MUSEO DE
SAN JUAN



This user guide was created by the WPI D23 Museo Project Team -
Michael Akstin, Kathryn Butziger, Isabella Pabon, and Jai Patel for the
sponsor institution, the Museo de San Juan.

This document is intended to be left as a guide for the Museo de San
Juan staff to provide instructions that are required to effectively utilize
the features of the website. This includes the steps to create a website
on the website-builder Weebly and how to maintain it.

This guide was adapted from the articles in the Weebly Support Blog.

Thank you to liaisons Ms. Maria-Laura Benitez and Ms. Adriana
Sybelle Muniz Narvéez of the Museo de San Juan in assisting with the
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This chapter provides an overview of how to build a
website from the ground up utilizing the website creation

software Weebly.

Selecting a Theme

To begin, decide on a theme for your design from "Business," Portfolio,"
"Personal,” "Event," "Blog," "Coming Soon," or "Other."

Select a Theme

Business  Portfolio  Personal Event Blog  ComingSocon  Other

THE GENTLEMENS
BARBERSHOR
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After clicking on a theme, you will see a preview for each of its pages. To choose
a theme, click “start editing”.

K m

Theme Preview

We Take Your Pet's Health Seriously

Connecting a Domain Name

Next, select a domain name. If you already have a custom domain, choose
“connect or transfer it now” and follow the prompts to purchase a Weebly plan
and migrate your domain to Weebly. If not, type in the domain you would like
for your website.

Select your domain name

This is where people will find your website.
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Weebly will then give two different options. You can either:

Purchase a plan to set your custom domain name. This allows
you to choose a domain without the “.weebly” subdomain.

Create a free website that is a subdomain of “weebly.com”-
You may still choose a domain name, but it will include
“.weebly” at the end.

Select your domain name

lomain name




How to Use the Editor

The Editor has several tabs displayed in the top bar. Use the “Build” tab to
add elements to the page. “Build” has blocks for images, text boxes, videos,
and more that can be dragged directly into the website preview on the right.

Build

In the “Page” tab you can add and delete pages, change their order, and edit their
settings. To view a specific page in the website preview, select it in the Page tab.

\Wj Build Pages

Pages

Pagina principal

Visitar

Eventos
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The “Theme” tab allows you to change the current theme for the site and
font for its text boxes. Here you can toggle between the site’s light and dark
modes. You may also edit the site’s HTML/CSS directly.

Pages

Light

Change Theme

Change Fonts

Theme Options

The “Apps” tab allows you to find and install applications from the
Weebly App Center. Apps provide additional functionalities and styling
options that may be helpful for your website.

£ 1% B
Boost Traffic Spike Sales ia | Made Weebly
I e O BT i o] il S o LS. PG, (0 (LA

MorG vinBons with thesa spes. vt and manago caTEsgn.
B SadES, Wadh PerislE
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The “Settings” tab allows you to view and edit global configurations for your
website, including the website’s address, password, etc.

General

& Gonaral

A~ sEQ Site Address

#  Editors
webtizelaruserguide weekhy tom

& Mpmbars Changs

55 Myagp: |
Site Title

8 B

Site Category

The “Help” tab links to the Weebly Support page with many articles detailing
tools and problems you may encounter when working with your website.

‘Waeebly Support 0, Search Gommunity Isabeila Pabon

How can we help?

Suggested Articles

Barsod On yOUT NeOeNT SOURATY, W SUDGHETST YOou Chech out these articles

How to Use a Domain You Purchased
Elsewhere

How Can | Enable S5L7 Use a GoDaddy Domain with Your Site

Fiollraw The 52504 In this articls 1o point yous SEL [Secune Sockets Layer) s 4 security Liarn honw to set up & GoDaddy domain nama:
Goman name 10 Weebly. This géneril how-fo stancard ihad profects data being iransmitted B wwrlic vl yousr Wieebldy s,
wall ek Tor mcst Coemain regRstrars. s wour wshaite, Laarm how to Eunn on
S5L in thes. article.
Read now Read now Read now

I Page 6 |



Lastly, the tab with an image of a monitor allows you to preview your
website as a mobile site or desktop site.

|:| Desktop

[.] Mobile

How to Create and Move Pages

To create and manage pages, go to the “Pages” tab.

w Build Pages

To add a page, click the “+” symbol at the top right of the tab.

\Wj

Pages +

Pagina principal fi b
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Now select page format. Standard page is the most general option.

Standard Page

Blog Page

Category Page

Product Page

External Page

Non-clickable Menu

Here you can change the page name and header type. Click “Done” when
finished and the new page will appear at the bottom of the Page list.

Visitar

Visitar

No Header

Visibility

SEO Settings

Delete
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To rearrange the current order of the pages, click and drag the desired
page to its new position. You can set a page as the home page, by dragging
it to the top of the Page list.

Visitar

Pagina principal

Evenios

(YL
Ry ~  Changing the page order also changes their position in the
navigation bar at the top of the website preview.
How to Edit Pages

To edit a specific page, click on it in the Page list.

Pages

Pagina principal
Visitar

Eventos
Reserva

Historia

Nuestro Equipo

Exhibiciones

Carreras
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In this menu, you can edit the page name, header type,
visibility, and SEO settings.

Visitar

Visitar

No Header

Visibility

SEO Settings

Delete

Editing the visibility of page restricts who can access it. It is set to
public by default. Changing the visibility to “site password” or
“members or groups” restricts page access to specific users

Visibility

Public

Public

Site Password

Members Or Groups
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SEO settings are used to boost a website’s searchability. Add a brief page
description and at least five keywords in the boxes below.

SEO Settings

tmil

Visit page for the Museo
de San Juan where
visitors can see the hours
and address of the

Map, Hours, Museo de 5an
Juan, Tour, Guided Tour,
Address, Museum

Click “publish” when finish to update the website with your
changes.

Espaiol | English
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This chapter demonstrates different features and design

options to customize your website

How to Update a Logo

Alogo is text or an image that appears on every page. To add a logo, hover
over the title in the upper left corner to view the options.

~
|

~D

If you do not see a site title, navigate to the “Settings” tab.

Settings

Next, enter a title for your website in the “Site Title” box and select
the “Show title” checkbox underneath to display it. Save these changes
and return to the home page.
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Site Title

Museo de San Juan 'b*-.feD:ite|

¥ ) Show title on the top of your pages

To change the logo to an image, hover over the title and click on the image
button. Click “upload a photo from your computer” to upload an image you
have stored locally, or click on “Image URL” to enter the URL of an image on
the internet.

Select images from: = L
My Computer Image URL

Upload a photo from your computer

Uploading the desired image will automatically update the logo.

Build Pages
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How to Customize the Font

To change the site’s font, go to the “Theme” tab.

\W, Build Pages

Theme

Light

Change Theme

Change Fonts

Theme Options

Departamento de Arte y Cultura de la Municipalidad
El Museo de San Juan

Departamento de Educacion

Nuestra Mision

The text options in this tab are grouped together by category - If a text box is
in the currently selected category, it will be outlined in a blue box.
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Click on any category to change the font, style, size, weight, color, letter spacing,
line height, or toggle uppercase text.

\W,

Change Font

PARAGRAPH TITLES

Lato

Style

Size

Uppercase

Letter Spacing

Line Height

All changes made to a category will effect every element in that
category across the entire site.

After updating the text, click the “Change Font” again to return to the main page,
or hit the “Reset” button at the bottom of the menu to undo your changes.
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How to Customize the Background

You can change the background images of each section and header on
your website with “Edit Background.”

Edit Background Replace Header Layout

To make the background an image, select “Image”, then “Add Image.”

Background
K Image v
Color v
Gradient
Video 4

You can either choose a default image from Weebly’s gallery, or click
“Upload Image” to add your own.

Select Background

Upload Image Cancel Select
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Click “Save” to save your image, or “Cancel” to revert your changes and
return to the home page. If you have a premium plan, you can set the
background image to a video instead.

CANCEL SYANVA=

F

You can also give your background a scrolling effect, which will change the
image or the text on an image when a user scrolls down the page. You can
choose between two options: “Parallax” and Reveal.”

Scrolling Effect Parallax >

Advanced >

To change the background to a solid color instead of an image, click “Color” in
the Edit Background menu. Click “Change Color” to pick a color from the Color
Picker.

Color Picker

l HUE

If you know the specific hex value of the color, you can write that value in the
designated box instead.

HEX

#fffffe
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How to Edit Social Media Icons

To link your social media, go to the “Build” tab and scroll down to "More".

Build

=)

Next, drag the “Social Icons” block to your desired area.

To edit which icons are displayed, click on the icons, and then click “Manage Icons.”

Social Icons

Manage Icons
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Click on an “Active” icon to view its detalils.

Manage Icons Reorder

ACTIVE

f Facebook >

W Twitter >

& Instagram >

B Mail >
INACTIVE

in Linkedin >

Enter the URL of your social media in the designated box to
connect it to the icon.

Facebook

FACEBOOK PROFILE URL

https://fwww.facebook.com/MuseodeS:

Show ()

Toggle the “Show” button to display or hide it.
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Y Cd
- Icons will not show up on your published website without an
attached link.

To reorder the icons, return to the “Manage Icons” menu and click on “Reorder”.

Manage lcons Reorder

Drag any icon to change its position.
Manage lcons Done

ACTIVE

f Facebook
W Twitter
M Instagram

E Mail

Click “Done” to save your changes.
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How to Add and Edit a Calendar

To begin, create a Google Calendar through your Google account
and add events to it.

_ X
Add title and time
Event Task
® Monday, April 17 - Monday, April 17 Addtina

Does not repeat
Find a time
2,  Add guests

(] Add Google Meet video conferencing

Add location

Add description or attachments

= User Guide Calendar @
Free - Default visibility - Do not notify

More options m

Click the icon to the right of the calendar name and click “Settings” and then
“Sharing.” Go to “Access Permissions” on the left.
@ User Guide Calender A
Calendar settings

Auto-accept invitations

Access permissions for
events
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Check the box next to “Make available to public,” and select
“See all event details” from the drop-down menu.

Access permissions for events

Make available to public See all event details ~

Get shareable link

Learn more about sharing your calendar

Next, go to “Integrate Calendar” in the settings menu. Then, copy the text
in the embedded code section.

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

Embed code
<iframe src="https://calendar.google.com/calendar/embed?src=rosepanda30%40gmail.com&ct

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

You can customize the code or embed multiple calendars.

In Weebly, drag the “Embed Code” element in the Build menu to wherever you would
like it to appear on the page. Select the element and click “Edit Custom HTML”.
Paste in the copied text to embed the calendar in your website.

Chick to set custom HTML

Custom HTML
Edit Custom HTML

Position
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How to Add and Edit a Map

Navigate to the "Build" tab.

From the "Basic" section, drag the "Map" element
to your desired spot on the page.

Map

Click on the map to open its toolbox.
150 C. Norzagaray 3er piso, San Juan,

OPTIONS
Zoom EEEsss—— e ]
To display an address, enter it in the top bar. _ _
Width & Height >
Position —
Spacing >
Zoom, width, height, position, spacing, and advanced
location can also be adjusted from this menu. Advanced Location >
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How to Add and Edit a Form

Weebly has two different types of forms: the “Contact form” and the “RSVP form.”

Each option has a default layout with entry fields such as drop downs, text entry,
and checkboxes. Either form can be customized by clicking on it, then selecting
“Form Options.”

Visitas Guiadas

SELECCIONAR FECHA PROXIMA *

327

NUMERO DE INVITADOS *

NOMBRE ~*

ENVIAR
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In this menu you can change the name of the form, the email the submissions
are sent to, the submit button, the spacing of the form, enable an opt in feature,
and toggle google captcha on and off. To receive the submissions at multiple
email addresses, add them to the “Email to” box separated by commas.

Form Options
FORM NAME

RSVP Form

k8butziger@gmail.com

Google Captcha (i

Opt-in (i >
Confirmation Me ge ¥
Spacing >

While editing the form, the “Build” tab on the left of the screen will display
different field elements that can be added to your form. After customizing,

click “Save” to save your changes.

X \Wj

FORM FIELDS

=]
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How to Modify the Gallery

To change or rearrange the images in the landing page Gallery, click anywhere on the Gallery.

~~ Espaiiol | English
"I PAGIMA PRINCIPAL VISITAR EVENTOS MORE
ta

Click “Add Images” to add a new image to the gallery.

Gallery
Add Images
Columns 3
Spacing >
Caption >
Advanced >

From this menu, select “Upload file from your computer” to add an image stored locally.

Upload file from your computer
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To add a link, caption, or alternate text, select an individual image, and
click the corresponding button.

Caption Alt Text Delete

Add your content to the box, then click “Done”.
Link
Website URL

INSERT URL

http://www.google.com

Open in new window

To rearrange the displayed images, click and drag an image to move it to your
desired location. The other images will shift accordingly.
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How to Edit the Slideshow

To edit the slideshow, click anywhere in the Slideshow area.

Slideshow
Add / Edit Photos
IHAGA CLIC A1 CPOSICIONES!
OFTIONS
Transition Style Fade »
Mawvigation »
Speed ) SBC0 »

Spacing

Caplion Loecation Baott

| .ot COLLAG

Here, you can add, delete, and reorder images in the slideshow, as well as
customize the transitions between images. To add, delete, and reorder images,
click the “Add/Edit Photos” button. The following window will pop up.

Manage Slideshow Photos T ==="

Drag to reorder photos. Click the bubble icons to add captions.
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Select “Add Photos” to add pictures stored locally to the slideshow. From this
menu, you may also add a link, caption, or alt text to each individual photo

using the buttons displayed above.

Head_files Andriana Artifict picture Atacama Better master

~

showing people image

around

i = Bt S
Big Panels Boy with crafts 2 Cars and Museo Center arm Collage
-
@
| T m=rmen ai
Custom Files bl
Open Cancel

Click the rightmost button on the image to delete it from the slideshow. Once
finished, click the save button.

B
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This chapter outlines the steps that can be taken after

finishing customizing your website.

Publishing the Website

After you're finished customizing your website, click on the “Publish”
button in the top right corner of the screen.

4 Upgrade Publish

After you click the button, you will get a pop-up message to confirm that
the site is successfully published. This message will also contain the link
to your website.

Website Published!

https://museodesj-educacion.weebly.com

snare: €) OO
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If you have published your site but would like to un-publish it go to the
“Settings” tab in the Weebly Editor at the top of the page. Click “General”
and select the option to un-publish your site.

Un-publish

Analytics

Weebly has default analytics for every constructed website. This keeps track
of page views, unique visits, and the average page views per week.

Past 7 days
Page views Unique visits Pages views per visit (average)
46 =+ 5% 12 ~54% 1.2 « 33%

For advanced analytics, such as site traffic summaries, the most visited
pages, and activity summaries, you will need a professional Weebly
plan.

Traffic Summary

[ pasc reanes |
Find out who's visiting.

==




Inviting More Editors to the Website

To invite people to edit your website, go to “Settings” on the bar at the top
of the page.

Apps Settings Help -~ Cl-

Click “Editors” on the left side of the screen. Here you can add the emails of your
editors in the designated box.

Editors m

& =2

If you are entering multiple email addresses, separate the emails with commas.
Once you're finished, click the “Save Editor” button and your editors will receive
an invitation to work on the website.
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The default permission level for the editors is “Admin,” but with an
upgrade you can customize the permission levels for each editor.

The levels include: “Author” and “Dashboard Only.” An Author is only
able to view and edit certain pages and can be disabled from publishing

the website. Dashboard-Only editors cannot edit the site, but can only
view statistics, form entries, and blog posts.

Permissions

You can also see when your editors last logged in to Weebly, edit their permissions, and
delete them, in the Editors menu.

Add Editor



Additional Resources

This user guide was created referencing many of these articles, to view
the Weebly support page and search for a specific problem, click here:
https://www.weebly.com/app/help/us/en

Adding Google Analytics to get statistics for your website instead of
using the Weebly Analytics: click here:
https://www.weebly.com/app/help/us/en/topics/google-analytics

Display documents on your site: click here:
https://www.weebly.com/app/help/us/en/topics/display-documents-
on-your-site

Add a price chart: click here:
https://www.weebly.com/app/help/us/en/topics/price-chart

How to upload HD videos: click here:
https://www.weebly.com/app/help/us/en/topics/upload-hd-videos

How to enable password protection: click here:
https://www.weebly.com/app/help/us/en/topics/hide-restrict-access-
and-un-publish-your-site

How to connect a domain that you purchased elsewhere to your Weebly
website: click here:
https://www.weebly.com/app/help/us/en/topics/how-to-use-a-
domain-you-purchased-elsewhere
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