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Weebly Log In 

 

https://www.weebly.com/ 

 

 
 

Login is the chapter’s email address:   aarpshelton@gmail.com 

 

 

 
The site remembers the ID and password. 

 

  

https://www.weebly.com/
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Log in brings you to My Site Dashboard. 
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From the dashboard ,click Edit Site near the upper right. 

 

Thefirst tab displayed is Build Tab 

 

 
 

You see the site as it looks normally.  Navigate to the page you want to update. 

 

Changes are saved as you make them.  To have the changes go live, click Publish in the upper right 

corner. 
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Adding text, images, and more is as simple as going to the Build tab and dragging an element onto 

your page 

 

As you add more elements to your page, the page section will expand to accommodate them. You 

can also choose to add multiple sections for content using the Sections element. 

 

When adding a new section to your page, you can choose a pre-made layout and modify its content 

or you can start from scratch and add any elements you like. In the example shown above you can 

see one of the pre-made “Contact Us” layouts - this adds a map, contact form, and text that you can 

customize 
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Undo changes 

Did you switch to a different theme and then decide to go back to the old one? You can go back to 

a previous theme easily - just click on the Themes tab, then on Change Theme, and then on the 

Recently Used tab. You should see your previous theme there, allowing you to switch right back. 

 

Did you make a mistake while typing in a text element? If your cursor is still inside the text 

element, then you can use the undo and redo arrows to perform several levels of undo and redo. 

Keep in mind that your text will be automatically saved once you click outside of the element, so 

you won't be able to use the undo/redo buttons after that. Also, if you deleted a file or image from 

inside an element, we don't have a way to restore that either.  

 

Did you accidentally delete a page? Good news! We can restore deleted pages for you. Get in touch 

and let us know the name of the page you deleted, the name of the website, and the date when you 

deleted the page. 

 

Accidentally delete a website? We can also bring this back for you if you contact us. We'll need to 

know the name of the site and approximately when you deleted it. 

 

What if you deleted your entire Weebly account? 

 

We can undo that for you, too! Just reach out and let us know the email address you used to log 

into the account. 

 

Upload documents 

The Document element, powered by our partner Scribd, allows you to upload and display 

documents on your site for easy online viewing. 

 

Drag the Document element from the Build tab over to your page and drop it where you'd like it to 

display. You'll see a sample document asking you to click on it to upload a new file. 

 

Click Upload File to locate a document on your computer or drag one to the upload window. The 

Document element supports PDF and DOC/DOCX file types, so your computer may show other 

files as greyed out to indicate they can't be uploaded. 

 

You may need to wait a moment for the document to display while it finishes uploading and 

converting, but you can move on to other things or exit the editor if need be - it'll keep working in 

the background and will display normally when finished. 

When your file is finished uploading, you can adjust the size of the element by clicking on it and 

choosing the height option that best fits your document. 
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Link to Documents, PDF, Powerpoint Slides, and More 

You have the option to upload and link to pretty much any kind of document, allowing a visitor to 

download it to their computer.  

 

Link to a Document (or Other File) 

  

You can link to a file by highlighting the text you want to link or clicking on an image and 

choosing the link option. 

  

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

 
  

Click on Link 

 

Both image and text links will open a dialog box. 

 

Click on File and select the file you want to link to. You can upload a new file or use one that 

you've uploaded in the past. If you scroll up in the dialog box you'll see a search field you can use 

to locate a previously uploaded file by name. Note that this search works only with files you've 

uploaded using the link setting, and won't be able to search files or media added directly to 

an element on your site. 

 

You can choose to have your linked file open in a new window, but keep in mind that not all file 

types can be opened in a browser. If the visitor's browser doesn't have the ability to display the file, 

it will attempt to download the file instead. 
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Manage Pages 

Pages are an essential component of your website - they'll display all of your content and give your 

navigation menu a sense of purpose. You probably already know how to create pages, so let's look 

at how to manage them: 

 Copy Pages 

 Reorder Pages 

 Organize Subpages 

 Hide Pages 

 Add a Permalink for Pages 

 Delete Pages  

 

 

Copy Pages 

A page can be copied and used as the basis for a new page. To do this, just select the Pages tab and 

select the page you want to copy from your list of pages in the sidebar, then use the Copy button to 

generate a copy of the page. 

 

This will generate a new page at the bottom of your list of pages, with the same name as the 

original page. Click on the page to change its name and other settings, then click Done. 

  

Reorder Pages 

As you add pages to your site, they will appear in the Pages list in the sidebar, and also they’ll 

automatically become part of your site's navigation bar. Where a page appears on this Pages list 

directly controls where it appears in the navigation. 

 

You can rearrange 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 (though you can name it 

whatever you’d like). 

 

Changing the order of pages in the list will also change the order in which they're displayed in the 

navigation. 

 

Organize Subpages 

As the number of pages you add outgrows the space on your navigation bar, additional pages will 

automatically be categorized under a tab labeled More. 

 

Creating subpages will give you more control over your navigation, so it’s a better option than 

allowing excess pages to accumulate under the More tab. 

 

To do this, just drag a page or pages underneath and to the right of another page.   
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The navigation menu will show your main pages, and when you hover over them, your sub-pages 

will appear in a drop-down menu below them. 

 

Your main menu item can be either a functional link leading to a page, or a non-clickable menu 

item that will only display the subpages instead. To create a nonclickable menu, add a new page 

from the Pages tab and choose the Nonclickable Menu option. When you're done, you can arrange 

your subpages under your new nonclickable menu 

 

Hide Pages 

Sometimes you may not want pages to appear in your navigation menu at all. 

 

To a hide a page from the navigation menu, open the Pages list by selecting the Pages tab, choose 

the page and check the “Hide in Navigation” box. 

 

Taking this action with a page simply means it won't show up in the navigation menu. However, 

the page is still live, and you can still create a link to send visitors to the page. 

 

But why hide a page at all? If you have dozens and dozens of pages, showing all those pages in the 

navigation could be overwhelming for your visitors. Hiding some of the less important pages and 

linking to them from the content area of your site is a way to keep the navigation area clean and 

clutter-free. 

 

Add a Permalink  

A permalink will allow you to have a different name for your page in the navigation menu versus 

what is shown in the address bar in the browser. For example, in the image above the page's name 

in the navigation menu is Featured Work, but the permalink is www.examplesite.com/feature.html. 

To add a permalink, click on the page you want to modify in the Pages tab, and then click on SEO 

Settings. 

 

What would the page address be if there was no permalink? For the page above, it would be 

www.examplesite.com/featured-works.html. A page called Contact Us on the menu would be 

www.examplesite.com/contact-us.html - you get the idea. Pro Tip: You can leave off the ".html" on 

the end of your links - the link will work with or without the html extension (eg, 

examplesite.com/samples and examplesite.com/samples.html would both load the same page). 

  

Delete Pages 

If you would rather delete a page entirely, just select that page from the Pages list in the sidebar, 

then hit delete at the bottom of the options listed. Confirm that you do indeed want to delete the 

page (or cancel if you changed your mind), and that's it! 
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Adding Pictures to a Site 

There are four ways to add pictures to your pages: Image Elements, Slideshow Elements, Gallery 

Elements, and via Headers or Backgrounds. The most commonly used of these is the Image 

Element, so we'll focus put our focus there in this article. 

 

Drag the image element to a page. Then click on the element to open the dialog box. 

 

There are several ways to add a photo. The most direct is to upload an image from your own 

computer, by dragging an image from your desktop into the window, or clicking the green “Upload 

a photo” button and selecting the file. 

 

 
 

The size of a picture will vary after upload, but it may be a different size than you'd like and will 

often be as wide as the entire site. 

 

You can alter this, though; hover over over the image and a blue box in the lower right corner will 

appear, which you can click and drag to adjust the image’s size. 

 

Clicking on the photo also opens up a settings dialog box that you can use to make further changes. 
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 Link: This option turns the image into a link. We cover links later in this guide. 

 Lightbox: If you turn this on then any visitor who clicks the image on your site will be 

shown a larger version. 

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

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

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

 

And the Edit Image button will open a simple image editor, where you can add basic effects, rotate, 

or crop your image. 

 

Once you've made any changes click OK. If you don't like the changes you can click Crop again to 

readjust or click the grey Cancel button to drop out of the editor. 

 

You can also add an image directly to a text element and have the text wrap around the image. To 

do this, drag an image element into an existing text element. 

 

Then upload an image as described above. You'll likely need to adjust the size of larger images 

using the blue drag control in the corner of the image. You can access the same settings that are 

available for a standalone image element, like caption and spacing, and switch the alignment from 

left to right. 
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Tabs 

The Tabs app makes it easy to group related content into a single element, saving valuable space on 

your page while giving your site a clean, well-organized look. 

 

Install the Tabs app if you haven’t already done so and drag the element to the page. 

 

Click on the Tabs element to bring up the settings. There are a few different options you can 

configure, but first you should decide how many tabs you need. You can have up to 10 tabs in a 

single element, and the number can be changed using the + and - buttons or by typing into the 

number field. Next, choose a style and colors for your tabs and borders. Give each tab a name by 

clicking on it and typing. You can change the look of this text by selecting it and using the text 

editing toolbar. 

 

 
 

When you’re ready, you can start adding content to the element. Each tab is like a miniature page 

on your website - you can drag different elements in and arrange them within the tabs just like on a 

regular page. 

 

Need to remove a tab? You can do that using the minus button in the settings, but note that the 

rightmost tab in the element will be the one that gets removed. There isn’t a way to manually 

rearrange the order of the tabs, so that’s something to keep in mind. You can always make a copy 

of the element first if you’re not sure - just click on the upper left arrow, select Copy, and choose 

where you’d like the copy to go. 
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Descriptions and Keywords 

Looking to boost your site's search ranking? One of the first (and easiest) steps to take is filling out 

the Description and Keywords both for your entire site and the individual pages that make up your 

site. 

 

Description and Keywords for your entire site can be found under Settings > SEO. 

 

Description and Keywords for each individual page can be found under Pages > Edit Page > 

Advanced. The Advanced settings are accessible by selecting the Pages tab, which opens your 

Pages list in the sidebar, then clicking on the individual page.   

 

We highly recommend utilizing these fields on all of your pages except for your Home page. The 

Home page fields should be left blank as it's best that this page relies on your site level SEO 

settings. 

 

Both of these fields assist search engines in properly categorizing your site, but the Description 

field is the more important of the two as it's what Search Engines actually display as the description 

for your site in their own results. 

 

Your site's 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. 

 

This example Description lets visitors know exactly what the business is about, where it's located 

(which makes this site more likely to show up in local searches), lists some flowers people may be 

searching for, and shows a bit of personality to boot. 

 

Page Descriptions work in exactly the same way, except they should be specific to the page for 

which you're writing the description. 

 

For the Keywords field, you'll want to use around 10 to 30 words that match your content and the 

types of searches people may do to find that content. The imaginary florist we've written about 

above might want a list of Keywords like Flowers, Florist, Denver, Colorado, Birthdays, 

Anniversaries, Weddings, Apologize, Roses, Lilies, Orchids, Tulips for their site settings. 

 

And, of course, that could get even more specific with their word selection when filling out fields 

for individual pages relating to certain flowers, holidays, people, etc. 

 

Keywords are ultimately only helpful with search engines if they are words you actually use 

throughout your site. Otherwise Google (and other search engines) will think you're trying to game 

the system by using Keywords that are irrelevant to your site and will simply ignore the words 

you've written. 
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Be sure to Publish your site after you've added Descriptions and Keywords, as they will not have 

any effect on your live site until you click the Publish button.  

 

Keep in mind it may take a few weeks to see results based on your efforts.  

 

Preview and Publish a Site 

The Weebly editor provides a pretty good picture of how your site will look when published, but 

you can also get an actual preview of both mobile and desktop. Tap on Preview in the lower right, 

and then choose from Mobile or Desktop by tapping one of the two buttons. 

 

If everything looks good, tap Publish in the upper right to make your site live. If you want to go 

back and make more changes, tap Done from the Preview screen to return to the editor. 

 


