
A STEP-BY-STEP  

GUIDE TO JOINING  

THE COLLECTIVE  

AND EDIT ING YOUR  

ARTIST  PORTFOLIO.

16 SIXTEEN
Online

Weʼv e  made  th e  s i gn-up  p roc e s s  a s  s impl e  a s  pos s ibl e .   
Fo l l ow th e  s t e p s  b e l ow t o  s i gn  up  and  compl e t e  your  p ro f i l e .



SIGN UP —  CL ICK THE L INK WE SEND YOU AND HEAD TO THE MEMBERSHIP PLAN PAGE 

WHEN WE HAVE CONFIRMED YOUR F IT  WITH  

OUR COLLECTIVE,  WE WILL  SEND YOU AN  

EMAIL  WITH A L INK TO SIGN UP AND GET  

YOUR MEMBERSHIP.  

 

YOU ’LL  SEE THE YEAR LONG MEMBERSHIP 

PLAN,  SELECT JOIN TO GET STARTED



SIGN UP —  S IGN UP TO THE PLATFORM

CHOOSE SIGN UP TO CREATE YOUR ACCOUNT  

WITH AN EMAIL  AND PASSWORD.  THIS WILL  BE  

YOUR LOG IN FOR THE PLATFORM.

THERE ARE SECURIT Y MEASURES SUCH AS VERIF ICATION AND  

EMAIL  CONFIRMATION. THIS SHOULD JUST TAKE A MOMENT,   

DON ’T  FORGET TO CHECK YOUR SPAM IF  YOU DON ’T  SEE THE   

EMAIL  STRAIGHT AWAY.



SIGN UP —  COMPLETE YOUR MEMBERSHIP PAYMENT INFORMATION

ENTER YOUR DETAILS CARD DETAILS IN ORDER TO SECURE YOUR NEW MEMBERSHIP.

LOOK OUT FOR YOUR ACTIVATION EMAIL  TO GET STARTED WITH YOUR PORTFOLIO -  IT  IS  ON IT ’S WAY  

TO YOUR INBOX!



SIGN UP —  COLLECT YOUR ACTIVATION EMAIL

AS SOON AS YOU HAVE COMPLETED THE  

CHECK OUT,  YOU WILL  BE SENT AN  

ACTIVATION EMAIL  

 

THIS MAY TAKE A COUPLE OF MINUTES TO 

ARRIVE 

 

ONCE YOU RECEIVE THIS,  FOLLOW THE L INK 

TO COMPLETE YOUR SIGN UP.  



SIGN UP —  ACTIVATE YOUR PORTFOLIO

THE LAST STEP AND YOU ’RE DONE WITH  

SET UP AND YOU CAN START EDIT ING  

YOUR PORTFOLIO.  

 

ENTER YOUR NAME AND CLICK ACTIVATE.  AS 

SOON AS YOU SEE THE SUCCESS MESSAGE 

THE PROCESS IS  COMPLETE!  

 

YOU WILL  NOW BE ABLE TO LOG IN ANY TIME  

USING THE L INK ON THE TOP RIGHT.  YOU WILL  

SEE YOUR NAME WHEN YOU ARE LOGGED IN.   

 



EDIT  YOUR PORTFOLIO —  NAVIGATING AND FIRST LOOK

YOU WILL  F IND YOUR PORTFOLIO PAGE UNDER THE DROP DOWN MENU ON THE TOP 

RIGHT.  ONLY YOU CAN SEE THIS,  AND YOU CAN EDIT  YOUR PORTFOLIO AT ANY T IME 

 

YOU WILL  ALSO FIND YOUR SUBSCRIPTION INFORMATION HERE SHOULD YOU NEED IT  

 

YOUR PORTFOLIO WORKS L IKE ONE PAGE LONG FORM, WHERE YOU ADD ALL  YOUR  

INFORMATION AND YOUR IMAGES AND IT  CREATES OR EDITS YOUR PAGE IN OUR  

ARTISTS COLLECTIVE.  IT  IS  LAID OUT AS YOUR PORTFOLIO APPEARS TO VISITORS TO 

HELP YOU UNDERSTAND WHAT IT  WILL  LOOK L IKE.  WORK YOUR WAY THROUGH THE  

FOLLOWING STEPS TO GET STARTED OR IF  YOU NEED ANY REMINDERS LATER.



EDIT  YOUR PORTFOLIO —  HEADER IMAGE

Your  con t en t  has  b e en  submi t t ed

AT THE TOP YOU WILL  F IND YOUR 

HEADER IMAGE.  IT  IS  A FULL  S IZE  

IMAGE OR CROPPED ON MOBILE.  

WE SUGGEST YOU CROP AN  

IMAGE YOURSELF TO HAVE  

SOMETHING YOU ARE HAPP Y  

WITH.  THE IMAGE WILL  CROP  

AT THE CENTRE IF  NOT.  

CLICK THE UPLOAD BUT TON TO START SELECT YOUR CHOSEN HEADER IMAGE 

ONCE SELECTED,  YOU SHOULD SEE THE NAME  

OF YOUR IMAGE READY FOR UPLOAD

ONCE YOUR IMAGE HAS SAVED IT  WILL  APPEAR 

AND YOU WILL  SEE THE SUCCESS MESSAGE

CLICK SAVE AND YOU WILL  SEE YOUR UPLOAD 

PROGRESS

NOTE:  YOU CANNOT REMOVE AN IMAGE,  ONLY REPLACE IT.  SO ANY TIME,  JUST CHOOSE THE UPLOAD TO CHANGE YOUR HEADER IMAGE.  

THIS IMAGE WILL  BE LARGE SO THINK ABOUT WHAT BEST REPRESENTS  

YOUR PRACTICE.  SOME ARTISTS L IKE TO CHOOSE AN IMAGE OF  

THEMSELVES IN THEIR STUDIO FOR THIS IMAGE.  



EDIT  YOUR PORTFOLIO —  B IO,  CONTACT AND EXHIBIT IONS

THIS SECTION IS ALL  YOUR WRIT TEN CONTENT.  HIT  ANY SAVE BUT TON AT ANY TIME TO SAVE YOUR WORK.   

YOUR NAME SHOULD BE  

HERE ALREADY FROM  

WHEN YOU ACTIVATE.

YOUR SIXTEEN ONLINE 

BIO IS  A MIX BETWEEN 

A BIO AND A STATEMENT.  

IT  IS  A WAY TO INTRODUCE 

YOURSELVES TO VISITORS.  

IF  YOU WANT SOME IDEA 

ON WHAT TO PUT HERE,   

CHECK OUT THE ARTICLE IN 

OUR HUB.

ADD THE EMAIL  YOU WISH VISITORS TO CONTACT YOU ON

YOU DON ’T  HAVE TO HAVE A WEBSITE,  BUT WE ’RE HAPP Y TO ADD YOUR 

L INKS IF  YOU DO. COP Y AND PASTE A URL .

FOR ALL  YOUR SOCIALS L INKS,  COP Y AND PASTE  

THE URLS TO ENSURE ACTIVE L INKS.  LEAVE ANY  

THAT AREN ’T  APPROPRIATE TO YOU AND THEY  

WILL  NOT DISPLAY.  

ENTER THE INFORMATION FOR 

YOUR NEXT EXHIBIT ION SO  

VISITORS TO THE SITE KNOW  

WHERE THEY CAN FIND YOU IN 

PERSON. ADDING THE DATE TWICE 

ENSURES IT  LOOKS GOOD ON  

YOUR PROFILE ,  BUT ALSO NOTIF IES 

THE TEAM AT SIXTEEN,  SO WE  

CAN PUBLICISE IT !  

 

IF  YOU DON ’T  HAVE A SHOW  

PLANNED,  YOU COULD USE THIS  

SPACE TO SHOUT ABOUT A  

PUBLICATION, OR ANOTHER EVENT  

YOU ’RE INVOLVED IN.  JUST UTIL ISE  

THE LAYOUT TO YOUR BEST ABIL IT Y  

TO SHOWCASE YOURSELF.

YOU CAN HIT  SAVE AT ANY 

POINT,  BUT DON ’T  FORGET!



EDIT  YOUR PORTFOLIO —  ADDING YOUR ARTWORK AND ARTWORK INFORMATION

THE MOST IMPORTANT SECTION  

IS  ADDING YOUR IMAGES.  THIS  

WORKS THE SAME WAY AS YOUR  

HEADER,  AND ONCE YOU HAVE  

ADDED ONE IMAGE,  S IMPLY REPEAT  

ALL  THE WAY THROUGH THE NINE  

IMAGES.  IF  YOU HAVE FEWER  

WORKS,  S IMPLY DON ’T  UPLOAD AN  

IMAGE AND THE BOX AND  

INFORMATION WILL  NOT DISPLAY.   
CLICK THE UPLOAD BUT TON TO START SELECT YOUR CHOSEN IMAGE 

ONCE SELECTED,  YOU SHOULD SEE THE NAME  

OF YOUR IMAGE READY FOR UPLOAD

ONCE YOUR IMAGE HAS SAVED IT  WILL  APPEAR 

AND YOU WILL  SEE THE SUCCESS MESSAGE
CLICK SAVE AND YOU WILL  SEE YOUR UPLOAD 

PROGRESS



EDIT  YOUR PORTFOLIO —  TAGS

TAGGING YOUR WORK HELPS VISITORS F IND YOU.  THEY CAN USE THE SEARCH ON OUR ‘ARTISTS ’   

PAGE TO EXPLORE ALL  THE MEMBERS OF THE COLLECTIVE,  AND THEY CAN USE MEDIUM OR GENRE TO 

DO THIS.  VISITORS L IKE THEIR SEARCHES TO RETURN GOOD INFORMATION, BY THIS WE MEAN, NO ONE 

ENJOYS SEARCHING FOR “PAINTING ”  AND SEEING A DOZEN CERAMIC ARTISTS DISPLAY.  

TO HELP GIVE OUR VISITORS  

AN ENJOYABLE EXPERIENCE,   

MAKE SURE YOU TAG YOUR  

WORK BASED ON THE MAIN  

ELEMENTS IN THE CURRENT  

COLLECTION YOU ARE  

SHOWING. DON ’T  TAG TOO  

MANY THINGS,  BE SELECTIVE.



EDIT  YOUR PORTFOLIO —  THUMBNAIL  IMAGE

YOUR “ THUMBNAIL”  IS  HOW MANY VISITORS WILL  F IRST ENCOUNTER YOUR WORK.  THINK CAREFULLY 

ABOUT THE P IECE YOU WANT TO REPRESENT YOU AND YOUR PRACTICE.  IT  CAN BE ANY DIMENSIONS  

AND WILL  DISPLAY FULLY.  CHECK OUT THE ‘ARTISTS ’  PAGE IF  YOU WANT TO SEE HOW THIS WILL  LOOK,   

AND GET AN IDEA WHAT IMAGES PEOPLE USE.

PLEASE NOTE:  THIS SHOULD BE AN  

IMAGE OF YOUR ARTWORK,  RATHER  

THAN A STUDIO IMAGE OR PORTRAIT.  

 

WE MAY CHOOSE TO SELECT AN 

ALTERNATE WORK FOR YOU IF  IT   

CREATES A BET TER,  MORE COHESIVE  

FEEL  FOR THE GALLERY,  BUT IT  WILL   

ALWAYS BE FROM YOUR RECENT  

BODY OF WORK.



EDIT  YOUR PORTFOLIO —  RESTARTING AND DANGER AREA

FOR MOST OF YOU,  YOU WILL  NEVER NEED THIS AREA SO JUST IGNORE IT  AND THIS STEP AND SKIP  

STRAIGHT AHEAD.  

IF  FOR SOME REASON YOU WANT TO COMPLETELY DELETE YOUR PORTFOLIO AND START AGAIN,  YOU 

CAN DO THAT HERE.  YOU WILL  LOOSE ALL  YOUR INFORMATION. 



THANK YOU!

16 SIXTEEN
Online

AND THAT ’S IT !  ONCE YOU HAVE SAVED YOU WILL  BE ADDED INTO THE “ARTISTS”  PAGE AND VISITORS 

CAN BEGIN BROWSING YOUR PORTFOLIO.  IT  MAY TAKE A COUPLE OF MOMENTS OR A PAGE REFRESH  

UNTIL  YOUR NAME APPEARS ON THE L IST,  BUT BE SURE TO CHECK OUT YOUR WORK AND SEE YOUR 

F INISHED PORTFOLIO PAGE!


