
How to Update 
Your Photo Gallery



Before you begin be sure to make a 
copy of the photos you are going to 
upload and resize the copied 
photos to 72 ppi with the long edge 
set between 600 and 700 pixels. 

If you put the resized files in a special 
folder on your desktop you will be 
able to find them easily when the 
system asks you to select the photos 
you want to add to your gallery.



Now you are ready to get started...

Go to  www.weebly.com

Note:  If you choose to use google or 
some other search engine to find 
Weebly make sure you click on a link 
that will take you directly to 
www.weebly.com and NOT some 
other Facebook page...it will only 
confuse you.

http://www.weebly.com
http://www.weebly.com


Click on the “log In” button in the upper right corner 
(see red arrow above)



Log in by entering the email address and password provided to you 
by the club’s webmaster then click the “Log In” button.



Click on the “Edit Site” button next to the site named “Coastal Photo Club - New 
Bern” — Do NOT click the + sign.  
NOTE: You might get “Pop Up” adds for various Weebly features just close them 



You will see a list of pages that are included on our website.  Many of them will have a red circle with a line 
through it to indicate you do not have authority to edit that page.  School down until you see a list of club 
member names. 



Your name should be listed in blue letters along with other club members. Click on your name.  Please be 
careful not to click on another member’s name.  If you do, close out of that page and click on your name. 



This should be your photo gallery...click near but outside any image (see arrow 
above) and an edit menu will appear.
Click the “Add Images” button.



You can either drag photos to the box above or click the Upload gallery photos 
button and navigate to your photos.



To delete photos from this gallery, click on the Delete button...if 
you want to keep the existing photos and add more click the “Add 
Photos” button.



As your photos are uploading the status will show in the bottom right corner.  If the 
upload seems like it is taking a long time it might be because you did not resize your 
photos before you uploaded them.  You can cancel and start over or go have a cup 
of coffee and come back later.  Either way remember to resize your photos before 
uploading them.



At this point you can add captions to your photos by 
clicking the “captions” button shown below, or you can 
add additional photos.



After you have saved your gallery you need to click the 
“Publish” button and the website will be updated.



Just click the “x” to make this go away.



After you have published your changes click the “down 
symbol” in the upper right corner and that will give you 
a dropdown menu where you can logout.



Your final step is to click the “Logout” button in the upper right 
corner.  This will free up the site for other members to add their 
photos.


