
310 Initial Website Setup



1. Set up site: login credentials, site name, site URL, etc.

2. Review and select a template that is the closest match 
to your desired functionality and features

3. Adjust font and color scheme to match company 
brand

4. Create initial pages: e.g. About, What We Do, People, 
Products/Services, Blog, Contact, social media 

5. Write and populate initial pages with your original 
content 

6. Once your social channels are set up, link your social 
icons to your mock company social media channels

7. Follow tutorial and instructions to integrate Google 
Analytics into your site and complete search engine 
optimization setup

8. When ready, go through quality assurance checklist to 
ensure your site is ready for initial instructor review

Site Setup Steps



1. weebly.com
2. Select Sign Up



Set up your team 
account:

1. Insert organization name

2. Insert team Gmail address

3. Create password and share with 
team

4. Select “Create Your Site”



Type of site
1. Consider your industry

2. Select the best “kind of 
website” option to fit your 
organization or initiative.



Select a Theme
NOTE: You can change 
the theme later

1. Review the Weebly 
Themes 

2. Click on the ones 
that interest you to 
view Preview

3. Once you have 
made a choice –
select “Start 
Editing”



Set up your domain (URL)

1. Type in your mock company name

2. Select Search

3. Modify name as needed if yours is not 
available in weebly.com Subdomain 
option

1. Select “Choose” for your weebly.com 
SUBDOMAIN

1. Select “Choose” for your weebly.com 
SUBDOMAIN



Welcome to your Weebly site dashboard

1. Publish your site 
(makes it easier to view edits along the way)



Overview of Weebly
Sidebar Items



Customize your fonts and colors (or you can 
change your theme)

1. Select Theme from the top menu

2. Change color scheme from options provided

3. Select Change Fonts – select matching fonts for your site titles, 
sub-titles, and body copy + other features such as links, 
buttons, and block quotes

4. Click on image to replace with upload or Weebly stock image
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Add and Modify 
Pages

1. To Edit, Add and Remove 
Pages > Pages in top menu

2. Click on page icon to the 
right of the page title to edit 
the name, header type, 
visibility, or to delete (you 
can go back and do this 
later)

3. Select + sign to add pages

4. To add a blog page, select 
Blog Page

Standard Navigation for 
mock companies 
• Home
• Who We Are
• What We Do
• Who We Serve
• Let’s Connect
• Blog
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Quick Look: Shell of initial Weebly site setup…
1. Navigation on left – pages are labeled as instructed and in the right order
2. Select Publish



Social Bar Setup
1. Select Home Page

2. Select the “Build” tab

3. On the left side Weebly Sidebar 
items – scroll down to Social 
Icons

4. Depending on your template –
scroll to the top or bottom of 
your page (social icons should 
be in the same place on every 
page of your site)

5. Select the Social Icons item in 
the Sidebar and drag it to the 
right – top or bottom of your 
page

6. Click on the social icon block > 
“Manage Icons” window will 
pop up

1

2

3



Social bar continued…
1. Select Twitter > move button to turn 

it off

2. Select LinkedIn > move button to 
turn it off

3. Select Mail > copy/paste your team 
gmail

4. Publish



Select Blog Settings to set up 
how blog posts appear on your 
blog page

Select New 
Post > Post 
Options to 
create new 
posts

Blog Setup



Contact Form Setup
1. Select Build in the top tabs

2. Select your contact page or section

3. In Weebly Sidebar – select Contact Form and 
drag in to your desired placement on your page

4. Select Form Options

a) Change the name

b) Set up the “email to” to your team Gmail

c) Customize the confirmation message if 
needed

d) Adjust spacing as needed

e) Adjust button as needed

5. Save and Publish
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