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Logging In

When you first access the site, scroll to the bottom of the page and click on the
“Members” link in the footer menu. This will open up a login form where you can fill
in your login details.

Accessing your member dashboard
While you are logged in, you can access a dashboard that will allow you to
perform actions such as adding an artist to the directory to be associated with an
artwork, upload new artworks, or change the listed information for your centre
profile.

To access this dashboard, simply click the “MEMBERS” link while logged in, either in
the header or footer menus.
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Member Centre Profile
To edit your centre profile, either navigate to the members dashboard as
instructed above and click “Change our Centre Profile” there, or click the “Change
our Centre Profile” quicklink in the toolbar at the top of the site.

From here, you can update contact information, add a banner image, update the
bio of the centre etc. An example of fields that can be filled out:
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Some particular fields that are of note:
● Sales email: This email address will receive a notification when sales for

artwork or products from your centre are made via the website.
● Pull out quote, Right side image, Left side image etc: These fields are used

to highlight imagery or photos tied to your centre and key information to be
displayed when people view your profile. To see how these currently look,
please navigate to “OUR PLACES” on the ACHAA website and find the listing
for your centre.

● Latitude and Longitude: With the current functionality of the website, these
are required to accurately display your centre on the map found on the Our
Places page. If you would like to find the correct latitude and longitude for
your centre if you are a newly registered centre or if you have changed
location, please follow the “Updating my centre on the map” subsection of
this reference guide.

After your changes are made, please click on the SUBMIT button at the bottom of
the form to apply your changes to your centre profile.
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Updating my centre on the map

To find the latitude and longitude to assign to your centre when updating your
location, start by opening Google maps. From there, either enter your address in
the search bar or click it on the map view.

Either way, once the marker on the map is accurately placed where your centre is,
place your mouse over that marker and right click it. In the menu that appears,
the first option should be two numbers, eg. “-33.85676737406605,
151.21530075242217”. Click on this menu item to copy those numbers to your
clipboard.
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Once you paste these numbers somewhere, simply copy the first of the two, for
example with the example coordinates above that are centred on the Sydney
Opera House this would be “-33.85676737406605” and paste that into the Latitude
field of the centre profile update form, and paste the second number (in the same
example scenario, “151.21530075242217”) as the longitude.

Please note the - before the latitude in the given example is important to include,
if you haven’t worked with coordinates previously.
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Create an Artist Profile

If an Artist is not already listed as an option to assign to artwork that you are
uploading, either use the Add an Artist link seen when hovering the Members link
in the menu, navigate to the members dashboard and follow the Add an Artist link
there, or use the Add a new Artist quicklink in the toolbar at the top of the site.

This will take you to the Add an Artist form that the member centre can fill out.

First Name& Last Name
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Email: this will only be available on the backend for the member’s centre
Profile picture: image of the artist.
Display name: If an artist has a handle, otherwise it will take the default of the
artist’s name.
Country: The language group and country the artist is from.
Bio &Artist Profile: These will then become available in the artist directory.

After the fields are filled in, hit Submit and then it will add the artist directory as
well as the list of artists that can be assigned to an artwork.

Artists with no available artworks for sale, will still be available in the directory.
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Uploading a Product/Artwork

To upload a product to sell on the website, either navigate to the members
dashboard as instructed above and click “Add an Artwork” there, or click the “Add
an Artwork” quicklink in the toolbar at the top of the site.

This will take you to the area of the admin dashboard used to add a new
product/artwork. Please find below a list of some of the key fields to take note of
when uploading a new product.

Product Name
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Artist
From the dropdowns, select the artist this work belongs to. You will see a
dropdown of added artists that can be assigned, and you can type into the top of
this dropdown to search for an artist by their name.

Ensure you have assigned an artwork to an artist.

Product Data:
General >
This contains “Regular price”, which is the standard price of the product, and an
optional “Sale price” for merchandise that can be set to apply to the product at a
particular time. These prices should be entered exclusive of GST.

If you will not be applying GST to your sale, please change the “Tax class” to “Zero
rate”
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Inventory >
These fields should be used to manage the stock of any products you add to the
site. “Manage stock?” should be checked, “Stock quantity” should be set to the
limit on how many of this product you would like to sell on the store currently (1 for
artwork, with the potential of more for merchandise), “Allow back-orders” can be
allowed for merchandise if you would like people to be able to pre-order new
stock of the product when the quantity has run out for merchandise, and “Sold
individually” should be checked if you would like to only allow users to purchase
a single stock of the product at a time.

Shipping >
Weight and Dimensions should be filled out when possible, and are important to
determine how items are shipped if shipping is ever calculated on the site for
things like overseas shipments.
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Product Short Description
Fill this in with information about the product and/or relevant notes about the
artist, to be displayed when a user views the full details of the product.

Product Images - Sidebar
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Product Categories - Sidebar
This should be used to set the product as either an Artwork or Merchandise, and if
it is a Merchandise product a sub-category can be chosen for the specific type of
merchandise.

Dimensions - Sidebar
Please note, an option should be chosen here based on where the largest of the
three dimensions given for the product falls into the listed ranges. This is used for
filtering purposes within the store for customers.
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Materials - Sidebar

After filling in all the above information, scroll back to the top

Save Draft: Option can be if the item needs to be reviewed.
Publish: This will save and then push it out to the public; if this item is already set
to public, then all the changes will be saved over the top.
Schedule: This can set a time for an item to be published at the date and time
specified.

Hit the blue button to save the changes.
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Finding members resources

We have a portal that will hold any resources that we would like to be readily
available to our members, such as this reference guide. To find this library, either
use the Resources link seen when hovering the Members link in the menu,
navigate to the members dashboard and follow the Find a Resource link there, or
use the Find a Resource quicklink in the toolbar at the top of the site.

Submitting a news story

If you would like to submit a news article that you have written to be displayed on
our News feed, start by either navigating to the members dashboard and
following the Submit a News Story link there, or use the Submit a News Story
quicklink in the toolbar at the top of the site.
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This will take you to a form used to submit the relevant information for your article.

Once you have filled out the available fields, press the Submit button. This will
create a draft version of your story to be reviewed and published by an ACHAA
administrator.
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Updating my user settings

If you would like to update key information related to your account, such as your
centres primary contact name, primary contact email, or set a new password,
start by either navigating to the members dashboard and following the Change
my User Settings link there, or use the Change my User Settings quicklink in the
toolbar at the top of the site.

From here you will be presented with a form within the website backend, where
this information can be updated as needed.
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Once you have entered your new information, scroll down to the bottom of the
form and click the Update Profile button to apply your changes.
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