
Logging in and maintaining your website 

In this issue you will learn how to: 

1. Log in to you website 

2. Update text on pages 

3. Insert Images 

4. Make new pages 

Logging into you website: 
Your website has been built within the eDIY content management system which allows you to log in and 
maintain your website. Once your soŌware had been downloaded and installed onto your computer  
double click on the eDIY icon to open the login area and enter you details. 

Your Login Details are: 

 Username:                 

 Password:  

 *If you do not know your username or password please 
 contact us for assistance 

Once you have logged you will see the site selecƟon screen below, this may only have one site or many 
depending on the  number of sites you have with us. To open you website for ediƟng either click the gold 
key icon beside your website name or select it and click ‘Login and Maintain this Website’.  



Once the page has opened simply begin 
typing in the ediƟng secƟon as shown. 

 

When you are ready to save your changes 
click Save Page at the top of the ediƟng  
area and your changes will be made  
instantly live on your website. 

UpdaƟng Text on Pages: 

Adding new text or updaƟng current text is 
simple and can be accomplished in a few 
easy steps. 

Once you have opened your website for  
ediƟng you will see the Dashboard screen, to 
begin ediƟng pages click on the maintain 
website content icon 

To begin ediƟng a page simply select it from 
the list of pages in the lest hand side panel. 

 

E.g. to edit the home page click on home in 
the pages menu a shown.  



Adding Images to Pages: 
 

Once you have selected the page you wish 
to edit and are in the ediƟng screen, place 
the cursor where you want the image to 
be inserted. 

To insert the picture, click the picture icon 
as shown to bring up the picture and file 
manager. 

On the screen that pops up you will see 
any images that have been previously up 
loaded to your site. Images can be stored 
in different groups, you can see a list of all 
groups by selecƟng the dropdown box in 
the boƩom leŌ corner. 

 

If you have not previously uploaded the 
image you want to display into eDIY, click 
the new picture buƩon to do so now. 

PLEASE NOTE: 

There are two display opƟons for the picture and file manager, details list and thumbnails view. Both views show the 
same informaƟon and you can easily switch between them by clicking on your preferred display as shown below.  



If you selected the add new picture buƩon the file upload 
screen will now appear. 

 

Click on the Open Image File from Disk to be taken into 
your computer where you select the picture you want to 
upload and press ok. Your file will now be uploaded. 

 

If you wish to directly upload the image and do not need 
to resize it make sure the checkbox shown is unchecked. 

To insert the image into you page click on it and then 
click Select Picture as shown. 

 

You will now see the image appear 
on you page. To move the image up 
and down the page simply select it 
and drag it to the new locaƟon. 

 

To see addiƟonal seƫngs for your  
image select it while the Always 
Show ProperƟes box is checked in 
the right hand corner of the screen. 

The Horizontal Align box refers to how the image will behave in relaƟon to the text—if none is selected 
then the text will break before the image and conƟnue aŌer, if leŌ is  
selected the image will be aligned on the leŌ hand margin and the text will move to the right and if right 
is selected then the image will be aligned to the right hand margin and the text will move to the leŌ. 

 

Remember to click the save buƩon to make the changes live. 



Making New Pages: 
 

Over Ɵme you may wish to add new content and pages to your website. There are two opƟons when 
making new pages the first which happens by default is that new pages are displayed in the main  
navigaƟon of you site but there is also an opƟon to hide them so they are not displayed here.  

When in the maintain content area of your website click 
the Add New Page link at the top of the pages menu along 
the leŌ hand side. 

The page creaƟon box will now pop up which will 
step you through the process of creaƟng a page. 

 

Type the page name in the text box as shown—this 
will be what displays in the main menu of your site. 

 

Click Next. 

On this screen you can choose what type of you 
want to create.  

 

By default it will create a standard page which will 
be the majority of pages on your website, other op-
Ɵons include a Customer Feedback Form which cre-
ates a page on your website with a standard email 
contact form and a Picture Gallery page which will 
display all the images from a selected folder.  

 

Click Next. 



Well done you have completed your basic training, by now you should be equipped for the basic  
management of your website. For addiƟonal tutorials and informaƟon on updaƟng your website please 
check out our website at  
hƩp://www.ediy.co.nz/video-tutorials  

 

If you have any quesƟons relaƟng to the topics covered or would like help with something else please do 
not hesitate to contact us and a member of our support team will be in touch. 

On this screen you can select what layout style you 
want the page to be, We recommend leaving this as 
Blank New Page 

 

Click Next. 

This screen shows you all the opƟons for creaƟng 
this page. By default all the text boxes are Ɵcked 
and this will give you a standard page on your web-
site. 

 

If you do not wish the new page to be displayed in 
the main navigaƟon of your site un-Ɵck the top 
checkbox but bear in mind that if it is not in the 
main menu users will not be able to view the page 
unless you create a link to it. 

Clicking the next buƩon will create the new page in your site. To begin adding content to it simply select 
it in the leŌ hand pages list and begin typing in the content area. 
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