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WWW.FADA.ORG

Welcome to the new Fine Art Dealers Association website. There have been a few improvements to the new site 
that will hopefully make updating your profile page a simplified experience. This manual will provide you with 
a step-by-step guide to making edits to your FADA profile page. 

ACCESS YOUR MEMBER DASHBOARD

To access your FADA account, you can click on the Member Login link located at the top right corner of the website 
on the navigation bar. This will bring you to a page where you will be prompted to enter your existing email and 
password. Once you log in, it will bring you directly to your member dashboard.

Click here to gain 
access to your 
account
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MEMBER DASHBOARD OVERVIEW

Below is a screenshot of your dashboard. From this page, you will have access to the following functionalities:

1. Add/edit artists
2. Add/edit artist biographies 
3. Add/edit gallery events
4. Add/edit artwork
5. Add/edit artwork mediums
6. Edit your gallery information (about blurb, website, location, etc.)
7. Send messages to within the FADA member network
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GALLERY PROFILE PAGE OVERVIEW

Below is a sample gallery profile page.

Featured artwork 
showcase

Current traveling 
exhibits section

Gallery information 
including address, 
contact info,  hours, 
mission statement, 
website and social 
media links

Gallery space 
photos

Gallery inventory 
section
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ADD/EDIT ARTISTS

To add/edit a new artist to your inventory, click on the “Artist” nav item located along the left of the dashboard.

Enter the artist name as you would like 
it to appear on your page

Once all required 
items are filled out, 
click on the publish 
button

Enter artist first name here. This field is required.

Enter artist last name here. This field is required.

Enter artist nationality here (optional)

Please select your gallery here if it not automatically selected

Enter the artist birth and death date in their respective 
fields (optional)

Enter the artist flourish information in their respective 
fields (optional)
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ADD/EDIT ARTIST BIOGRAPHY

To add/edit a new artist biography for any of the artists in your inventory, click on the “Artist Biography” nav item 
located along the left of the dashboard. Adding a biography for each of the artists in your inventory is important to help 
gain traffic to your page on FADA.org. 

Enter the artist name this biography is 
in reference to

Once all required 
items are filled out, 
click on the publish 
button

Enter the artist’s biography here

Select the artist name from this 
list. If you cannot find the artist 
name, you must first add the 
new artist name under “Artist” 
in the main navigation first.

Please select your gallery here if it not automatically selected

For SEO purposes, you can add related keywords here to help increase 
visibility of this artist’s bio
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ADD/EDIT EVENT

To add/edit a new event that your gallery is involved in, click on the “Events” nav item located along the left of the 
dashboard. 

Enter name of the event here

CONTINUED ON NEXT PAGE

Once all required items 
are filled out, click on the 
publish button

Upload a feature 
image for the event 
here. This image will 
be the thumbnail 
on the home page 
as well as the top 
banner image on the 
event page

Enter the event description here

Select whether this event will be 
a member or partner event

Enter the start and end dates for 
this event here

Please select your gallery here if it not automatically selected
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If you would like 
to feature any 
other images on 
the event page, 
there are slots for 
up to 12 images 
with the option 
to add a caption 
for each

CONTINUED ON NEXT PAGE

CONTINUED FROM PREVIOUS PAGE
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If your event is a sponsored event, you 
can upload up to 8 sponsor logos here

Enter event schedule 
dates/times here

Search for the 
address to center the 
map to the location 
of your event

Enter text for the location section such as gallery address, hours of 
operation, etc.

CONTINUED ON NEXT PAGE

CONTINUED FROM PREVIOUS PAGE
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Enter text for the sponsor section if needed

CONTINUED FROM PREVIOUS PAGE
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ADD/EDIT ARTWORK

To add/edit new artwork that your gallery is carrying, click on the “Artwork” nav item located along the left of the 
dashboard. 

Enter name of the art piece here
Once all required items 
are filled out, click on the 
publish button

Upload a feature 
image for the piece 
here. This image will 
be the thumbnail 
as well as the 
main image for the 
artwork

Select the artwork medium 
from this list. If you cannot 
find the medium, you must first 
add the new medium under 
“Artwork Medium” in the main 
navigation first.

Select whether this piece is active or not. This determines whether 
this artwork will show on your page or not.

Select the genres that this artwork is defined as here

Select the artist name from this 
list. If you cannot find the artist 
name, you must first add the 
new artist name under “Artist” 
in the main navigation first.

CONTINUED ON NEXT PAGE

Enter price of 
piece hereSelect if you would like to display the price here

Select if the artwork is sold or available. If sold is selected, a “sold” indication 
for this artwork will show on the page that this piece appears

Please select your gallery here if it not automatically selected
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Enter extra 
information for 
the artwork here. 
This includes 
provenance, 
exhibition info, 
literature and any 
notes. If nothing 
is filled out, the 
information/field 
will not show on the 
artwork detail page

Enter dimensions framed and/or unframed here

Enter signature information here

CONTINUED FROM PREVIOUS PAGE

For SEO purposes, you can add related keywords here to help increase 
visibility of this artist’s bio

You do not need to fill this section out. This will let you know if an email has 
been sent to someone who has signed up for artist alerts
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ADD/EDIT ART MEDIUM

To add/edit an art medium, click on the “Artwork Medium” nav item located along the left of the dashboard. 

Enter name of the art medium here
Once all required items 
are filled out, click on the 
publish button
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EDIT YOUR GALLERY PROFILE INFORMATION

To edit the information that is featured on your gallery profile page, click on the “Member Galleries” nav item located along 
the left of the dashboard. 

Edit the name of your gallery here
Once all required items 
are filled out, click on the 
publish button

Change the feature 
image for your 
gallery here. This 
image will be the 
thumbnail that is 
shown on the list of 
galleries page

Each gallery page allows for up to 6 featured artwork 
pieces that you can showcase at the top of your page. 
Select your artwork from this section. If your artwork is 
new, you must first add it to the database. To do this, 
select “Artwork” from the navigation to  add a new 
piece. 

Enter your location here

Edit your mission statement here

Enter the name of your gallery as you would like it to appear as 
the header of your page.

CONTINUED ON NEXT PAGE
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CONTINUED ON NEXT PAGE

To edit the “Directions to 
Gallery” link on your profile 
page, enter the Google 
Maps share link here (see 
below for more info)

maps.google.com

• Do a search for your address
• Click on the menu icon in the 

upper left corner
• Select “share or embed map”
• Copy and paste link

CONTINUED FROM PREVIOUS PAGE

The longitude/latitude information helps with the location-based feature of the 
gallery listings page. If you plan on moving, please contact website management 
for help on changing this information.

Edit your street address here.

If you have multiple addresses, you can add the full addresses here.

Edit your city here

Edit your state here

Edit your zip code here

Edit your phone number here

Edit your fax number here

Edit your contact email address here

For international locations (outside of the U.S.), please 
enter your full address here.
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CONTINUED ON NEXT PAGE

CONTINUED FROM PREVIOUS PAGE

Edit your gallery hours for weekday/
weekend here

Edit your website URL here

Edit/enter your social 
media links here for 
Facebook, Twitter, 
Pinterest and Instagram

If you are exhibiting 
at any shows or 
conventions, you can 
input the information 
here. Typically, you 
would want to include 
name of show, dates 
and times, booth #, 
address and a link to 
the show website for 
more information

If you have multiple 
gallery locations, you 
can input them here 
along with the Google 
Maps share link (see 
previous page)
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CONTINUED FROM PREVIOUS PAGE

Edit/Add the list of artists 
that appear in the Gallery 
Inventory section here

Edit/upload images of your gallery 
spaces here. There are slots for up to 
6 images.

CONTINUED ON NEXT PAGE
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CONTINUED FROM PREVIOUS PAGE

Edit/add the genres that 
your gallery specializes 
in here

To feature videos on 
your page, enter the 
URL (YouTube or Vimeo) 
and it’s corresponding 
caption. These videos 
will be featured at the 
top of your page with 
your featured artwork.
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FADA MESSAGE BOARD/SENDING MEMBER MESSAGES

The dashboard allows each gallery to send messages within the FADA network. This is a powerful tool to share leads, look 
for specific artwork and more. It functions very similar to sending/receiving email.
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