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1 Introduction 

1.1 Purpose 

The Artist Gallery Online system is designed to enable individuals to create their own web site 

without needing the help of a web designer. No knowledge of HTML, CSS or any other of the 

Internet programming languages is needed to build your own web site. 

 

The Artist Gallery Online system was designed to be an intuitive, easy-to-use system. This User 

Guide should be the only help that you need to build your own web site. But if additional help is 

required, please go to the Support section of our web site. 

 

Since we strongly believe that all artists should have a web site to display their artwork, we are 

offering public free web sites to all Artists. Your new web site will allow you to join the world of 

the Internet. You will then be able to share your artwork with the world. 

 

Our free web sites are sponsored by advertising that is displayed in a right-hand side Ad Box. 

The ads displayed should be related to your content. They use your SEO information and your 

content to select ads best suited for your web site. 

 

If you do not want the advertising to be displayed, you can upgrade to the PRO Plan which 

removes the advertising and provides significant additional features. 

 

The Artist Gallery Online system allows you to create web pages to support a well-rounded Artist 

web site. They are: 

¶ Home Page 

¶ Photo Gallery 

¶ Contact the Artist 

¶ About the Artist 
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Since many artists may also want expanded functionality so we have provided a way to upgrade 

your system to the PRO Plan. These additional features are: 

¶ Personal Blog 

¶ Links Page 

¶ Events Calendar 

¶ A larger Image Gallery with slideshow functionality  

¶ A Template system enabling a wider range of web site appearances. 

 

You can see all the features for both of these systems (the Free and Pro Plan) at: 

http://artistgalleryonline.com/features.php 

1.2 System Organization 

The Artist Gallery Online system is divided into two components: the Web Site Administration 

system and your Public Web Site. 

 

The Web Site Administration system is used to create your web site, maintain your web site 

content and to determine its features and functionality. It can only be accessed by active users 

once they log into the system. The login system requires an email-based username and an 

individual password. 

 

To get login credentials, you must sign-up for the service and agree to the Terms and 

Conditions. 

 

Once you log into the system, you will be directed to your personal Web Site Administration 

Control Panel. This Control Panel is the home page of the Web Site Administration system. 

 

As you make changes in the Web Site Administration system, those changes will immediately 

appear on your Public Web Site. 

 

You will be able to learn how to use this Web Site Administration system in this User Guide. 

 

Your Public Web Site will be visible to everyone with access to the Internet (including search 

engines).  

http://artistgalleryonline.com/features.php
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2 About this guide 

This document is divided into the following chapters: 

Chapter 1: About this Guide. 

Chapter 2: Introduction. 

Chapter 3: Understanding the System. 

Chapter 4: Using the Free System Features. 

Chapter 5: Using the Pro Plan Features. 

Chapter 6: Glossary provides definitions of technical terms that appear in the guide. 

2.1 Who Should Use It 

This guide is intended for people who would like to create their own web site using the Artist 

Gallery Online system. 

 

The Artist Gallery Online system is entirely browser-based and all interaction with the system is 

made using online forms, making the system easy-to-use. 

 

We have designed the Artist Gallery Online system to allow anyone to build their own web site.  

 

Users should have experience using a modern computer system. They should have some 

knowledge of computer applications and should be familiar with the use of the keyboard and the 

mouse. 

 

Users should also be able to store and retrieve files and images on their computer.  
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2.2 Basic System Layout 

 

Web Site Administration System 

 

The Web Site Administration system has four physical spaces: 

¶ The Tabs Control Bar is located across the top of the system. The tabs allow you to 

access different areas of the Web Site Administration system. Each one is a separate 

page. 

¶ The Vertical Menu Bar is located on the left hand side of each tab page. The menu 

contains SECTIONS, highlighted in blue and FUNCTIONS links that are underlined. 

¶ The Main Content Section displays the forms used to control your web site. Pressing 

any of the FUNCTION links in the left hand Menu Bar will change the Main Content 

Section. 

¶ Your name and logout link are located in the top right hand side of the page. Seeing your 

First and Last name confirms that you are logged into your account. Logging out of the 

system is described in Section 3 of this User Guide. 
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Your Public Web Site  

 

 

Every Free Public Web Site will have these five physical spaces: 

¶ Header - Used for web site identification. The initial web site setup uses your First Name 

and Last Name as the web site title; however, you can change the appearance of the 

header (for example, change the title, add a slogan, and include an image. 

¶ Menu Bar ï The menu bar shows a set of buttons that allow visitors to access the main 

sections of your web site. The Home Page is the page that opens anytime someone 
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comes to your web site. You also have menu options for your Photo Gallery, an ñAbout 

the Artistò page and a ñContact the Artistò page. 

¶ Main Content Box ï This is where your web site content will be displayed. This content 

can be text and images. 

¶ Ad Box ï The Ad Box is located in the right hand side of your web site. Ads serve as the 

vehicle which enables your web site to be free. You can remove the Ad Box by 

subscribing to the PRO Plan. Subscribing to the PRO Plan also has another advantage:  

it significantly increases the functionality of your web site. 

¶ Footer ï The Footer is the closing section of the web site and is located at the bottom of 

each page of your web site. It can include a copyright statement including an optional 

tagline. A link to the Administration system is also included here for your convenience. 

The PRO Plan removes the Ad Box from your web site and includes significant functionality 

enhancements. 

 

This document uses the following typographical rules:  

Functionality Options appear in bold type.  

 

In addition, the following symbols are used in the system: 

 

 The pencil image is used to edit entries. 

 The universal Stop sign image is used to delete entries. 

  The checkmark image is used to view or approval entries. 

  The plus sign image is used to add entries. 

  The up or down Arrow is used to change the location of menu items. 

  The color picker icon is used to select custom colors for your web site. 

  The date picker icon is used to fill out date fields in the forms. 
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3 Understanding the System 

3.1 System Overview 

The Artist Gallery Online system is based on a modern information database. Its goal is to 

provide you control over this information and to have it display on the Internet as your personal 

web site. 

 

Your personal information is contained in your Settings tab, under the Contact Info section. The 

only information in this section that is used in your Public Web Site is your First Name and Last 

Name which are displayed in the Header of your Web Site. If you do not want to display this 

information or do not want to use it in your Header, you can change it in the Web Pages tab, 

under the Page Header section.   

 

You will also be able to change your password at any time. Your password is the key to being 

able to login and use the system. You should make your password easy to remember but hard 

for anyone else to identify. Keeping a secure password is the key to maintaining security for your 

personal information. 

 

Your password is stored in the database as encrypted code so it cannot be accessed by anyone 

including the System Administrators. This way, you are the only person in possession of your 

password. 

 

3.2 Web Site Administration 

The Artist Gallery Online system is accessed by reaching the Web Site Administration system 

with a web browser. You must log into the system using your email address and your password.  

 

You will not be asked to download any programs or information to your own personal computer. 

All of the software to make the Artist Gallery Online web site work is contained on the server. 
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3.3 Log into the System 

All users must log into the system as follows: 

¶ Enter your email address; 

¶ Enter your password; 

¶ Press the Login button. 

 

3.4 First-time Users 

After you log in for the first time, you will need to input some basic information for your web site 

to work. Click the Settings tab and input your First Name and Last Name. In the initial setup, 

your First Name and Last Name are used as the Header in your public web site. 

 

Now select the ñChange Your Passwordò function and input a new, easy-for-you-to-remember 

but secure password. Re-enter it to verify it and then press the Change Password button. 

 

Now you can start working in the Web Site Administration system to modify the appearance and 

content of your Public Web Site. 
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Your Public Web Site will now be functional and visible on the Internet. 

3.5 Forgot Password 

If you have forgotten your password, you can request that a new temporary password is emailed 

to you. Go to the Login Screen, enter your email address into the Enter Email field and then 

press the Forgotten Your Password link.  

If that email address is found in our database of active users, an email will be sent to that email 

address. This email will contain a temporary password. You can then use this temporary 

password to log into your account.  

 

The temporary password is only good for one login session. So, once you have logged in with 

the temporary password, go to the Setting tab and use the Change Password function to 

update your password to something that you will easily remember but will be secure. 

 

If you have forgotten your email address, you will not be able to use this function. In that case, 

you must contact the Webmaster by email to get access to your account. 

 

3.6 Logout 

When you are done using the Web Site Administration system, click the logout link at the top 

right hand side of the Web Site Administration panel. 

 

The logout link will disconnect you from the Web Site Administration system. The logout function 

will disable access to the system, providing security to your web site and personal information.  

 

You can access the Web Site Administration system at any time by using the login screen.  
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4  Using the Free System Features 

4.1 Control Panel 

The Control Panel tab is the opening page each time that you log into the Web Site 

Administration system. 

 

The Control Panel has two functions in the left navigation menu bar: 

¶ Main Page 

¶ Tell a Friend 

 

4.1.1 Main Page 
 

The Main Page function has two sections: 

¶ Your Web Site 

¶ Documentation 
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 In the Your Web Site section, you will see the address to your Public Web Site. You can share 

this web site address with your friends and family. You will also see the type of Account that you 

are currently subscribed to. Finally, you will see the date that your account was opened. 

 

The Upgrade To PRO Plan function is available so that you can take advantage of the 

significant additional functionality of the PRO Plan including the elimination of the left hand side 

Ad Box. 

 

When you press the Upgrade Now button, you will be directed to our secure Merchant Account 

maintained by PayPal, Inc., a division of eBay.  

 

You will be able to upgrade to a PRO Plan subscription by making your payment using your 

credit card (VISA, M/C, Discover and American Express) or by using your PayPal account. 

 

In the Documentation section, you will find a link to the User Guide (this document). This link 

will make it easy to come back to this document any time you need help. 

 

4.1.2 Tell a Friend 
 

The Tell a Friend function is an email tool which allows you to tell people about your website. It 

enables you to send a welcome email to a single person.  
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The email is sent as a system message from Artist Gallery Online. The subject line in this email 

has this format: 

ñYour First Nameò has a new web site 

 

You are also able to add a personal message to this email. The email will look like this: 
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It is important to only send emails to people that you know. If you send emails to people you 

donôt know (unsolicited emails) it is considered ñSPAMò.  Sending SPAM is a violation of your 

agreement with Artist Gallery Online based on the Terms and Conditions and your account could 

be terminated. 

 

In order to avoid this tool being used to create spam, we have limited the amount of emails that 

you can send each day to 10. 

 

4.2 Web Pages 

The Web Pages tab contains three sections in the left navigation menu bar which allow you to 

manage your web site. They are: 

¶ Web Pages  

o Manage Web Pages 

o Change Menu Order 

¶ Upload Images and Files 

¶ Look and Feel 

o Page Header 
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o Page Footer 

o Colors and Styles 

 

4.2.1 Web Pages 
 

The Web Pages section opens with the Manage Web Pages function. This function is the page 

that indentifies which web pages will be seen on your Public Web Site. It also provides you with 

control over the Search Engine information and the content of each page. 

 

  

 

In the Manage Web Pages section, the first column contains each web page in your web site. 

You can click any of the names in this column and your ñliveò web site page will be displayed in a 

new browser page. 

 

In the Status column, you will notice that the Home page is always published to the Internet 

making it live and viewable by the public. Each of the other pages has a dropdown box that 

allows you to change the setting from Published to On Hold. Just click the little down arrow next 

to the word ñPublishedò to select the ñOn Holdò option. Putting a page ñOn Holdò means that it 

will not be visible in the menu of your public web site thereby making it unavailable to the public. 

 

 

 

 



 

 

end_user_guide.docx  Copyright 2010 Page 17 of 72 

 

 

 

Pressing the Search Engine Optimization button for any web page opens up a new page. This 

option allows you to control the Search Engine Optimization settings of each of your web pages. 

These Search Engine requirements include: 

¶ The Page Title: The page title is displayed in the top right corner of each browser. It 

should be used to provide a keyword-rich, descriptive title for your page. 

¶ The Meta Keywords: Meta Keywords are a short list of words (10 to 15) that reflect the 

purpose of your web page and are words that someone might use in a Search Engine to 

find your site. They should be the focus of all of your content. 

¶ The Meta Description: A Meta Description is a paragraph (two to five sentences) that 

provides an overall summary of the content and purpose of your web page. The Meta 

Description is often used by Search Engines in their results display. It should be keyword 

rich. 

 

 

 

 

 

 



 

end_user_guide.docx    Copyright  2010    Page 18 of 72 

 

 

 

 Pressing the Edit Content button opens a new screen which allows you to input and edit your 

web page content. The web page name is listed at the top. You will be presented with a three-

row set of icons that will allow you to control the editing of your page. Moving your mouse cursor 

over any of the icons will identify its purpose. 

 

If you want to input an image or a file, you must first upload those onto the system using the File 

Manager function (see below). 

 

Pressing the Go to Photo Gallery button will take you to the Photo Gallery function. This 

function is covered in Section 4.3 of this User Guide. 

 

The Change Menu Order function allows you to control the order of your web siteôs menu 

system. 
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To change the order of your menu, press any of the up or down arrows. The top menu item will 

be first in the menu and the bottom menu item will be last in the menu. 

 

4.2.2 File Manager 
 

The File Manager function allows you to upload files and images to the server for use on your 

web site pages. However, it is not associated with the Photo Gallery function of your web site 

which is covered in Section 4.3. 
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The File Manager function allows you to store files in a Files directory and images in an Images 

directory.  
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To upload files and images, press the Upload button. Then press the Browse button to search 

your computerôs hard drive for the file or image that you want to upload to the server. Once you 

have selected the file or image, press the Upload Selected File button. A graphical 

representation of the file or image will appear in the main box. 

 

If you want to View, Download, Delete or Rename the file or image, just right-click on the 

graphical representation of the file or image. 

 

You can use the Setting button to change the way that the graphical representation of your files 

and images are shown. 

 

4.2.3 Look and Feel  
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The Look and Feel section controls the appearance of your web site. It allows you to change 

the Header and Footer components of your website. You can also control the color scheme of 

your web site including the background of the web site, and the colors of the text. 

 

 

 

The Page Header function allows you to control how the Header on your Public Web Site 

appears. Initially the system is set up to display the first option, your First Name and Last Name. 

 

If you would like to change this, you can choose to display a Custom Web Site Name. An 

optional Slogan is available. It is displayed directly below the Name element and in italics. 

 

In addition, you can choose to add an image to your header. Just press the browse button to 

open up a new screen and select an image from your computerôs file system. We will 

automatically resize the image to fit in the header. The image is always located in the middle left 

hand side of the Header. 

 



 

 

end_user_guide.docx  Copyright 2010 Page 23 of 72 

 

Depending on how your browserôs cache is configured, your new image may not always be 

displayed on this page immediately. Sometimes you will have to refresh your page or click the 

Page Header link (in the left navigation bar) to get the new image to display properly. But be 

assured that your new image is immediately being displayed on your public web site. 

 

 

 

The Page Footer section allows you to change the appearance of the Footer of your Public Web 

Site. You can choose to show a copyright and also add a Tagline to it. 
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The Colors and Styles function allows you to control the color scheme of your Public Web Site. 

You have the ability to control Background Colors for: 

¶ Background 

¶ Header 

¶ Menu 

¶ Main Content 

 

You also have the ability to control the Text Colors for: 

¶ Body 

¶ Menus 

¶ Header 

¶ Footer 
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And lastly, you have the ability to control the Headers Colors for: 

¶ H1 ï Header 1 

¶ H2 ï Header 2 

¶ H3 ï Header 3 

¶ H4 ï Header 4 

 

To change any color, either click the Color Picker icon.  

 

Select the color that you want with your mouse and the 6 digit color code will populate the input 

box. To accept your colors, press the Update button at the bottom of the page. 

 

4.3 Photo Gallery 

Clicking the Go To Photo Gallery button in the Manage Web Pages section or selecting the 

Photo Gallery tab in the top menu bar will open the Photo Gallery function.   

 

 

When you first enter the Photo Gallery function, the gallery will be empty and ready for your use.  
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Press the Click here to add a photo link to open a new screen enabling you to upload images 

to your web site. 

 

The input fields for this screen are: 

¶ Title: The Title will be displayed under each photo. 

¶ Caption: The Caption is a short description of the photo and will be displayed under 

each photoôs Title. 

¶ Sequence: The sequence is a number which represents the order of display of each 

photo in your album. Photos with the lowest number (0) are displayed first. Itôs best to 

use a sequential order to your numbers to have them make the most sense. 

¶ SEO Tag: Strengthen your Search Engine ratings by adding an SEO tag to each of your 

photos. Make it keyword rich and have it describe the nature of your photo. 

¶ File:Press the browse button to access your computerôs file system to find the image that 

you want to display in your Photo Gallery. 
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4.4 Statistics 

The Statistics section allows you to see visitor activity on your web site.  

 

We retain statistical information about your web site starting from the day that you sign up for an 

account.  

 

 

 

You can select the month and year that you would like to see the Statistics. 

 

Five items are tracked in the Statistics. They are: 

¶ Unique Visitors: This is the count of visitors that visit your web site. Each visitor is only 

counted once. This number represents the quantity of different visitors to your site. 

¶ Number of Visits: This is the count of how many times people have visited your site. An 

individual may visit your web site more than once and will be counted each time. 

¶ Page Views: This is the count of the total quantity of web pages that have been viewed 

by your visitors. 

¶ Hits: This is the count of all the elements on all the visited pages. 

¶ Bandwidth: This is the count of amount of data that has been viewed on your web site. 

It counts the digital size of all your visited pages, including all images and text. 
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4.5 Settings 

The Settings tab is the part of the the Web Site Administration system where you control the 

information about yourself and your account. You will also be able to control the settings for any 

of the applications. 

 

The Settings tab has three sections in the left navigation menu bar: 

¶ Your Contact Info 

¶ Your Account Info 

¶ Application Settings 

 

4.5.1 Your Contact Info 
 

In the Your Contact Info section, you will be able to manage your Contact Info and your 

Password. 
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In the Contact Info function, you will be able manage all your personal information. Your First 

Name, Last Name and Email are required items and are used by us to contact you. In addition, if 

you are using the Contact the Artist inquiry form, any inputs will be sent to this email address. 

 

On your first log into the Web Site Administration system, the email address that you used to 

create your account is displayed. The first name block is filled with First Name and the last name 

block is filled with Last Name. 

 

For your security purposes, none of your personal contact info is made available on your Public 

Web Site. Nobody will be able to directly contact you using this email address since it is not 

available to them. It is only used as your login account and in order for us to contact you. 

 

 

 

The Change Your Password function allows you to change your password. Enter your current 

password and then your new password. In order for it to work, you must confirm the change by 

entering it twice before pressing the Change Password button. 

 

Passwords must be at least 6 characters long and include one alphabetic character and one 

number. 

 

4.5.2 Your Account Info 
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In the Your Account Info section, you will be able to see your Plan Info and you are offered an 

opportunity to upgrade to the PRO Plan. 

 

 

 

 

In the Your Plan Info function, you will be able to see: 

¶ Customer ID: your customer number. 

¶ Account ID:  your Account number. 

¶ Plan:  the type of plan that you are subscribed to.  

¶ Software Version:  the current version of the Web Site Administration system. 

¶ Account Opened: the day that you signed up for a subscription. 

¶ Termination Date:  the day that your subscription expires. The Free Plan automatically 

renews each year. 

 

You will also be able to use the Delete My Account button if youôre decided to terminate your 

subscription. 
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The Upgrade To PRO Plan function is available so that you can take advantage of the 

significant additional functionality of the PRO Plan including the elimination of the left hand side 

Ad Box. 

 

When you press the Upgrade Now button, you will be directed to our secure Merchant Account 

maintained by PayPal, Inc., a division of eBay.  

 

You will be able to upgrade to a PRO Plan subscription by making your payment using your 

credit card (VISA, M/C, Discover and American Express) or by using your PayPal account. 

 

 

4.5.3 Application Settings 
 

The Application Settings section allows you to change the settings of the active applications in 

the system. In the Free system, you can control the way that the About the Artist page on your 

Public Web Site works by using the Contact Me Settings function. 
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The Contact Me Settings function allows you to place a Contact Form onto your Public Web Site 

in addition to any text that you choose to put on the page using the text editor in the Web Pages 

tab (under the Edit Content button for Contact the Artist). 

 

 

 

If you choose to include a Contact Form, your visitor will be presented with an input form where 

they can input information that they want the system to send to you. You can choose to display 

one of these sets of input boxes: 

¶ Name, Email and Message 

¶ Name, Email, Phone and Message 

¶ Complete Address and Message which includes: 

o Name 

o Address 

o City 

o State 

o Zip Code 

o Email 

o Phone 

o Message 

 

Each of the elements of the form that you present to the user will be required elements. If any of 

them is left incomplete, the form will not be submitted to the system to be mailed to you. 
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In order to reduce the risks and potential spam that you might receive, we have included a spam 

catching program that reviews all submissions. This Spam Catcher program rejects these items: 

¶ Automated Bots: Removes any computer-controlled spam submissions. 

¶ Links: Removes any links to external web pages. 

¶ Software Exploits: Removes any attempts to add code to your email. 

¶ Active Code: Removes any active software code. 

¶ Forbidden Characters: Removes any system-level special characters. 
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5 Using the PRO Plan Features 

Subscribing to the PRO Plan offers significant functionality improvements. This section of the 

User Guide will describe these new functions and how to use them. 

 

5.1 Web Pages 

With the PRO Plan, changes to the web pages include: 

¶ Photo Gallery: Now includes up to a max of five albums and the ability to display them 

as a slideshow. 

¶ Events Calendar: Display your activities and events in the Calendar. Display your 

events in Calendar or List modes. 

¶ Blog: Create our own personal blog which is displayed by last date of content entry. You 

can also allow visitors to make comments to your blog entries. 

¶ Links: Create your own Links page to connect your web site to others that you respect, 

or are associated with you or your art. You can break your Links page into categories 

making it easier for your visitors to find links. 

 

Each of these areas is described in full detail in their own section below. 

 

In addition, a new function called, Choose Web Themes, is included in the Look and Feel 

section of the Web Pages Tab. 
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The Choose Web Themes function allows you to change the layout of the elements of your 

Public Web Site. Each of the options moves the menu to a new location. Some of the options 

are: 

¶ Menu below Header and before Main Content ï standard option 

¶ Menu above Header 

¶ Menu in Main Content section 

¶ Menu as left column navigation bar 

¶ Menu as right column navigation bar 

 

Changing your Web Theme will be immediately reflected in your Public Web Site. 
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5.2 Photo Gallery 

In the PRO Plan, you can access the photo gallery from either the Web Pages tab or from the 

new Photo Gallery tab.  

 

The PRO Plan allows you to have five Photo Albums. On the main page of your Public Web Site 

Photo Gallery, you will see a two-column display listing your photo albums. Each album will have 

a randomly selected micro-image from the photos in the gallery and the title of that album. 

 

Selecting an album will bring up a new screen which shows the contents of that album. The 

album will appear in either the standard two-column thumbnail display or can be set to display in 

the PRO Plan only slideshow function. Descriptions of these options are in the Settings section 

of this User Guide. 

 

5.2.1 Show Existing Albums 
 

Going to the Photo Gallery tab will bring up the Show Existing Albums function. When you first 

log in, no albums will exist.  

 

 

 

Once youôve created a new album, it will be listed in the Show Existing Albums function. This 

screen will provide you with all the controls to manage all of your albums. It is important to note 

that new albums are not active. You must go into the Edit function to change the setting to make 

your album active. This is done so that you can work on your album without it showing on your 

Public Web Site before you are complete. 
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Pressing the Edit icon will bring up a new screen which allows you to change the Album name, 

its description, set it to active or inactive and to change the display sequence of the albums on 

your Public Web Site. 

 

Pressing the Delete icon will remove the Album from your Photo Gallery. You will have to 

confirm that you want to delete this album before it will take effect. 
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Pressing the Add Photo icon will open a new screen which enables you to input new photoôs 

into this album. You can input the following information for each photo: 

¶ Title: The Title will be displayed under each photo. 

¶ Caption: The Caption is a short description of the photo and will be displayed under 

each photoôs Title. 

¶ Sequence: The sequence is a number which represents the order of display of each 

photo in your album. Photos with the lowest number (0) are displayed first. Itôs best to 

use a sequential order to your numbers. 

¶ SEO Tag: Strengthen your Search Engine ratings by adding an SEO tag to each of your 

photos. Make it keyword rich and have it describe the nature of your photo. 

¶ File:Press the browse button to access your computerôs file system to find the image that 

you want to display in your Photo Gallery. 
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When you press the Submit button, the software will resize and optimize your photos for 

inclusion in your Photo Gallery. A thumbnail and a standard sized image are created for the 

Photo Gallery. These will be used in both your lightbox and slideshow functions on your Public 

Web Site. 

 

In addition, a micro image is used to display on the Album page of your Public Web Site. 

 

 

 

 

Pressing the Album Name will open the Photo Gallery page so that you can review each Album 

in your Photo Gallery. The above sample shows the Album with one picture in it.  

 




































































