
This is a brief guide to enable garden owners to update information about their garden on the Open Gardens/
Jardins Ouverts website. At the finish of the tutorial a garden owner should be able to change information such
as the garden description, directions, add additional information, put in opening dates and add or change
photographs. There is nothing to be frightened about and if you have problems then the Garden Support person
is in place to help. They are just an email away at gardensupport@opengardens.eu.

Once your garden has been put on the Open Gardens website by your coordinator or by the tech team you
should have received by email your log on details, user name and password. Have these at the ready.

In your web-browser navigate to the Open Gardens/Jardins Ouverts website. www.opengardens.eu. Once
you have landed on the home page you may need to press the Union Jack up in the right-hand corner to go
to the English version of the website.

Select >ABOUT US icon.

A drop down  menu now appears
Select > ADMIN LOGIN



From the next screen enter your Username and Password then click the button <SUBMITt>.

If you have entered your details correctly you will now be seeing your garden details on the screen.
You are now ready to start entering or changing information about your garden.
Your address and GPS coordinates along with your name and contact details will already be filled in as
this is the minimum required to start a new garden on the website.
You can now proceed to fill in or alter details as you require. There is nothing complicated to worry about,
so relax.



Next we come to the directions. Two boxes again for the two languages. Exactly the same instructions
as for garden descriptions. Easy.

The first boxes that you will come to are the garden descriptions, one in French and the other in English.
Just click inside the box enter or change the details. If you are able to do both languages please do. Any
text that is entered or changed is sent away to be translated or verified.
You may use the icons on the top strip (blue arrow) of the text box to highlight text or add lists.



The next sections is also very easy to
complete. ‘Facilities at your garden’ is
just a series of check boxes. Just click on
which eveer ones your will be offering to
the visitors to your garden. If you are
offeering none the select the bottom
check box.
If you decide that you will also be
available to open by appointment this
will be passed to the webmaster and your
garden will be entered into the section of
the website. You may wish to enter
information about making an
appointment in ‘Garden Description’
section or in the ‘Notes’ section which is
the next bit we will come to.

The ‘Notes’ section is edited in exactly the same
way as described for ‘Garden Descriptions’.You
may use this to make comments about a special
opening you have, particular hazards that people
may encounter or how to make an appointment for
a viewing of your garden



Moving further down the web page we come to your details most of which should be already filled.

Please check the details as occasionally names are misspelt. Overall there should be no need to change anything
here.

Now we move down the page to enter the dates and times that the garden will be open to the public



If this is the first time that the
dates have been added you will
find all of the fields blank. If
there are already dates registered
do not worry as the process is
exactly the same.
Click in the ‘Choose date’ box
and a menu appears. It will be for
the current month.

Use the arrow buttons on
either side of month to
navigate to your desired
month.

Now choose which day of your
chosen month you want. In this
case it is the first day of the
month.

The box should now show the chosen
month and day of open.
Now for the time(s) of opening

To select the time that you are opening click
on select. A drop down menu appears  and
all you need to do is scroll down until you
find the time that you want to open.
Do exactly the same for the time that you
wish to close or the time that you are
stopping for a break.
If you are reopening after a break repeat the
previous steps for ‘Opening times 2:’



You should now have
your first opening date
entered and you will see
something similar to the
date on the right.

1st September 2022
opening for 9 am to 11.30
then after lunch from 2 pm
until 4.30 pm.

If you are opening on
more than one date just
repeat the process. There
is room for 10 dates.

Once you have finished putting in,
changing or editing your information
you can register it. You will be able to
return at anytime to makes changes.

An email is automatically generated
that notifies Garden Support that
changes have been made. They will
then review the changes and take any
action needed to rectify any problems.
Within a few days your garden will be
on view.

You may wish to go on to add photos, delete any or
change some. Press this button and you will be able to
do just that.

The information will be saved automatically  before
moving on.



Once you are on the page to insert
new photos or replace existing
ones you will see there is room for
up to ten photos. This garden
already has three but we will
increase the number. The process
is exactly the same for inserting
new photos or changing them.
Infact you can even delete any that
are no longer required.

Click on the button that says
‘Ajouter image’.

A menu will appear that
let’s you navigate to the
folder that has your
photos in. The picture
here shows the menu
from an Apple laptop.
Windows computers are
very similar so you
should not have any
problems finding your
photos.

Select your chosen photo
then click ‘Upload’
Windows simply says
‘Open’.

Please note that photos need to be around 1mb for the website to function properly.

If you are unable to deal with large photos then please contact gardensupport@opengardens.eu.
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Once you have pressed the button the
screen should change back to the photos
of your garden with the new photo
added.

Repeat the steps until you
have added your chosen
photos.

Now go to the bottom of the
page.

Press ‘ENREGISTRER’ and the
website will finish uploading your
photos in the form that it uses. This
can take quite a few seconds so please
be patient

You will be greeted by a webpage like this to show that your endevours have been successful.
This is the same page that you will see if you have only entered or change some details.

All you need to do now is ‘LOG OUT’

Well done!!

It can take several days for everything to be reviewed.


