NORTH
DEVON
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North Devon Arts Website

Artist’s Guide

Welcome
The North Devon Arts website features artist’s profiles and
gallery images which are managed by the artists
themselves.
This allows for greater flexibility and accuracy for the artist
as they can instantly add artwork images, change
information about their artwork and modify their profile at
any time.
This guide explains how to carry out those tasks.

2

Contents
Creating your password

4

Logging in

6

Your Dashboard

7

My Profile
My Gallery / Add Artwork
Subscriptions & Membership

3

8
10
15

Overview

Subscription : One of the benefits of being an NDA member is
being able to exhibit your images online within the NDA gallery.
The new website also offers an enhanced profile page. During

This booklet will help guide you through using the new NDA

registration you have the option to purchase an NDA membership

website, but first, lets familiarise ourselves with some of the

and with it comes a subscription to the website that runs in

terminology used.

parallel.

What is the difference between a membership,
an account and subscription?

While your account enables access to the website, the
subscription enables further access and additional features that
the account does not.

Membership : Your membership is with the NDA. Membership
can be registered through the NDA website, but remains

What if I don’t want to be on the website?

independent. As a member you are entitled to take part in
meetings and events and to exhibit your images on the NDA

Your profile page is created automatically when you register and

website.

purchase a membership subscription. If you prefer not to use the
website or be featured on the website, then you have two

Account : Content on the NDA website is added and edited by

options.

it’s members. Adding content can only be achieved by ‘logging in’
to the site. To login, each member requires their own website

The first is to tick the box that says ‘exclude me from this site’

account.

either during registration or later on your profile editing page.

The website account is created during the membership

The second is to pay via cash or cheque in person, an account

registration process, however, should your membership expire,

will be created for you that will not feature on the website.

your account will still exist, but with limited capabilities.
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Creating your password
Your profile and gallery images are stored in a database and
secured on the NDA website so that only you can access them.
As an analogy, it is like your home. It can be seen from the
outside, but can only be accessed by you with a key. You log in to
a website in a similar way to using a key to access your home.
The key in this case is a combination of a user name and a
password. Your user name is your email address, but you will
need to create a password yourself and here is how to do it…

Step 1
Go to the NDA website home page and select ‘LOGIN’ from the
MEMBER’S AREA tab on the main menu. This link will take you
to the LOGIN page.

Step 2
At the login page, click on the link that reads ‘LOST PASSWORD’
which will take you to the password reset page.
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Artwork image

cropped automatically to the correct sizes and proportions,
however at 30MB, it could take a long time to upload and could

The most important field in the Add Artwork form is the Artwork
Image field where you upload an image of your artwork. Your
artwork needs to be represented in the best possible way, so a
well lit, well taken photograph is crucial.
Once uploaded to the website, your artwork will be used in
several places, at several sizes, so it is important that you upload
an image that is big enough to be used in all of these situations.
Image sizes
Ideally, images need to be approx 2000px in width (for
landscape) or height (for portrait) at 72dpi
At this size, they will be a high enough resolution to fill the entire
browser window.
Digital images
Digital cameras and modern mobile phones take photographs at
very high resolutions, which are suitable for printing purposes at
around 300dpi (dots per inch). This creates a digital image file
that could be approx 30MB in size. It is possible to upload these
images directly to the website as they will get resized and
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possibly timeout, causing your connection to break.
Therefore, it would be much more practical to either edit your
image first in an image editing software package such as Adobe
Photoshop, or take the original photographs in low resolution
as websites only display images at 72dpi. Once edited your
300dpi image at 30mb will be reduced to something like 5mb or
less.
Summary
Photograph in low resolution from your camera / phone (Refer to
the manufacturers user guide if unsure)
If your digital photographs are high resolution, then edit them
using software to 2000px @72dpi
Save your digital images in .jpg format

This image illustrates how the current images (approx
600px) display on the new site
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In comparison, this image illustrates how a larger image
would display, filling the screen with greater impact.

Crop position
In some areas of the NDA website, the gallery images are
displayed as square thumbnail images. To create the square
image, the original image is cropped. If your artwork focuses on a

Default centre crop
on landscape

subject that is positioned to the left, right, top or bottom, then

Default centre crop
on portrait

there is a chance the subject may get cropped out of the
thumbnail, so this field enables you to choose where about within
your image you would like the crop to be.

Artwork description
In this field you can provide information about the artwork piece
such as your inspiration, when it was created or the materials
used. The more descriptive key words you use, the more chance
of your artwork being found by a site visitor or a Google search.
An example may be: “An oil painting on canvas in an
impressionist style featuring two children playing on a beach in
Devon”
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Tags & Categories
This section of the form adds key word tags to your artwork and
places it within categories that are used by the website visitor to
search and filter artwork.
Tags are optional, but categories are required fields that must be
set. You can only choose one category from each drop-down
menu.

Selling
If you would like to advertise your artwork as being for sale, you
can select the ‘Yes’ radio button which reveal another field where
you can enter the price of the artwork.
The price field is numeric so will only accept a number. There is
no need to add a £ symbol. You cannot write custom messages
here, but you can leave this field empty if you are not sure what
to charge.
Once indicated as for sale, additional information is added on the
artwork page which enables the visitor to open a contact form to
email you about their interest.

Submitting
Please note. You MUST save a draft, or submit to save your
At any point during the form filling in process, you can save a

work, otherwise it will be lost and you will have to start over.

draft version to continue editing later, using the Save Draft
button at the bottom of the page. If you have completed the form,

Once submitted, your artwork will have to be manually

then you can submit your artwork using the Submit Artwork

approved by an administrator, so will not appear immediately on

button, also at the bottom of the page.

the website, but it will be listed in the MY GALLERY section.
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Subscriptions and
membership

What is the members area?
As a subscribing member you are entitled to create a profile page
with your bio and contact details and you are also entitled to

From January 2020 all NDA memberships will be managed

create your own gallery. These features are only available to paid

directly from the website.

up, subscribing members. Once your membership expires, you
will lose these benefits, but they will be returned as soon as you

When your current membership expires, you will need to renew

renew.

via the website, with online card payment preferred.

How do I purchase a membership?
For members who are unable to do this you can choose to pay by
bank, then arrange for a cash payment or BACS transfer. You will
not be able to access the profile or gallery pages until your
payment has been approved.

Existing NDA members have already had an account created and
have been subscribed to a temporary membership due to expire
at the end of December 2019.

How does the online membership work?

For new members joining us, you need to go to:

To help streamline administrative tasks, all memberships will be

https://www.northdevonarts.co.uk/join/ and read through the

registered through the website where we can keep a record of all

information and then begin the registration process at the bottom

members, their contact details and membership status.

of the page. There is a separate form for students who can claim
a discount code.

Your physical membership runs in parallel with your online
membership, so when you purchase a membership subscription
online, you will be sent a new membership card, as well as
having access to the members area within the website.
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What happens when my membership expires?

If your subscription has expired, then you will see a button giving
you the opportunity to renew your membership subscription.

When your membership expires your website account will remain
active, but you will have limited access and your profile and
gallery images will be temporarily removed.
As soon as you renew your membership, your profile page,
gallery images and dashboard access will return.

How to renew memberships and subscriptions
The menu on your Artist’s Dashboard contains two links relating
to membership subscriptions.

Click on the ‘Renew your subscription’ button to start the
process. You will be taken to a new

Subscription Details and Manage Subscriptions

page with the membership
subscription package.

Subscription Details gives information about the type of
subscription package you currently have and gives you and

Click on the ‘Buy Now’ button to

update about how many gallery posts you have remaining and

purchase a new membership for

when your subscription expires.

the next year.

Manage Subscriptions is where you can take action over your

Your profile, gallery and access to

subscription. If your subscription is active, then you have the

the site will be restored immediately and your membership card

option of cancelling your subscription. This will remove you from

will arrive in the post (or in person at the next meeting).

the website, but will not refund any money.

11

