creates a link in your top navigation to an external website, such as ua.edu or your
college home page.

The remaining options are not used for UA:

e Category Page and Product page are used for sites that use the Store features (as in selling things).
e The Non-clickable menu is not accessible.

Pages

Standard Page
Blog Page

Category Page

Product Page

External Page

Mon-clickable Menu
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For now let's focus on creating Standard Pages. Selecting the Standard Page option adds a new page to your list.

Pages

Standard Page

Blog Page

External Page

Non-clickable Menu

Adding more pages is a matter of clicking the + (plus) sign and choosing Standard Page again (and again). As you
add (and name) each page, they'll automatically become part of the site's navigation bar.

ﬂ Theme 5 - Responsive

University Of Alabama Header No Header Splash Page News

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.

Pages

Home
Small header |

Landing Page
No header

Changing the order of pages in the list will also change the order in which they're displayed in the navigation.
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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. While this is possible, it does have some accessibility issues. It doesn’t mean you
can’t use subpages (also called drop-down menus), but it does mean you have make accommodation for those
that cannot access them. See the website for more details: http://people.ua.edu/drop-down-menus-and-

accessibility.

Home

Small header

Landing Page

Mo header % >

These subpages appear in a drop-down menu when you scroll over the main page.

Header No Header Splash Page

\)43 Theme 5 - Responsive

| University of Alabama
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Edit the Header Image

Scroll over the header image and click the Edit Image button.

‘Editimage  [f2)

Now you can Select a Background from a set of high quality stock images geared toward a variety of applications
(and you can sort by Category in the top right). Or you can Upload an Image of your own via the button in the
bottom left. Choosing this option opens up our standard image upload box.

Select Background All Backgrounds v

" A \y‘ ¥
Y L
[
oy TREGE
E: - e 3

Upload Image Cancel Select
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Once you upload or find an image, you'll be able to alter it. You can move the image up and down within the
header (it will already fit to the width of the page), zoom, blur, darken or add a filter.

Y IMAGE EDITOR CANCEL

Change Image Blur 0% A Filter Gotham A

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

CANCEL SAVE

Save to only this page

Save to selected pages...
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Create a Flexible Header

Flexible Headers (for Themes 4, 5, and 6 only) give you creative control over the look of your pages. You can add
and remove elements, customize the background, and adjust the height of the header area.

LIGHTFAST DESIGN oMt | ano

. lightfast Jiit fast|

{of & dye or pigment) not }arcne to dis¢olo
o e

Headers are built into each new page you add by default, but you can change the header type for any page from
the Pages tab. Keep in mind that Splash pages don’t support headers as this style is meant to display a limited
amount of content with a single background image. The No Header page type, as the name implies, also doesn’t
include a header.

The header will have a few default elements in place when you add a new page, but you can pick a different
layout by clicking on the Header Section and then on Replace Header Layout. You can preview and choose from
several customizable layouts, or you can just delete the default elements and manually drag in whatever you

prefer.

Choose Header Layout Save

- B
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You can customize the background for your header with an image or solid color, and you can also add a video
background. Click on the header and then on Edit Background to add a new background or modify the existing
one.

Want to save your header to other pages? Click on Edit Background, then Advanced - you can then choose which
pages you want to save the image to.

| Cancel Save Header to Other Pages Save

=

3 o

Select the pages that you'd like to save this header background to

Select Al
Home
About
Store
Gallery
Shop
Blog
Contact
storage

Search Results

Checkout Page ®
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Blogs

Start a Blog
To create a blog, go to the Pages tab of the editor, click the + (plus) sign and select the Blog Page option.

Pages

Home
Standard Page
Small header

Blog Page
Landing Page

No header External Page

Blog

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

X New Page

PAGE NAME

HEADER TYPE

Tall Header

Visibility

Advanced
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Create a Blog Post

A new blog starts with a blank content area and a sidebar with some default content that you can easily change.
To create your first post, click the New Post button at the bottom-right of the screen.

Author
Write something about

yourself. No need to be

lancy. just an overview.

Archives

o Archives

Comments Blog Settings m

Your blog post has a title and a content area. The title should generally be short - no more than a sentence long
or so. Just like the headline of a newspaper article.

Author

I am blogging NOW!

10/06/2014 Wiite something about

yourself. No need to be
fancy. just an overview.

Archives

No Archives

Categories

All

ERrss Feed

Adding content to a blog post works the same way as adding content to a regular page - drag elements into the
post and edit them to add content.

I am blogging NOW!

0/06/2014

STRUCTURE
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Once the content has been added you can tag the post using Categories - these categories will appear on your
sidebar, making it easier for visitors to find posts that cover specific topics. Categories can be whatever you like
and it isn't necessary to use them.

Click Post Options button to get started:

| am blogging NOW!

10/06/2014 ( nment
Of Herbert West, who was my friend in college and in after life, | can speak only with extreme terror. This terror is not
due altogether to the sinister manner of his recent disappearance, but was engendered by the whole nature of his

life-work. and first gained its acute form more than seventeen years ago, when we were in the third year of our course at

experiments fascinated me utterly, and | was his closest companion, Now that he is gone and the spell is broken, the

actual fear is greater. Memories and possibilities are ever more hideous than realities

STRUCTURE

POST OPTIONS A

Then click the Add categories button.

POST OPTIONS

it | am blogging NOW!

Immediately 10/06/2014 ) Corr
Of Herbert West, who was my friend in college and in after life, | can speak only with extreme terror. This terror is not
COMMENTS due altogether to the sinister manner of his recent disappearance, but was engendered by the whole nature of his
life-work, and first gained its acute form more than seventeen years ago, when we were in the third year of our course at
the M

CATEGORIES experiments fascinated me utterly, and | was his closest companion. Now that he is gone and the spell is broken. the

al fear is greater. Memories and possibilities are ever more hideous than realities
Add categories

Open

Puppy
ADVANCED +
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When you're done, you can click the Post button in the upper right corner to publish the post to your live site
(which will make it instantly available) or click the arrow next to the Post button to “Save as draft” (which will
allow you to edit / publish it later).

DISCARD

Save as draft

If you save the post as a draft, it will be accessible to you through a drafts area at the bottom of the blog page
from within the editor (along with any other drafts you've saved). Just click the Drafts button 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 the page.

After you've added ten posts to the page, older posts will be moved off the main page to easily accessible
archive pages. You can change the number of post visible by clicking the Blog Settings button at the bottom of
the screen.

35



The Blog Sidebar
Your blog has a fully customizable sidebar. This sidebar includes three sections / elements by default and these
can be deleted just like any other element.

About Tom

Write something
about yourself. No
need to be fancy, just

an overview.

Archives

Want more stuff in your sidebar? You can add more content by dragging elements to the sidebar. There is a
"Blog Sidebar" category that is meant to be used only with the sidebar, but you're welcome to use elements
from any of the categories.

Great Start to a Second Morning About Tom

- Al Y oW T¢ Id not be more
— an w
will w up [l b $ Qb ead More prment
Archives
Read More
3 Comments August 2013
Categories
First Day in Tokyo Al
Q872472015 Asle
Photos
Hoy over
Cool Sites

EIRSS Feed
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Here we see a sidebar that includes three of the default sidebar elements, a Flickr badge from the "Blog Sidebar"
category of elements and a Blogroll (links to other blogs) that was created using a Title and a Paragraph element.

About Tom

Write something
about yourself. No
need to be fancy, just

an overview,

Archives

Want less stuff in your sidebar? Hover your mouse over the element you want to get rid of, then click the X that
appears. Yes, you can even delete the default fields (like Author, Archive etc).

If you absolutely hate sidebars, you can turn it off completely. Go to Settings > Blog and toggle the Blog sidebar

field to OFF. Once you click save and Publish, your sidebar will be gone and your blog posts will expand into the
extra space.
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Manage Blog Comments

Comments are turned on by default for all of your blog posts, allowing visitors to comment on any posts you've
made unless you turn comments off under your Blog Settings. These comments appear underneath each
individual post in the order in which they were added.

Comments
Amelia Pond 05/29/2012 5:05pm
Doctori2I2121?
Reply
Maicolm Reynolds 05/29/2012 5:09pm
Love the new blog! You gonna come by Serenity soon?
Reply
Richard Something 05/29/2012 5:37pm
Definitely planning to visit as soon as we can get out there.
Reply
Simon Pegg 06/29/2012 5:13pm
Just intro'd another screening at the PCC, exclusively for people called
Paul/Pauline/Paulette. Hope y'all enjoy(ed). Brian is a med.
Reply

You should reply to your comments using the same comment feature all of your readers use.

Additionally, if you (or any other commenter) replies directly to another comment, that comment will appear
directly underneath the original comment and will be part of a thread connected to that comment. Any other
replies to that comment will appear as part of that same thread.

Malcolm Reynolds 05/28/2012 5:08pm

Love the new blog! You gonna come by Serenity soon?

Reply
Richard Something 05/20/2012 5:37pm
Definitely planning to visit as soon as we can get out there.

Reply

We notify you of these comments via the email address associated with your account (you can change this to a
different address for the blog under settings). The comments can be read directly on your site or under the Blog
Comments area for the blog in your account.
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How can you access this Blog Comment section for the site in your account? Go to the main page of your
account, click the Comments tab.

Workshop training

httpfpreview editmysite.com/EEMELT

Stats @# Form Entries D

Website Traffic

Pageviews Unique Visitors

This will bring up the comment area. You can read and delete comments for all the blogs on a site here. And if
you turned on comment moderation (comments are not moderated unless you turn this on) via the Blog
Settings, you'll be able to approve the comments from here.

IComments from | hewsiog i3] Show: All | Approved | Pending | Deleted

Date commented Comment Commented on L
2/8/11 09:09PM Just intro’d another screening at the PC. So say we alll Simon Pegg Approved
2/8111 05:08PM Doctoe7IINIE 50 say we Ml Amelia Pand
2/0/11 05.07PM Like the new look of the blog. You gann..

By Mal Reynolds  Commented On: So say we alll  Date Commented: 2/8/11 0907PM

Like the new look of the blog. You gonna come hang out on Seresity soon?

Commentor IP; S8.234.88.157
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Use Facebook Comments on Your Blog

Everyone’s got an opinion, and they love to share it (especially via the ‘net). To broaden the options available for
you to allow others to share their comments on your own blog posts, you now have the ability to quickly turn on
the Facebook social plugin for your blog comments.

To set up your Facebook comments either go to the Blog Settings button at the bottom of your blog or go to the
Settings tab and choose Blog.

Post share buttons. m Customize

Blog sidebar: (7) m

£ General
Post heacder code (7) +

~ SEO

& Member: Post footar code (2) +

B Blog
Comments
Commenting system ‘ Default ‘ N
Comment Default ‘ Open l ¥
Auto dlose comments. ‘ Nover ‘ v
Spam protection: ‘ Smart CAPTCHA ‘ v
Spam moderation: ‘ Smart Moderation ‘ v

Notify me of new comments ‘ No | v | at | karenburnsOs@yahoo.com

Now, scroll down to the Comments section and pick “Facebook” from the Commenting System drop down
menu.

Comments

Commenting system: Default A
Default

Comment Default:
Disqus

Auto close comments: Facebook

Once you've made this selection, you'll need to enter the Facebook URL for either your personal page or fan
page so that you can moderate your comments.
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Commenting system: [ Facebook

[+
[+

Comment visibility: [ Show

Your Facebook URL: (2) http://www.facebook.com/ | richardsomething

Number of comments shown: [ 10

[+]
[v]

Crder by: { Newest First

If you're not sure what this URL is, just go to your Facebook page and copy everything that follows the

"facebook.com" portion of the address.

=\ https://www.facebook.com/richardsomething

&

El
{

people, places and things Q

Save your changes, Publish your site, and you're all done. Your blog is now using Facebook for comments!

And when anyone comments on your blog post they can immediately post their comment on their own
Facebook account or Fan Page, which will lead their followers back to your site.

Hey, awesome post!

@ Aiso post on Facebook

Posting as George Weebly (Not you?) m

Maybe you don’t want any comments on your blog posts, no problem. In the Blog Settings, switch Comment
visibility from Show to Hide and save. Any posts after you make that change will no longer show comments.

Comments | Control how people comment on your posts

Commenting system: Facebook

[~]

Comment visibility: Hide ‘ -~
Show

Your Facebook URL: @
Hide

Number of comments shown: 5 [ v

[%]

Order by: Social Relevance

from a comment window.

e.weebly

You need to republish your site for changes to the commenting system to take effect. All other Facebook commenting settings can be managed
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Use Disqus Comments on Your Blog
To set up your Disqus comments either go to the Blog
Settings tab and choose Blog.

Settings button at the bottom of your blog or go to the

£  Gene Comments

Default

Open

Never

Always show CAPTCHA

Smart Moderation

Now, scroll down to the Comments section and pick “Disqus” from the Commenting System drop down menu.

Comments

Commenting system:

Comment Default:

Auto close comments:

Default

Default

Disqus

Facebook

All you need in order to get things working is a "Disqus Shortname" for your blog. This is created through your
Disqus.com account via the "Add Disqus To Site" option found in your settings.

@

-

ty Hunter in a Crime
e World o film schoot Rejects

name from Joe Lansdale, and while it is infinite!

pr, signed on to sta

er named Shorty. Stay close to the source mater

s a bounty hunter in the film,

al,

Y

On this page, you'll see an option to Choose Your Unique Disqus URL. This is the same as the "shortname" we're
looking for in your settings. You can enter whatever you want here, it won't impact your site in any way.
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Once you've created this URL / Sitename, click the Finish Registration button.

Add Disqus to your site

Site profile )
=N
Site name Please note: "rsomeguy” will bd the
primary moderator. If you'd like tq use a
The Grateful Life different account, please log oyt first.

Choose your unique Disqus URL

gratefulife .disqus.com *_

This is where you'll access moderation tools and site settings. This
will also become your site’s "shortname™

Category

Living

“

( Finish registration )

This opens up a page called "Choose Your Platform", but you can ignore this page since Weebly -- unlike the
other services shown on this page -- takes care of all the setup work automatically. You simply need to take the
shortname you created above and paste it into the short name field in your Weebly Blog Settings.
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Schedule a Blog Post
Have you ever wanted to write a blog post, then schedule it to publish at a specific time? What was once a
fantastical dream is now an unbelievable reality!

While editing, you’ll see a box on the lower left side of the screen called Post Options.

BLOG EDITOR

N L N

POST OPTIONS A
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Click that box to expand the Post Options.

W BLOG EDITOR

POST OPTIONS

PUBLISH

Immediately

COMMENTS

Hide

CATEGORIES

Add categories

SECRET DRAFT LINK

ADVANCED +

The first option you’ll see is Publish. This is set to “Immediately” by default. Select “Scheduled Time” if you want
this post to go out at a specific time in the future.

PUBLISH

Immediately
Immediately

Scheduled Time

CATEGORIES

Add categories

SECRET DRAFT LINK

ADVANCED +
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Now, fill in the date and time.

PUBLISH

Scheduled Time

4:00 pm

Edit Share Settings

With this done, you should notice that the Publish button in the upper right of the screen now says Schedule.
Click that button and your post will be immediately scheduled to go out at the date and time you selected.

DISCARD

If you want to edit the post (or change the schedule time) before it goes out, you'll be able to access it via the
Schedule button that will now appear at the bottom editor when you're working on your blog.

Please note that you currently are unable to publish something to a past date, as time travel is still being beta
tested.
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Forms and Surveys

The Form element allows you to create surveys, contact forms, and more. Fields such as checkboxes, drop-down

menus, and file uploaders can be integrated into your forms very easily to allow you to collect whatever
information you would like from your visitors. We'll start by creating a simple contact form.

Create a Basic Contact Form

A contact form provides visitors to your site an easy way to reach out to you. You can ask a visitor for something

as simple as their name and email address, or setup a full-on survey to ask them any number of questions. You
can create as many forms as you like, either way.

Get started by dragging the Contact Form element to a page.

BUILD PAGES setines O~ =
THE UNIVERSITY OF ALABAMA® i (@117
Dr. Mary Sue Brown, PhD
Home Small header Landing Page No header Blog

No Header Title

st etiam pi

hica, quam nunc putamus parum claram, aj

humanitatis per seacula quarta decima et quinta decima. Eodem modo typi, qui nunc nobis videntur parum clarl, fiant sollemnes in

The form starts with three default fields and a title; the purpose of each default field (Name, Email, and
Comment) is fairly self-explanatory.

View Entries JsgeldilH

Reach Out and Say Hello!

Name *

First Lost

mail *

Comment *

SUBMIT

These fields are set as required (meaning the recipient must enter something in the field to submit the form) by

default. But this is easy to change just by clicking on a field and using the toolbar to make adjustments.
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A number of settings can be altered for each field; these settings can be accessed by clicking on the field to open
its toolbox. You can also delete a field by clicking the "x" that appears in the upper right of the field.

FIELD TITLE

Email

Required

umanitatls per seacula quarta aecima et quin! Instructions

Click here to edit. Spacing

Name * Advanced

First

Email *

Comment *

You can also add new fields to the form by dragging them on just like any other element. There are preset fields
for Name, Email Address, Postal Address and Phone Number.

And generic Short and Large Text Box Fields (allowing you to create a field asking for any info you want), Options
Buttons, Dropdown Boxes and Checkboxes to create survey style questions, and a File Upload field that allows
the person filling out the form to send you a file of any kind.

Before completing the form, you'll also want to give the form a name (for your own reference) and determine to
which email address (or addresses) you want form submissions to be sent. You can enter more than one

address by separating them with commas.
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You'll also want to decide whether you want to display confirmation text directly on the same page when the

form is submitted, or if you'd rather redirect visitors to another page on your site after the form is submitted.

Form Options | SSave

Form Options

FORM NAME

Contact Form

karenburns08@yahoo.com Email to
Confirmation
Spacing

Button

Note that you can find these settings by using the Form Options button at the top of the form.

Replies to your form will go to the email addresses entered under Form Options and are also archived to a Form
Entries section of your account. Form Entries can be accessed under Form Entries tab on the main dashboard of

your site.

Stats @ LComments (- Form Entries D

49



If you have more than one form connected to your site, then you can flip through the different forms using the
Form Entries drop-down at the top of the page.

Form Entries from comac rom 2] Number of Entries: 2 View Form | Export Data
Date submitted Name.first Namelast Email Favorite star wars flm
x 09/26/2010 11:31am Mal Reynolds mreynolds@serenity.c... Empire Strikes Back
09726/2010 11:32am Amelia Pond amypond@tardis.org Star Wars
—————————————————————————— e
Name.first Amelia
Namelast Pond
Emall amypond@tardis.org
Favorite Star Wars Film Star Wars
What do you want to tell me? You're late for my wedding!
IP Address 98.234.148.152
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Contact Form Submissions

When a contact form is submitted, the information the visitor entered in that form is sent to two places:
1. The address (or addresses) you connected to the form during setup.
2. The Form Entries section of your account.

If you don't see the submissions in your email inbox, check your Spam or Junk Mail folders in case the messages
are being routed there. If you see the messages in your spam folder, mark them as "Not Spam" using whatever
option your email provider gives you. The more of these you mark as "Not Spam" the less likely they'll be to
show up in your spam folder.

If you don't see them there, make sure you have the correct address assigned to your form. To do so, click on
the Form Options button connected to the form in the editor (you'll need to click the form to bring this up).

R o |

Reach Out and Say Hello!

Nome *

First Lost

Email *

Comment *

Then make sure the email is entered correctly in the submissions "Email to:" field. If it isn't, re-enter it and
Publish the change to your site.

You can even enter multiple addresses if you want. Just separate each address with a comma.

romopers [

1 Clarl, Tant sollemnes in —

Form Options j

FORM NAME

Contact Form

BigAl@ua.edu, AlJr@ua.edu Email to
Confirmation
Spacing

Button
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Delivering form emails to the inbox can be tricky and there are some situations where the emails may be
completely blocked. If you cannot find the messages in your Inbox or your Spam folders and you believe the
messages really aren't coming through, the best bet is to switch to another address completely (preferably at a
provider like Gmail, Yahoo or Hotmail).

We're constantly fighting to keep our contact form email delivery high, but we can't guarantee the form
messages will be delivered to every address. That just isn't possible.

That's why we also give you the option to view form messages directly in your account. To access any messages
that have been sent to you via a form, click on the Form Entries tab on the main page of your account
dashboard.

Stats @@ Comments ¢ Form Entries D
—_— Lo F

This will bring up all the messages that have been sent to you through any of the forms on this site. You can
even export all these messages to a spreadsheet using the Export Data link.

Form Entries from = comact form %] Number of Entries: 2 View Form | Export Data
Date submitted Name.first Namelast Emall Favorite star wars 8lm
x 09/26/2010 11:31am Mal Reynolds mreynolds@serenity.c... Empire Strikes Back

- 09/26/201011:32am  Amelia 5 amypond@tardis.org

cc———————————————————————————————————————— B) “«»
Name.first Amelia
Name.last Pond
Emall amypond@tardis.org
Favorite Star Wars Film Star Wars
What do you want to tell me? You're late for my wedding!

P Address 98234148152
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Video, Audio and Other Content

Upload Video
The Video Element allows you to upload HD quality videos (up to 1 GB per video) directly to your site, and
display that video in a professional, unbranded player.

The Video Element is available under the "Multimedia" category of elements. To use it, click and drag it to your
desired location on a page.

Click here to upload a video

Then simply click the player and a dialog box will open from where you can select a video from your computer (if
a box does not open, then click the blue Replace Video button to open it). Weebly supports M4V, MPG, MOV,
WMV and most other standard video formats.

sssssssssssnne HD Video

Click here to upload a vided

I

Depending on the size of your video and the speed of your internet connection, it may take up to 20 minutes to
upload your video. You will see a status message on your screen (in the lower right corner) showing the upload
progress. Just kick back and relax while the video uploads.

Once the video is uploaded, it gets encoded. The element itself will display the amount of time remaining in the
encoding process. While the video encodes you can continue to work on other pages and content for your site
(no need to kick back and relax during encoding), and when you come back later the video will be encoded and
waiting for you.
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Video is currently encoding

45% complete l : Time Remaining: 00:40

Once the encoding process is complete you'll be all set and your video is ready to watch. You can upload an
unlimited number of videos to your site. The only limit is that no single video can be larger than 1 GB by itself.
Which means you can't upload any 1.5 GB videos to your site, but can upload as many 950 MB videos as you
want.

You can alter the size of the video player (among several presets) using the blue toolbar that pops up when you
click on the element.

Something to remember: if you're using Windows Movie Maker or iMovie, the files created when you use the
Save option in these programs are not video files. They are editable files that are meant to be used with each
program. Be sure to Export your final video from either program to ensure you have a video and not an unusable
document file. To Export a video from iMovie go to File > Export. To Export using WMM go to Publish Movie >
Export to File.

Run into other problems uploading a video? http://kb.weebly.com/video-troubleshoot.html
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Using the Audio Player

The audio player allows you to easily add music, podcasts, or other audio files directly to your website.

The Audio Player element is available under the "Multimedia" category of elements. Drag it to a page to get
started.

MEDIA

After adding it to a page, click anywhere in the element to open up the Audio Toolbar. Then click Upload Audio
to select an Audio file to upload and use the Track Title / Artist fields add a Track Title and Artist to the player.

Keep in mind that our audio player currently only accepts audio files that are specifically in MP3 format. If your
audio is in another format, you'll need to convert it or else it won't work. Go here to see how to convert an
audio file to MP3 using iTunes. http://support.apple.com/kb/HT1550?viewlocale=en_US.

ngutf TITITS CTOITOTES TE T LICT AT TILIA TA ST TSI MOt Tt CIIrIn O
acer Audio Isus
eger ssug
luan 2pos
oder Upload File Yllem

Position P

TRACK INFO
Sleep Away
Bob Acri
= edas |
» 00200 0000 «)
Sleep Away - Bob Acri

The audio file may take a few minutes to upload. Once the upload is complete, the player will expand to display
the title of the audio and basic playback controls. You should now be able to play the file without any problems.
The player only uses HTML and will work perfectly on all computers, iPads, iPhones, Android phones, and other
mobile devices.
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The YouTube Video Element

The YouTube Video element allows you to share videos from - you guessed it - YouTube. This element can be
found within Multimedia, all the way over on the far right of the element bar. Drag this element to a page to get
started.

Then click anywhere in the element to bring up the Toolbar. You need to enter the link to the YouTube video in
the provided field.

Add a YouTube Video To Your Site

YouTube N——

Position ——

Spacing

Advanced

Once you add the link, the video should show up on your page in less than a minute. You can determine the size
of the video player using the Advanced option in the YouTube element's toolbox.
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Embed Video and Audio to Your Site

You can add multimedia content from Vimeo.com, Blip.tv, Ustream.com (and many other providers) using our

Embed Code element.

Then get the embed code for whatever you're looking to add to the site. This can usually be accessed via an

No Header Title

THE UNIVERSITY OF ALABAMA®
Dr. Mary Sue Brown, PhD
Home Small header Landing Page No header Blog

embed or share button found on or near the content you're looking to share.

Here we see an example of embeddable code connected to a video that is hosted on Vimeo.com.

Embed - Hide options

<iframe src="http://player.vimeo.com/video/15063551" width="700"
height="393" frameborder="0" webkitAllowFullScreen
mozallowfullscreen allowFullScreen></iframe> <p><a
href="http://vimeo.com/15069551">The Unseen Sea</a> from <a
href="http://vimeo.com/useri857500">Simon Christen</a> on <a
href="http://vimeo.com">Vimeo</a>.</p>

Size: 700 ' x 393 | pixels Special stuff:

(_J Autoplay this video
Color: MMM or OOadef 3=  (JLoop thisvideo

@ Show textlink underneath this video
Intro: ™Portrait @ Title @By!me (L) Show video description below video

V! Staff Picks Badge
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Once you have the embed code, click the Edit Custom HTML button to paste it in place.

~iframe src="https://player.vimeo.com/video/148583964" wiatn= >vd” height="281" frameborder="0" webkitallowfullscreen
mozallowfull en allowfullsc 1></iframe> <p><a href="https://vimeo.com/148583964">&quot; Imagination&quot; by
PermaGrinFilms</a> from <a href="https > on <a
href="https://vimeo.com">Vimeo</a>.</p Custom HTML

Edit Custom HTML

When you click off of the element, your content should appear (it may take a few seconds depending on the
size). All done!

Pictures of South East Asia from Janis Brod on Vimeo

Note that there are a few situations where the content you've embedded won't show up on your site until you
Publish the changes. So if you don't see your video, form or what have you in the editor, try Publishing to see if it
shows on the live site.
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The Block Quote Element

As you might guess, this element allows for the creation of block quotes. Block quotes are defined by Wikipedia

like so:

A block quotation (also known as a long quotation or extract) is a quotation in a written document
that is set off from the main text as a paragraph, or block of text, and typically distinguished visually
using indentation and a different typeface or smaller size quotation. (This is in contrast to a setting it
off with quotation marks in a run-in quote.) Block quotations are used for the long quotation. The
Chicago Manual of Style recommends using a block quotation when extracted text is 100 words or

more, or at least eight lines.

Oh hey, that's a block quote right there. Essentially you should use a block quote whenever you'd like to have a
block of text stand out from the rest of the text both above and beneath it, usually when quoting another

person or source.

The block quote element can be found under the Basic category of elements when editing a blog post and under
the More category on a regular page. Using this element is a matter of dragging it between two other elements.
You can't drag it into the middle of a single paragraph element, so if you want to use it you need to break your

text up into at least two elements.

dve IEVRCIVEIEE Al changes saved

06/10/2013 &

Growing up my favorite desert was my mamaw's chocolate pie. | could eat a whole
ane sitting; thankfully my metabolism was much higher back then. As my

It took me a few tries to get her recipe down pat, but now | can whip up my own
chocolate and pie crust with my eyes closed.

Editing a block quote is just like editing any other text element; you have access to the same black toolbar and

basic editing functions.

06/10/2013 =

Growing up my favorite desert was my mamaw's chocolate pie. | could eat a whole

ie in one sitting; thankfully my metabolism was much higher back then. As my
I' B I U + -

|t took me a few tries to get her recipe down pat, but now | can whip up my own

chocolate and pie crust with my eyes closed.

The look of a block quote is based partially
on the style of the theme. Some themes
have more subdued block quotes and others
are a bit flamboyant. Outside of the basic
changes available via the element text editor
shown above there's no option to alter this
look from theme to theme.
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Upload PDFs, PowerPoint Slides and other Docs

You can upload and link to pretty much any kind of document (allowing site visitors to download it). You also
have the option to 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:

Image
Edit Image

Replace Image

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.

Link to:

Website URL
Standard Page

Store Page

File

' orupload a file

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

I <[> ][22/ = mE ® - ]| &8 Deskiop s (@ I
FAVORITES
(2] Dropbox
wu All My Files
#% Applications
Ktop
B (% Documents
L 2 Downloads
{1 Movies
J3 Music
{2} Pictures
SHARED Name Date Modified $
. brn001ba991fea2 = Screen Shot 2013-06-10 at 1.17.22 PM Today 1:17 PM 8
= B golden-gate-park-map.pdf Today 1:14 PM 55
k-l Casey's MacBook Pro ~ Screen_Shot_2013-06-10_at_1.09.35_ PM.png  Today 1:10 PM 13
Ll couyon L Screen Shot 2013-06-10 at 1.09.35 PM Today 1:09 PM 13
1 Drew Richards’s i... = Screen_Shot_2013-06-10_at_1.07.21 PM.png  Today 1:08 PM 36
~ reoawen
Cancel | Open
T 8. A TEIEPETY7ROY wTorup ame w

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.

An important note about PDFs and accessibility issues: Sometimes PDFs are nothing more than
images that appear to the sighted user as text. Adobe Acrobat Pro provides an easy way for
scanning such documents and converting them to text, thus making them accessible.

In Adobe Acrobat Pro Xl, open the document to be converted. From the Tools menu, select “Text Recognition,"
then "In this file." Allow the program to scan all pages. Earlier versions of Adobe Acrobat Pro provide text
recognition but it's under the Document menu.

Once completed, the document can be saved and, for the most part, will be accessible. To learn about tags and

reading order to further enhance accessibility, visit the PDF Accessibility
(http://Webaim.org/techniques/acrobat/) portion of WebAim.org.
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Create Links / Hyperlinks

Links allow you to use text or images to link a site visitor to another page or file either on your site or on another
site.

Text Links
To create a text link, first highlight the text you want to use for the link.

(%]

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 |'ll be documenting my journeys to and through every country in
the world.

[Here‘s some text that | want to turn into a link. ]

Then click the "chain link" icon in the text toolbar.

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

This will open the link dialog box, where you can select the kind of link you'd like to create. You can:

Link to a page on another site. You can even choose to have the link open in a new window (so that the visitor is
not redirected from your own site when they click it) by checking the provided box.

Link
[7 Website URL
Standard Page
Product Page
Blog Post
Phone
File

Email
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Link to another page on your own site. Just select the page you want from the drop-down menu.

Link

Standard Page

Home

Simple header
Small Header
Large splash page

News & Events

Naowr Dama

Link to a file so it can be downloaded. You can select a file from the drop-down menu or upload a new one using
the blue "upload a file" link.

Link

File

+ Upload New

ph301_pei.pdf (22kb)

ph301_pei.pdf
Open inTIewW WITTJOW

Link to an email address. This will cause the visitor's mail program (like Outlook or Apple Mail) to open so they
can write you directly. Note that if the visitor is not using one of these programs, the link won't work and they'll
just need to copy your address or use a Contact Form if you have one on the site.

Link

2 Email
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When you've created your link, click Save and then Publish the site to test it. You can also click on any link in the
editor to see where it leads and to change / remove it if needed.

Go to link: http://www.onlyinsanfrancisco.com/ - Change - Remove

Screen Readers and Links

There are two sections of important information about text links, URLs and screen readers found on our
website. Be sure to read them carefully when creating your site.

http://people.ua.edu/screen-readers-and-links.html http://people.ua.edu/urls-as-links.html
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Picture Links

To create a picture link, first click the image you want to use for the link.

Then click the Link option.

Lightbox

Image

Edit Image

Replace Image

Link

Align

Spacing
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Link to a page on another site. You can even choose to have the link open in a new window (so that the visitor is
not redirected from your own site when they click it) by checking the provided box.

Link
Website URL
Standard Page
Product Page
Blog Post
Phone
File

Email

Link to another page on your own site. Just select the page you want from the drop-down menu.

Link

Standard Page

Home

Simple header
Small Header
Large splash page

News & Events

Naowr Dama

Link to a file so it can be downloaded. You can select a file from the drop-down menu or upload a new one using
the blue "upload a file" link.

Link

File

+ Upload New

ph301_pei.pdf (22kb)

ph301_pei.pdf
Open inTIEW WITTOOW
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Link to an email address. This will cause the visitor's mail program (like Outlook or Apple Mail) to open so they
can write you directly. Note that if the visitor is not using one of these programs, the link won't work and they'
just need to copy your address or use a Contact Form if you have one on the site.

Link

E1 Email

File Element
Drag the File element onto the page. Click in the section “Click here to upload file”

Next, | published the site and clicked on the
/social-media.html).

| then went back to the words in the blog tf
URL option. | then pasted in the url | had ju
media.html#Twitter Feed).

| then published again to activate all the ch

Click here to upload file
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A dialogue box appears. Click “Upload File” and choose the file (pdf, word document, Powerpoint, etc.) to

upload.

Once the file uploads, click the file name and the dialogue box will appear again. You may change the name of
the file, if you like. Weebly will recognize the file type and display the appropriate icon. Visitors may now

download the file.

[t File

Upload File

OPTIONS

Position

Click here to upload file

Al

>

File Name

File
Upload File

OPTIONS

Position

xd "]

iteve

tiw

[ analytics_may_2018.pdf

—t

analytics_may_2018.pdf
) Download File

| visi
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File

Upload File

OPTIONS

Position

Left >

[ May 2018 Analytics.pdf

File Name ]

| May 2018 Analytics.pdf

Download File

itev]

thv

ad 1]

and

| vis




Button Element
The button element enables you to create call-to-action buttons that link to other pages on your own site, pages
on other sites, or files like PDFs and documents.

——

BUTTON TEXT

The button is essentially nothing more than a link that stands out because of its size and how it looks. You can
edit the text of a button so that it says whatever you like, though buttons ideally should contain no more than
five or six words.

You can link the button to a page, another website, a file or an email address vie the rather appropriately named
Link option. This will open up a dialog box that functions in exactly the same way as a standard text or image
link.

qUT OO T

Button
Button Text Link
Button Text
Button Style
Position =

Spacing
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The style of the button can be altered via four preset options. Each button has two colors and two sizes
specifically designed for the specific theme you're using.

oo

Back Button Style

BUTTON STYLE

Button Text

Button Text

Button Text

When should you use a button instead of a regular link? When a very strong call to action is needed (like leading
visitors to a page where they can purchase a product) and you want to make the link stand out more than usual.
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Create Anchors (or hyperlinks to a specific location on a page)

You can create a link that directs users to a specific place (or anchor) on a page of your site. For example, if you
are writing a blog post about Twitter feeds, you may want to link to your social media page; instead of having
visitors scroll all the way down to the section in question, you can link to an "already scrolled" page!

You can create an anchor using text, images, or a button. In this example, we’ll look at using the button on the
Landing Page layout to link directly to some text further down on the page.
(For a video explanation, see https://youtu.be/lexSHOAW4vc)

First, decide where you want to place your anchor and drag an Embed Code element just above or next to that
spot. We'll be using the Exciting Destinations text as the anchor point, and the anchor name is destinations. You
can use any word you like - it doesn’t have to be part of the text - but it is a good idea to choose an easy-to-
remember name for the anchor.

Custom HTML

20,000 Leagues & Count " ture

I

<a name="destinations">&nbsp;</a>

Exciting Destinations:

Next, decide where on the page you want to link from. In this case, it’ll be the button on the Landing Page.
When entering the link, you’ll need to use the “Website URL” option and type in the full link to the page
followed by #youranchorname. So if your website is www.domain.com and the page you’re working on is
about.html, it would look like this:

http://www.domain.com/about.html#fyouranchorname

Note that if you’re working on the Home page of your site like in this example, your page name will always be
index.html, even if the page is called Home or News in the navigation menu.
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Here’s how it looks inside the editor for our example site:

A Pirate's Life

Let's set sail on the vast blue sea.

ANCHORS AWEIGH!

Website URL

INSERT URL

rrematey.com/index.html#destinations

Open in new window

Ahc ady!

br sit am

por incid
qua. Ut

llamco I

his iste natus error sit voluptatem accusantium doloremque laudant

Don’t forget to leave the “New Window” option unchecked - otherwise, the anchor link will open in a new page

instead of jumping down to the right spot on the same page. When you’re done, publish your site and check out
your fine handiwork.
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Site Title / Logo

Every site has a Title by default (you're asked to provide a Title of some kind when you first create the site) and
this can be changed at any time. You have the option to alter the text. * All University of Alabama sites must
contain the UA logo within the header.

Edit or add the site title text
e Hover over the text and click Edit. The image editor will appear.
e To edit text, click inside the text box. The text will disappear and you can now type the appropriate title.
e To add text, click the text icon.

Click to
add text

5| e

e The text box appears with red font. Click in the box and type the text you would like to appear in your
site title.
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e Change the size of the text box by dragging the arrow at the top right of the text box.

e Change the font color by clicking on the red icon. We cannot type in an exact color number, so do your
best to match the crimson, black, or white.

7 =§5 -

Change the font color




e Click the Font icon to change the font style. There are only four to choose from.

Abc Abc | Abc| Abe

126 Abe
Sizo Font

When you’ve made all the changes needed, click Save in the upper-right hand corner.

Change the size of both the logo and the text

e Hover over the title area again and you should see a small blue box in the lower right-hand corner. Click

and drag the box in and out to change size of both the logo and the text.

Dragthe blueboxto resize
THE UNIVER title and text as an image

ALABAMA z
Clean Lines

off Text Logo [ W

If you encounter any problems or special situations where there is not enough room for your text or part of it
gets cut off, please call our office and we will help resolve the issue.
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Multiple Headers
You don't have to use the same header image on every page of the site. You can use one header for the Home,
another header for your Contact page and another for several other pages. How do you do that?

When you go to save a header you've created on a certain page, click the arrow next to the Save button to pull
up different options. You can save this header to all the pages of your site, to only the page you've been working

on or to pages that you select.

Save to all pages

Save to this page only

If you go with the "Only selected pages" option, you'll see a dialog box where you can select the pages to which
you want to save this header.

Choose which pages to save to Save

Penguins

News & Events

All you have to do is select the pages you want and click Save. The exact header you've created will then show
up on each of those pages.
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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.

THE UNIVERSITY OF ALABAMA®
Dr. Mary Sue Brown, PhD

Home Small header Landing Page No header Blog

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

EEEEE DDanDanoan

Simple Slideshow Thumbnails on s on

IIIIIINY
333933959

L]
L
L)
-~
)
I

Thumbnails on Top Thumbnails on Right Double Thumbnails

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.

B - |

(]
B
|
_
il
4
R
1}
-
B
<
®
-]
=
o
-4
(=]
w
“»
0)

FAVORITES — ::
(] Dropbox 5 ii ‘
[} Desktop
=
Movies
B B e
L1 admin’s MacBook Pro ] = =

L1 All My Files eSS _
| #\ Applications 477985_10151041 $51214_10150785 778693_10151504
180655...48_0.ipg 691130...68_n.jpg 942235...25 0.jpg
%) Documents
€ Downloads L | ‘
n 778873_10151504 798414_10151504 812699_10151504
Music 942870...86_0.jpg 942215...18748_0 943215.,.85_0.jpg
Pictures
= brn001ba991fea2 841182_10151504 P1016798.jpg Picture of Tom.jpg
@ cameras 942590...05_0.jpg

Cancel %
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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.

Manage Slideshow Photos

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

You can drag photos to re-order them, click the chain link icon to create hyperlinks, the "bubble" icon to add a
caption, the “T” to add alt text (REQUIRED) or the trash can to delete an image.

Manage Slideshow Photos

Drag to reorder photos. Click the bubble icons to add captions.
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When you're ready to move on, click Save and you'll see the slideshow as part of the page.

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

Slideshow

Add / Edit Photos
OPTIONS
Transition Style
Navigation

Speed

Spacing

Caption Location

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.

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

e And 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.
Experiment with the Spacer Element on either side of the slideshow to reduce the overall size.
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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.

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
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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.

@ Open

« 4 |« Enterprise System Training » Graphics » images - wallpaper

v " : 211
Organize v New folder o @
& OneDrive 2 MP900177843 MP900178768 4
I This PC 1 27.7x8 KB
P 30 Objects MP900130462 MP900255514
e - D¢ e
ol e S
% Documents
mu MP300262921 MP300316896
D Music  320KB 1.9KB
) Pictures MP300407027 MP00425552
& video: = R
e Local Disk (C9)
MP00427918 MP300430836
= apps (Vuafsl.ua = PG Fie ' typar
= cit (\uafslua-n 249Kk8 8
MP300431025 MP00431752
1 Network m % i )
File name: | MP300177843 Custom Files v
Open v Cancel

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 and as a caption, and add Alt Text. It is VERY IMPORTANT that you add Alt text to each image uploaded,
or add the double quotes (“”) to indicate a decorative item. Click on the individual images to see these options.

Alt Text i

=
Link Caption Delete

w
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Click on thumbnails and drag them around to rearrange images within the gallery.
The gallery's toolbox enables you to make additional changes.

Gallery

Add Images

e Add Images (there's no limit, but we recommend uploading no more than 200 images to one gallery).

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

e Select the amount of Spacing to place between each image.

e Adjust the captions settings. You can choose to show captions either as full or partial overlays on the
thumbnails and select if the overlays should show all the time or only on hover.

e 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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Social Media Icons (Facebook, Twitter, Pinterest, Google+)

Each theme includes social media buttons that are designed specifically for that theme. These buttons appear in
the upper right of the theme and can also be added anywhere else on the site by using the Social Icons element
found under the More category of elements. They can be used to link to a Facebook fan page or profile, a
Twitter feed, Google+, Pinterest, and many other services.

We bake the best bread since, well, sliced bread!

Baked Goods

Our Chefs
Write Us .
Nrite Us Thanks for swinging by Brooke's Bakery, e
bake the best bread since, well, sliced br§ad
Twitter
Blog ~See our Bread and Fles
©8e our bread and ries

You can also drag social media icons to various pages and sections of your site using the Social Icons element
under the More category.
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Click the Manage Icons button to access the icons. Click on an icon, then either type or copy / paste a link to the
appropriate page on Facebook, Twitter, etc.

Back Manage Icons Reorder

ACTIVE

n Facebook

52| Mail

INACTIVE

il - |

And that's all you need to do. These icons provide an easy way for site visitors to access your social media
profiles and pages from any page of your site.

Add Widgets and Other Content by Embedding Code

Embed Code Element

You can add outside content (like embeddable video, audio, advertisements and forms) to your site using our
Embed Code element.

Then get the embed code for whatever you're looking to add to the site. This can usually be accessed via an
embed or share button found on or near the content you're looking to share.
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Here we see an example of embeddable code connected to a video that is hosted on Vimeo.com.

Embed

- Hide options

<iframe src="http://player.vimeo.com/video/15069551" width="700"
height="393" frameborder="0" webkitAllowFullScreen

mozallowfullscreen allowFullScreen></iframe> <p><a
href="http://vimeo.com/15069551">The Unseen Sea</a> from <a
href="http://vimeo.com/useri857508">Simon Christen</a> on <a
href="http://vimeo.com">Vimeo</a>.</p>

Size: 700 | x 393 | pixels Special stuff:

() Autoplay this video
Color: I or OOadef |  (JLoop thisvideo

@ Show textlink undermeath this video
Intro: @ Portrait @ Title @Bylme _J Show video description below video

V! Staff Picks Badge

Once you have the embed code, click inside the Embed Code element to paste it in place.

Custom HTML

Edit Custom HTML

Position

om/video/46058860"
> </1frame>

<p><a
href="
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http://vimeo.com/

When you click off the element, your content should show up there. All done!

Note that there are a few situations where the content you've embedded won't show up on your site until you
Publish the changes. So if you don't see your video, form or what have you in the editor, try Publishing to see if it
shows on the live site.
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Embed a Google Calendar

Google Calendar is an easy, robust and free way to add a calendar of events to your site. You manage your
events directly through Google's interface and the changes are automatically added to your calendar.

You will need to sign up for a Google Calendar account, if you don't already have one.

Once you get up and running with the calendar (adding events, what-nots and what-have-yous), you can add it
to your site with these steps.

In the calendar list on the left, click the three stacked dots next to the appropriate calendar (you can create
more than one) and select the Settings and sharing option.

- Sun Mon
February 2018 < > 28 29
s M T W T F s
28 29 30 31 1 2 3
4 5 6 o 8 9 10
"N 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 1 2 3
B 5 6 7 8 9 0
4 5
Add a friend's calendar T
My calendars A

Upcoming Events ) A
Display this only

= Birthdays

D Family Settings and sharing

O Reminders o0 000
000090 L

Other calendars (Y XX XX

[T]  Holidays in United Statet : o0
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General
Add calendar

Import & export

Settings for my calendars

@ Upcoming Events
Calendar settings
Access permissions
Share with specific people
Event notifications
All-day event notifications
General notifications
Integrate calendar
Remove calendar

@ Birthdays

Calendar settings

Name
Upcoming Events

Description

Time zone

(GMT-06:00) Central Time

Owner

kaburns08081@gmail.com

Learn more about exporting your calendar

Access permissions

Make available to public

Learn more about sharing your calendar

Go to the Access permissions section and check the box to "Make available to public."

SET MY PRIMARY TIME ZONE

EXPORT CALENDAR

See all event details ~

GET SHAREABLE LINK

Scroll down to the “Integrate calendar” section, locate the “Embed code” section and copy the code.

Integrate calendar

Calendar ID
kaburns08081@gmail.com

Public URL to this calendar
https://calendar.google.com/calendar/embed?src=kaburns08081%40gmail.com&ctz=America%

Use this URL to access this calendar from a web browser.

Embed code
<iframe src="https://calendar.google.com/calendar/embed?src=kaburns08081%40gmail.com&

Use this code to embed this calendar in a web page.

You can customize the code or embed multiple calendars. CUSTOMIZE

Highlight and copy the provided embed code. This is what you'll use to add the calendar to your site
while you're here, you can also use the "Customize" link below the code to make changes to the look and size of

the calendar.

. Note that,
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Back in the website editor, drag the Embed Code element to a page.

Welcome!

| AM A BUTTON

Check our calendar for availability!

Paste the calendar embed code into the element

Kiframe src="https://calendar.google.com/calendar/embed?

Ihe i ght =600&amp; wkst=18&amp ; bgcolor=%23ffffff&amp; src=kaburns@8081%40gmail . com&amp; color=%2329527A8%mp; src=en. usa%23holiday%40gro
lup.v. calendar.google. com&amp; color=%232952A3&amp ; src=p%23weather¥40group. v. calendar. google . com&amp ; color=%235229A3&amp ; ctz=Amer
i ca%2FChicago™ style="border:solid 1px #777" width="800" height="600" frameborder="8" scrolling="no"></iframe>|

Click out of the element to see your calendar and then click the Publish button. Your calendar will now appear

on your live site.

Upcoming Events
Today [ MM February 2018 ~ Print Week Month Agenda (¥
Sun Mon Tue Wed Thu Fr Sat
28 2 30 N Feb1 2 3
4 5 6 o o] s[@ [ 10
9am Workshop
1 12 13 14 15 18 17
18 19 20 21 2 23 24
25 26 27 28 Mar 1 2 3
Events shown in time zone: Central Time Go gle Calendar
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Add your Twitter Feed / Badge to a Site

Twitter provides an easy to use widget generator so you can share all your recent tweets with visitors to your

site. To find out all the details for setting it up, visit https://hc.weebly.com/hc/en-us/articles/200513837-Add-

Twitter-Feed-Badge

Add a Facebook Like (Share) Button to Your site

Adding a Facebook Like button to your site is a great way to let visitors share your site with their friends. To find

out how, visit https://hc.weebly.com/hc/en-us/articles/202081836-Add-a-Facebook-Like-Button-to-Your-Site

Add a Feed Reader to Your site

The Feed Reader element allows you to add a feed from another
source directly onto your site. The default feed when you first add
the Feed Reader element to your site is CNN.com. To add a new

feed, you will need to locate the rss information from the source site.

For example, a quick search on UA’s home page for “RSS Feed”
provided the link you see below to receive the main events in a new
feed format.

Once you have copied the url for the newsfeed, simply paste it in the
appropriate field. You can make other modifications such as the box
width, number of items to display and length of text to display.

el

er

gt

Feed Reader

https://www.ua.edu/events/feed

Width

Position

Spacing

Advanced

Buel Schuyler, 1937 — 964"
Exhibit: The Modernization of Tuscaloosa's
Built Environment: The Architecture of Don
Buel Schuyler, 1937 - 196...

Supervision and Ethics

Participants will have the opportunity to
*garn up to 6 CEUs or contact hours during
this two-workshop event. The E...

Supervision and Ethics (Ethics Only)
Participants will have the opportunity to
*garn up to 6 CEUs or contact hours during
this two-workshop event. The E...
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Add a Map to Your Site

If you have an office that students or others can visit, it’s helpful to include a map to that location on your site.
Weebly has a built-in Google Maps element that helps you do just that. For a video tutorial, visit
http://hc.weebly.com/hc/en-us/articles/201995168-Add-a-Map-to-Your-Site

Start by dragging the Maps element to a page on your site. It’s under the Basic category of elements.

THE UNIVERSITY OF ALABAMA® e =
Dr. Mary Sue Brown, PhD

Home Small header

Landing Page No header

Blog

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam erat volutpat. Ut
wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea commodo consequat Duis autem vel eum inure
dolor in hendrerit in vulputate velit esse molestie consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto odio dignissim
WU blandit pra

; Goloe TN P Qs 8ill Graham
s . w @ CivicAuditorium
- 73 14 'u
‘é Fulton girch St - -
-] A
= 2 San Francisco Symphony.
2 1wy St
2 Painted Ladies
3
@
Fell St ancisco
NSt ikt D
? page’St Zuni Café
3 age St
® page St P29 pose St a
& Q9 ‘s &
\\ 2 5 O oSy Lo
Go gle h NA Lounge % wise @

Google Jerms of Use Report a map error

The map displays a small part of San Francisco (home of Weebly!) by default. Click on your map to open up the
toolbox. You can make a number of changes from here.

GoleRE = < 3 Bill Graham %\' ),/v >
& (%) ) Civic Auditorium 3, & % Q~°\‘\
% & >
O Q- ©
3 Map 4 ST R
= RN fty
) ‘9}; S o 5
s a
S Painted Ladies & G X 2%
o <9,/) ,jo‘\ e
@ San Francisco, CA & < %
co Y. % 2 \\\a° &
st 0at  OPTIONS S s DI
%
3t S {
page St Zoom e 9> S ’/,4\? 1
OWE| 7 <
2 4‘8‘ \‘\'D(\
Google Width & Height 2. B O 4
g DNA Lounge ¥ % Map data ©2015 Google Terms of Use  Report a map error
Position =
Spacing
Advanced Location
-



http://hc.weebly.com/hc/en-us/articles/201995168-Add-a-Map-to-Your-Site

The most important thing to change is the address. Enter your own address as Street Address, City, Country, like
so:

Map

Gordon Palmer Hall, Tuscaloosa, AL|

Zoom L3 B

Advanced Location

This will update the map to the address you’ve entered as soon as you click out of the toolbox.

If you place a map inside a column, it will automatically adjust to the width of the column you place it in. This
can be useful for writing directions directly next to the map.

And you can adjust the height of the map using the Width & Height option in the toolbox.

s A

Back Width A

WIDTH

If you feel at all limited by Weebly's built-in Maps element, you're also more than welcome to embed a map

directly from maps.google.com (or a similar mapping tool). Create the map in Google and then click the "Link"
option in the upper left of the map.
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Copy the code they provide you from the "Paste HTML to embed in website" field.

= Paste link in email or IM X
™ Cco
Short URL Send
https://maps.google.com/maps?q=Shibuya,+Tokyo
Paste HTML to embed in website
wog|
<iframe width="425" height="350" frameborder="0" : !,;i’
pap more~ Customize and preview embedded map <
\
iy Dy AN
vy u FOMITGAYA
f " RPENT A

Then paste this code to your site using Weebly's Embed Code Element. Your map will show up as soon as you
click out of the element.
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Stats Dashboard

You can view Stats for your site via the Stats button on the main page of your account.

You can see Pageviews and Unique Visitors from the past 30 days. You can also see the most visited pages,
search terms that were used to find the site and the sites which referred the most traffic to the site.

Statistics for www.richardsomething.com [ raceviews  mique visnors |

)

Top Pages (this month) Search Terms (this month) Referring Sites (this month)
Views Page Views Keyword Views Referrer

602 1 Khard something 0 www.richardsomething.net
15 stuffhtmi ww Google com
15 filen.hem www.semrush.com
s aboutme.htm! falala123 com
3 W, pospRotes. com
3 W ADOrUSh, Com

3 Wi weebly.com

2

www.verticalresponse.com

www, $itetalc-world. info
1-portfotiol htmi ownerspy.com

abouthem

T N "

Ww we-Glade net

www s itetalic-gigant com

1
1
1 9-portf
1 11-portfol
1

W STELAC- GEnRration.com

7-portfotiol htmi 1 www google.com.wn

i W FIChaIds 0an.0.uk
www.google.de

1 W DADDASANSAANCErS LOM

www.newsletter-idrasy com

What do all these stats mean?

Pageviews: The number of pages visitors viewed on a given day. One visitor may visit three, ten, twenty,
however many pages.

Unique Visitors: The number of individual visitors who came to the site. The unique visitors number should
always be smaller than the pageviews number simply because one person can visit multiple pages and thereby
generate a number of different pageviews.

Top Pages: The pages with the most visits. The page called "/" is the home page and it should get the most visits
usually.

Search Terms: This shows which search terms visitors have entered in Google, Bing and Yahoo to find your site.
The more search terms you see, the better ranked your site likely is in on the search engines.

Referring Sites: If a visitor clicked a link on another site to reach your site then they have been "referred" to

your own site by this other site. The more in-bound links you have pointing to your site, the better your search
rank will likely end up being.
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The Basics of SEO

Every website has an address that can be used by anyone who wants to visit that site. But how do people who
don't know the address of your site find you? Search Engines! Most people use Google to look for sites, and a
smaller number of people use Yahoo or Bing. So you want to get your site listed on these search engines so that
your site can be found by the wide audience of potential visitors.

So what are the first things you should do to make your site easy to find on search engines?

Use the SEO Tools in Your Account
Every Weebly site has a place for you to enter Keywords and a Description for your site. These can be found
under Settings > SEO.

SEO

She Descr stion

»»»»»

Mets Keywares

Foote: Codw

Haader Code

Hide ulte #r0m wwacch engines s

301 Redirects

Both of these fields help search engines to categorize your site. And the Description is what will actually be
displayed as the description for your site in your search engine listings.

The Description should be two to three sentences long and provide a fairly detailed description of what your site
is about. Are you a florist in Denver? Then write something like:

Flowers and Such is a professional florist in Denver, CO with 25 years’ experience making birthdays a little
brighter and anniversaries a little rosier. We have roses, lilies, orchids, tulips and every other flower under the
sun.

That example Description lets visitors know exactly what the business is about, where it's located (which helps
locals see this in their searches), lists some flowers people may be searching for and shows a little personality to

boot.

The Keywords should be fairly targeted and also be the kind of words you use on your site. If your Keywords
don't match your site content then they are practically useless. The imaginary florist we've written about above
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might want a list of Keywords like Flowers, Florist, Denver, Colorado, Birthdays, Anniversaries, Weddings,
Apologize, Roses, Lilies, Orchids, Tulips. You may want to use around 20 or 30 words here that match your
content and the types of searches people may do to find that content.

Note that Keywords are ultimately only helpful with search engines if they are words you actually use
throughout your site (especially in Title areas). Otherwise Google (and other search engines) will just think
you're trying to game the system by using Keywords that are irrelevant to your site and will just ignore them.
Each page of your site also has a place for Keywords and a Description. These can be found under Pages >
Advanced Settings.

Page Name
Drag o reorder.
Schedile & Sevson
Homme N —
‘ P, ;“(mrm Owlere Page
Portiolio
Show in Navigation Menu?
Portraits Vet 5
Darce
Password Protect?
t.'-"...;. GUNe 3 et
o £
Contact Me it S
My Slog

Link 1o external site? set link

Advanted Settings

Page Title (2o appesr in the HTML title Lag)

Page Description

Meta Keywords (separate each with & comma)

Footer Code

Header Code

These work the same way as the Site Keywords / Description except they should be specific to the content of the
page to which they're connected.
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How to Optimize Your Site for Search Engines (SEO)

Now that you’ve built a great site, you’ll want people to be able to easily find and visit your site. One way to do
that is to simply give them the address (like www.nameofyourwebsitehere.com) so they can go there directly.
But, of course, that only works for those people to whom you have a close enough connection to provide the
address. Everyone else will find your site on Search Engines like Google, Bing and Yahoo. How can you optimize
your site to ensure you appear as high as possible in the search engine rankings?

Start with the basics. Read our Use the SEO Tools in your Account (http://people.ua.edu/use-the-seo-tools-in-
your-account.html) to learn how / why to add this information throughout the pages of your site. While you're
doing this, keep in mind that keywords are not made out of magic (this is explained further in the Keywords help
article linked above). Just because you add a keyword to your site does not mean search engines are going to
find you through that keyword. If life were that easy, we’d all be rich and retired to our own private islands by
now.

Use page names that are relevant to search words and phrases. The name you provide to a page in
people.ua.edu is the name given to that page both in the site navigation and in the address of that page on your
site. Why is this important? Because if a word is in your address, it is seen as more relevant to your site by
search engines. More relevant means more likely to show up in search results.

Use keyword phrases in your links. If you link from one page of your site to another, use descriptive text for the
link. For example...
o This: Read our How to Create Links article (http://www.people.ua.edu/text-hyperlinks.html) to learn
how to do this on your own site.
e s better than this: Learn how to create a link by going here (http://www.people.ua.edu/text-

hyperlinks.html).

Use Titles to headline content in your site (when appropriate). Search Engines see Titles (which are tagged as H2
-- don't worry about this if you don't know what it means) as generally more important than regular text. You
can add Titles to your site via our Title element. But don’t write all your text in a Title. That will make things
worse for your site. You can’t trick the search engines like this, so don’t try.

Is your site relevant only to people in a certain area? Highlight that by Creating a Google Map
(http://people.ua.edu/the-maps-element.html) that shows site visitors your location and by referring to the
physical location of your business throughout the site where appropriate. Writing “Visit our San Francisco
showroom” is better than writing “Come see our showroom.”

Use alt-text for your photos. Add alt-text to a regular picture by clicking on it and using the Advanced Option in

the toolbar. This should be used to add a short description of the image. View our Adding Pictures page
(http://people.ua.edu/adding-pictures.html) to see more detail on this option.
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Get other sites to link back to your site. The more sites that link to your own site (as a general rule), the more
Google trusts your site to be worthwhile. Think of other people linking back to your site as word-of-mouth that
tells not just other people to check-out your site, but tells the search engines to do the same.

There is nothing more important to your ranking than other sites linking to you, but there is no get-rich-quick
method to get links back to your site. Build interesting content and let people know it exists. Just as building a
business takes work and time and effort, building traffic to a website takes work and time and effort.

Link to your own site from any other sites you may have (like a Twitter or Facebook profile). If you have an
email newsletter, archive it via your email provider's site so that your own newsletter acts as another site linking
to you.

Maintain a Blog. A blog enables you to continually add content to your site. The search engines like to see new
content on your site. Read our Create a Blog article (http://people.ua.edu/create-a-blog-post.html) to learn how
to build a blog.

Make reasonable goals. If you're a photographer, you are not going to show up at the top of the search results
for the word photographer. If you're a florist, you aren't going to show up at the top of the search results for
flowers or mother's day.

But if you're a photographer in San Francisco, you can potentially get to the top of the list for San Francisco
Headshot Photographers. If you're a florist in London, you can work to get a good search ranking for Valentine's
Day Flowers, London. Focus on that. Focus on getting your site to show up in a search for your own name. Try to
get the attention of bloggers who may write about your business.

And if you want more tips, do a Google search for SEO Tips. A lot of different people have written a lot of

different articles on this topic. This help article is meant to be a good place to start, but it certainly isn't the end-
all, be-all of SEO. It never hurts to research other sources of information.
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Google Analytics

Google analytics provides much more information than Weebly’s Dashboard. To learn all the details about it and
how to add analytics to your site, visit https://hc.weebly.com/hc/en-us/articles/201979698-Google-Analytics.

When you publish your website, we ask for your Gmail address so that you can have access to your site’s
Analytics reports. This specifically requires a Gmail address because Analytics is a Google product.

If you don’t have a Gmail address, it’s easy enough to create one specifically for this purpose. But you probably
don’t relish the thought of another email address to check. Luckily, there’s a way to take any mail sent to this
new account and forward it to an account you use more often (like your @ua.edu address).

When you’re logged into your new Gmail account, look for the gear-shaped icon in the upper right; click that
and then click “Settings.” You’ll see different headings along the top of the Settings page — look for “Forwarding
and POP/IMAP.” Forwarding is the first option on this page, and all you need to do is click “Add a forwarding
address” and type in the address you want to use.

You’ll then click a button to confirm the forwarding address, and a confirmation code will be sent there. Either
enter this code in the Forwarding section of your Gmail settings, or simply click the link that is included in the

message.

And that’s all there is to it — any messages sent to your new Gmail account will now be forwarded to the account
of your choice.
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Settings Tab

The Settings tab provides you with some very important options, including changing your site title, site
password, and SEO settings. There ARE however, a few things you may NOT change. Be cautious and make
certain you fully understand any changes you make on this tab.

General Settings

e Site Title — You may change the site title. It will not appear in in your site header, but will appear on the
dashboard and at the top of each page tab within the browser.

e Favicon — The favicon is pre-set and should not be edited.

e Site Password — you may set a site password and apply it to one or more pages of your site.

e Navigation — all sites, by default, group excess pages under “More..."” in the navigation bar. You may
change it, if desired.

e Archive — once your site is published, you will be able to create an archive.

e Site formatting — Change the date, time zone, language if needed

e Cookie Notification — We recommend leaving the default settings but you may change it if you wish.

o Un-publish — You may unpublish your site but PLEASE notify the people.ua.edu administrator if you do.

General
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Search Engine Optimization (SEO)

SEO

General
Site Description

LR

SEO

Members

a

Blog
Meta Keywords

Footer Code

ex. Google Analytics 1

Header Code

ex. Google Webmaster Tools verification meta tag

Hide site from search engines (e
N

301 Redirects

Site Description - The Description is what will actually be displayed as the description for your site in your
search engine listings. The Description should be two to three sentences long and provide a fairly detailed
description of what your site is about. Further details are discussed in the SEO Tools section of this manual.

Meta Keywords - The Keywords should be fairly targeted and be the kind of words you use on your site. These
should include your areas of expertise. Further details are discussed in the SEO Tools section of this manual.

Footer Code and Header Code — Use this section for placing code from Google Analytics or Webmaster tools.
We will set up your Google Analytics account for you, unless you prefer to provide your own. To view the
reports, you will need a Gmail account; read more about this and how to forward mail to your primary account
under “Google Analytics.”

Hide site from search engine — You may choose to hide your site by checking the box.

301 Redirects — Use this function if you are moving your site from one URL to another. Visit_
http://kb.weebly.com/301-redirects.html for complete information.
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Membership

The University of Alabama has purchased the Pro plan of Weebly, not the Business plan. Therefore, not all
membership features are available.

Membership: Limiting Page Visibility to Members

Every page on your site has a Visibility setting that defaults to "Public". This default setting, of course, means
that any visitor to your site can see the page.

You can view and change this setting by selecting the Pages tab, selecting your page in the Pages sidebar, and
clicking Visibility.

Edit Page

PAGE NAME

Custom Bikes
Hide
HEADER TYPE

Tall Header

Advanced

Changing this setting allows you to limit access to any page so that only registered members (or even just certain
registered members) can see it.

Visibility

Public

Public

Users With Site Password

Members Or Groups




If you set a page to only be accessible to specific Members or Groups, then you'll need to choose which
Members / Groups will be able to view the page.

The Select Members button will display your entire list of members so you can select specific individuals who
will be allowed access to the page. This is really only useful if you have a small number of members.

Visibility

Members Or Groups

MEMBERS

Select Members +

The Select Groups button gives you more control over larger numbers of people by enabling you to provide
access to a group (or groups) of members you've previously created.

GROUPS

| Select Groups + |

Once you've limited visibility in this way (and republished your site), only the members or groups you've
selected will be able to access the page.
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Membership: Creating Groups
Groups are the easiest way for you manage varying levels of access to different pages / sections of your site.
Create groups by going to Settings > Members and using the Add Group button.

Members Acd Fram CSV

Login | Register

Show "Log In" in site menu

Allow people to register with your site

Members Add Member

You don't have any members yet

Groups (7 ‘ Add Group

You don't have any groups yet

Give your group a name.

Add Group

Name
All Members

- Members

Pages Select Pages

Pages this Group Can View

The group does not have access 1o any pages

Members in Group Select Members

Email Name

If you already have members, you can add them to your group through the Select Members option.
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Use the checkboxes to choose individual members or use the Add All Members button to do just that: add all

current members of your site to the group.

Select Members

Rob Stark

Rory Willlams

Saul Tigh

William Adama
Malcolm Reynolds

Zoe Washburne

| Add all members

rstark@thetwins.com O
rorywillams@bbe.co.uk O
saultigh@galactica.com )
wiliam.adama@galactica.com
mreynolds@serenity.com 0
zwashburne@serenity.com O
L> |
Cancel H Okay }

At any point in this process you can click Add Group to add it to your list of Groups.

< | Add Group

Nome

Pages this Group Can View

Tre group does not have 6Ccess 10 any

Members in Group

Email
sichardsmreyneiesOweely com
sultighagalactics com

wilarm sdamadgalactica com

mreynoldsCsecenity com

Witam Adams

Maicoim Reynolds

+ Select Pages

+ Select Mombers

= )

You can then edit this group later (possibly to add more members, for one example) by clicking on its name from

this same list of Groups.
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Membership: Inviting New Members
You can add members to your site by manually inviting them or by downloading them from a CSV file.

Members

Add From €SV
Login | Register
.

2 Members
*Log In" in site menu
= - )
Allow people to register

Members

Add Membar

You don't have any members yet

Groups

You den't have any groups yet

Enter an Email Address and their Name. If your site is published, you send an email invite that'll allow them to
sign-up. If you don't send them an email invite, you'll need to provide them with the sign-up link (we'll show you
where this link can be found at the end of the article).

Add Member
Email
Winniethepooh@woods.org
3 Members
Name (optional)

Winnie the Pooh

Email member an invitation to log in

Pages Select Pages
The member does not have access to any pages
Groups Select Groups
This member is not in any groups.

Cancel
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You can also select pages you'd like them to be able to access or groups you'd like them to be part of before
adding them as a member.

F4  Select Groups
e W
] Q search

Select: All None

All Members v
Speakers

— Atendees

es

Cancel Okay

not in any groups.

Finish up by clicking Add Member. They're now officially a Member of your site. But before they can log in,
they'll need to follow the link that was sent them from the email invite. If you didn't send them an email invite
(or they didn't receive it), you can find the Invite Link next to their name in your Members List.

Members (z Add Member
Q Search All Approved | Pending
Email Name Group Status

winniethepooh@woods.org Winnie the Pooh / Invited — Invite Link
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