
How to edit and access your gallery  
on the new Outside In website 
Getting started 
If you already have a gallery on the old Outside In website, click the Already an Outside In 
artist button on the home page of the new beta website. 
 

 
 
 
 
This will take you to the artists’ page, which looks like this: 
 
 

 
 



This gives an overview of the three sign up steps and contact information for Outside In 
support. The first thing you will need to do as an Outside In artist is to click the Get a new 
password button. Unfortunately, for security reasons, passwords cannot be copied from one 
website to another - so you will have to get a new one. 
 
If you would like assistance, please call 01273 381311  
or email Hannah.Whitlock@OutsideIn.org.uk 
 

1. Getting a new password 

 
 
After you click the Get a new password button, you will go to a page with just one field. In 
this field type your email address that you used to use to log in to Outside In. Then click 
Reset Password. 
 
The new website will then send you an email. In this email there will be a link, click the link 
and you will be taken to a screen that allows you to enter a new password. 
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Choose a password of eight characters or more. Choose something you will remember as 
you will use it to log into your Outside In gallery. You can use letters, numbers, and symbols 
(for example ? ! $ * >). Your password will be more secure if you include a number and a 
symbol. If your old password on the old site was at least eight characters long, it’s OK to 
reuse that password if that will help you remember it. 
 
Once your new password has been saved, you’ll see a screen that tells you it has been 
reset. 
 

 
 
Now click the Sign in link. You will then see a screen that allows you to log in using your 
email address and new password. 
 



 
 
 
Once you’ve logged in, you will see a screen that gives you two choices. 
 

 
 
From this screen, you can either Go to your gallery (to add artwork and information to your 
gallery) or Edit your details (to get your own information up to date). 
 



2. Editing your details  
 
This section covers the information needed to complete or get up to date your personal 
information for the Outside In website. 
 
How would you prefer to be contacted? 

 
 
(These are the artist’s preferences, see note above.) You can choose how you would like to 
be contacted. You can choose one or more. Click to tick the boxes for the ways you would 
like to be contacted. You must choose at least one way to be contacted. 
 
Email 
Click to tick the box if you want to be contacted by email. 
 
Phone 
Click to tick the box if you want to be contacted by phone. 
 
Text message 
Click to tick the box if you want to be contacted by text message. 
 
Phone number 
Enter your phone number. 
 

 
 
 
You will only be asked for your phone number if you tick to be contacted by phone and/or by 
text message. 
 
Post 



 
 
Click to tick the box if you want to be contacted by post. 
 
You will be asked for your full address if you tick to be contacted by post. 
 
Address (line 1) 
Address (line 2) 
Enter your address. You can use both line 1 and line 2 if you need to. Or you can leave line 
2 blank. 
 
Town/City 
Enter your town or city 
 
County or region  
Enter your county or region. You can leave this blank if you don’t know the name of the 
county or region. 
 
Country 
Enter the country where you live. Click and you will see a list of countries. Scroll then choose 
the country. 
 
What is your postcode? 
Enter your postcode or zip code or equivalent. If you live in a country that does not have 
these codes, please write “none”. The postcode is needed so that Outside In can tell you 
about exhibitions, events and activities in your area. Outside In also needs to understand 
where artists are living.  



 
Are you happy to receive updates from Outside In?  

 
 
Click on the round button to select Yes please if you want Outside In to contact you with 
news and information. 
 
Click on the round button to select No thanks if you do not want Outside In to contact you 
with news and information. 
 
 
Click the Next button at the bottom of the screen to continue. 
 

2b More about you  
This information about you is important as it helps Outside In (and its funders) to have an 
insight into the artists it supports. This means the work the charity does can be tailored to fit 
artists’ needs and reach a wider audience. 



 
 
Your age 
Click on Please choose then select the age range that includes your age, or if you prefer 
not to say. 
 
Gender 
Click on Please choose then select your gender, or the gender you identify with, or if you 
prefer not to say. 
 
Ethnicity 
Click on Please choose, then select the ethnic group that you identify with belonging to, or if 
you prefer not to say. 
 
Disability 
Click on Please choose to select No, Yes, or Prefer not to say. 
 
Terms and conditions for artists 
It is important that you click on the link to Read the terms and conditions. When you have 
read the terms and conditions, click to tick the box I agree to the terms and conditions. 
 
The terms and conditions explain what you need to know and agree to so that you can join 
Outside In. There are terms for displaying your artwork on the Outside In website. There are 
also terms for displaying artwork in Outside exhibitions, selling artwork, and other information 
about joining Outside In.  
 
 
Click the Next button at the bottom of the screen to continue. 



 
 

2c Criteria for support 
Outside In is a charity that provides a platform for those who feel that they face barriers to 
the art world, due to health, disability, social circumstance or isolation. In order for it to help 
you, and other artists, it is important that Outside In has information about the barriers you 
face. 
 
 

 
 
 
Please select why you feel you meet Outside In’s criteria 
Click to tick the boxes that apply to you. You may tick more than one box.  
 
Please tell us more in the box below 
Tell us about the barriers to the art world that you face. This could include health, disability, 
mental illness, or any other difficulties you face. 
 
 
Click the Next button at the bottom of the screen to continue. 
 
 
 

2d Interests 
Please select the areas that interest you so we can keep you up to date 



Click to tick any boxes relating to Outside In activities that interest you. You can tick as many 
as you like. Here, Opportunities may include call outs for projects or creating work for 
customers. 

 
 
How did you hear about us? 
Please click to select how you heard about Outside In. You can only select one of these 
options. 
 
 
Click the Next button at the bottom of the screen to continue 
 
 
 
 



3 Go to your gallery 

 
 
You have now created your gallery. Click on Visit your gallery or your artwork to go to your 
gallery. 
 
When you go to your gallery, you can add more artwork and keep changing your profile until 
you’re ready to publish it. 
 
 
 
 



Your gallery 

 
 
Currently unpublished 
If you have just made your gallery, at the top right of the screen it will say Currently 
unpublished. When you are happy with the image or images that you have added to your 
gallery, click on the large Ready to publish? button. This will tell the Outside In team you 
are ready for your gallery to be published on the public Outside In site, so that anyone 
visiting the Outside In website can see it. 
 
Currently published 
If you made your gallery another time, at the top right of the screen it will say Currently 
published. This means that your gallery can already be seen by anyone visiting the Outside 
In website. You can still add more images, or edit your profile if you want to change what you 
are telling the public about yourself and your art. 
 



Edit your profile 
Click Edit your profile button if you want to change what you have written about yourself for 
anyone to see who visits your gallery. This is the information you added in 2e Add your 
public profile. 
 
Remember to click the Save button at the bottom of the screen if you edit your profile. 
 
Add another artwork to your gallery 

 
 
Click Add another artwork to your gallery. You will see a box with Choose File. This is 
like adding your first artwork in 2b Add your first artwork. You will be able to add 
information about your artwork like you did before. 
 
Repeat this step for each artwork you want to add. You can add as many artworks as you 
like to your gallery. 
 
 
Visit your previously added artwork below, if you want to edit it 
If you want to edit an artwork that you have already added, click on the image of that 
artwork. You will be taken to an Artwork page with an Edit this artwork button. 



 
 
Click on the Edit this artwork button to edit the artwork. You will see the information you 
previously added. 



 
 
Remember to click the Save button at the bottom of the screen after you edit your artwork. 
 
Back to your gallery 
When you have edited your artwork, click Back to your gallery to return to your gallery. 
 
Make this your cover image 
The first image you added to your gallery was made into your Cover image. This is the 
image people see when they search for your gallery on the Outside In website. When you 
have added more than one image, you can choose which image you want to be the cover 
image. 
 
 

 
 
If you would like assistance, please call 01273 381311  
or email Hannah.Whitlock@OutsideIn.org.uk 
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