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Chapter 1
Getting Started with SiteBuilder

Introduction I'n this Chapter wedl |l

guestions:
Doing anything for the first time is always a e What is SiteBuilder?
daunting experience, therefore if this is the e How should | use this manual?
first time youdve tri e How can | get hel

website you might be a little apprehensive
about the skills required to do so.

This chapter aims to put your mind at rest
and explain a little about our site building
software, how it works and how you can get
help whenever you need it along the way.

What is SiteBuilder?

SiteBuilder has been designed and created to help small businesses gain access to the
benefits of the internet. A website building tool, SiteBuilder provides you with all you need to
create and manage your own professional business website.

If you want to sell products via your website, the e-shop module lets you do justthat. s | t &
easy to set up and even easier to manage, complete with a sales ledger, stock manager and
some great designs and shop layouts to complement the look and feel of the rest of your site.
Everything you need to create your site with SiteBuilder can be found within our online

system. So, as long as you have access to an internet connection, you can create, publish,
manage and maintain your website anywhere in the world.

How should | use this manual?

This book has been created as a visual guide to using our system and creating your very own
website.

Webdbve struct urtealowtybueto useainwhanever you need the answers to a

question. So, you dondt have to read the whole boo
use it as a reference for ideas, how to guides and visual aids when you get a bit stuck. To
find the help youdbére | ooking for you can either use

troubleshooting guide which will list the page you are looking for next to the question you
have.

Every aspect of creating your site has been broken down into chapters, which cover individual
tasks. Every task is presented with step-by-step instructions and annotated screen
illustrations.

How can | get help i f I 6m stuck?

Help Icons
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Tohel p you out as much as possible wedve <created

Wherever you see an ® icon you can click
on it to find out about the area you are in and
how to use it.

O e e Y e T e o T A A e et
(¥}

-

')

&

Ihe poge SxiJo ares ges wuu scme page lysoul 0phons 10 he pycu creste @ groad ole, e
vresled @ rerge of precesoied vaye idews furyue lo use, The bavs ol e lup of 212 daiogas vus
will Gractyou 13 2008 anangerrants mosl suilad 0 52300l psge hpes,

Hints and Tips
As you begin to create your site y o u 6 | |

our SiteBuilder tips popping up along the | rures s et s e e e o
way. Although there is an option to switch I T i - )
this function off we suggest that you leave it Our SiteBuilder tips boxes are designed to give you
switched on whilst you get used to the direction and guidance as you create your site.
system.

) ) ) ) This function can be switched on/off within the help
If you switch the hints and tips function off tab whilst in site editing mode.
and youdd | i ke ytoawbtldr

option to switch iHell
tab when editing your site.

Manual Help
Throughout t hi s icomssdikeadhe ongsosho@v Helons Ehese are designed to
draw your attention to areas of particular importance along the way.

@ glossary a hint note waming

Speak to One of Us!
As well as all of the written help you can also email or telephone our offices for additional
assistance. Contact details can be found at the end of this manual.
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Chapter 2
Creating Your Website

Introduction

I n thi
questions:

s Chapter wedl |

Because we know that the first steps are the
hardest, weoOve devel
Creator Wizard to help you get the basics of
your site together by simply answering a few
questions and clicking a few buttons.

(0]

I f this is the first
we recommend you read this chapter as you
go through the Site Creator steps to help you
understand the process.

What is the Site Creator Wizard?

What are the steps within the Site
Creator Wizard?

e How do | change t
chosen within the Site Creator
Wizard?

What is the Site Creator Wizard?

The Site Creator wizard aims to make the initial
possible. Presented as a set of questions and

stages of setting up your website as easy as
steps to complete, the Site Creator ensures

that the basics are covered before you gain access to the editing tools for your new website.

When you initially register for our free trial you will go through the Site Creator steps. If you

already have a site with us and you are creating

a second site you will have to go through the

same process to allow SiteBuilder to pull together the basic structure of your new website

before you can start adding detail to it.

What are the steps within the Site Creato

r Wizard?

The following section will take you through the individual steps of the Site Creator Wizard.

»SiteBullder Site Creator

FREE 30 duy tris)

Wekome to your Ste Creafer...

N0 w9 BrSAE BELPIU CIRANS B SI0R! WELER SUL A 30 e 1
r W51 cleps Gan e dIuTing

Sy by yua frcugh e ndee astop Mages, cur Sew Coastor e i gerrly
Qi e 010 Duding s walede. Toe eghet slags grooess wi N
reund fve Mitues 1o comalem. By he 30 you tezch ceg @ 911 yout
Ravw mercie 3 geod ST on poir ke deekys, aclaur sThems, pana
WU AN2 0 s sy deca ooy maedhe it e Sen Coosdor o S
changed in cher ansas of SoBuide

NCA pEu en Crsieine e Sw Coasloe piegs you N oe ban b peir
vnbiate whar you Can o brus 5 Bl £ v B coonee of your 20 deg
Al 0 roed i, we' e abvigs o0 han 1 help ahe2g the vy

Craute My Sito b
5 A

b > > SiteBuilder Support 0191 261 2991
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Welcome
The first step of our creator is there to introduce you to SiteBuilder and explain a little about
how the creator works and its purpose.

sBullder Site Creator FREE 30 day teial

1]

Create an D

Yoo must regster with Stefoider i order fo create o <ie...

Qs regsleced, you CaN GEI1e 35 MANY w5105 35 30U ke, Fleaza enter your datals n the form beicay
SheBuiderwi 360 gou @ emal 30 you Pave 3 rezord of yaur EieBuider azcourl

Tirsmame: | Address 1|

CSemnane; | Al 2 [

Al

Address 3 l'

*Gonewm tmatl; | Coaty | States |

|
|
|
Telephene: | | Poatesde: |
]
|

Organisation: | Coumtrys | LMTID IGO0 v

dob Titke: |
Flelds marked with o “are required

oo ool G poaiaord o <6 1w adien seu kg io SteEd ke in e Sl

*meined |

S onnkin Sccerd [
Fvesces e s d waiged thin Toraee & Som dbn wie o e oo ol e sodidy

oot Halics

b > SiteBullder Support D197 2671 2997 heipliSiteBuliderDlY.co.L

Step One. Your details @

If you are brand new to SiteBuilder note

youoll havesotne erettea: 1 s, weodl | | )
store the information you provide in If you have glready reglstere.d your detlalls
case we need to contact you. D o WithSiteBuilder you can Iogm,to thq Site _
worry we wonot be bdEhERIPIMn @Sy AN Wi€Xd st in
sales wedl |l only ususenameandpasswosd: mat i on i f
we need to talk to you about an issue on your site or a problem with your account.
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» SiteBuilder Site Creator FREE 30 day trial

% 2 ¥ = k5]

Z¢ 3 name Jor your sie

S0 that we i iCenti'y your e mae sasily and prevest deplcatoss

Cater o site rame... ’

Website Name 1 Free Web Address

Ove yaur weaats o nome. Usuely a nane fat relatea 22 1te T ——————
prorpmss of yust wlisin ik tast For avamoks Tow Sy www.| Fon buzzsites.couk
Votsl or the Hardbag 5o’

‘Yaur free web adaress wh 2nd h buzzses.co.ak arnd wib:

Tom 2 you grew your wiseds wi spmmstexy dulsol & yoir g 1 vou s
tes web address H you wast yous web address to be
aumening d*fer2nl you canchange 1 fre box to the right. Fouzar aso have other wab addrasses poistng &t yoar sie (2.0

ok o com eadissaca) SieBukle's Domsen Wnege alowa
YOU I Suy any Taw wab adiraszas you wanl or transser ary Nt

| you may areedy have reghiisrad. The Domain Harapse wh ze
Wik 0 you've coogbilal He S Cranor and evesy i
FOU BUREeqUanTy 107 N 3 yOur toe.

Websds name; 1ta Handoap Shoo

Proceed »

» > SiteBuilder Support 0151 261 2997 holpiiSiteBuliderDlY.co.uk

Step Two. Site Name
Af ter entering your det ameferyouromelsitel Wesaggest thato
you use a name that reflects the content or purpose of your website. SiteBuilder will also give
you a free website address. If you want to use this address as your primary address, feel free
to do so. However, as explained later in this manual, we do have a domain manager where
you can buy more commercial domains, such as .co.uk or .com domains.

»SiteBullder Site Creator FREE 30 day trial

.%""' = — 0 > R T Y TR et Y TR T e 3 IR Tt et 1) T T TN

Choose o design for The llandbog Shop www.the Ranabag shop.buzzes

What st

Chzoze 3 £rnp cesign for your slie from tha ist bakow Bear i wind hat al fie designs e very Nexinie and can
cosly be aragied 1o 301 & vadety of arganisasons. Sz Featres & Examgies karn mea.

Opticnal feature image 7006 In - e ——— Flaxibla featura image zome n 1he
the header bar neader bar

Vertically sliding header bar Adjustable height on the header
curve Dar

Detalled secondary header bar Optional secondary header bar
Quirky menu positioning for more information -

Features & Exampies » ‘Salect » Features & Examples » 117X 3
J J

»»» SiteBuilder Support 0191 261 2991 helpiSiteBuilderDIY.co.uk

Step three. Choose Design

Now itdéds on to the fun part! Thi s s toechoosw i
from. Clicking on the 6features and examp
information on the flexibility of the designs as well as examples of how different the templates
can look when the flexibility is used to its full potential.
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» SiteBuilder Site Creator FREE 30 day trial

—~ = O ‘o 5 e 5 ] o

a colour scheme for The Handbag Shop warw the handbag =hop buzzsites co.uk

wacplmxgﬂ'syours'rk?

Crocess yo i Senoctn coloor sedimew from o rescimeend shone (Yoo can changs oo ol lesr € you v.u-.J

=
Enlarge + Enlarge

b > > SiteBuilder Support 01571 261 2991 helpiasSiteBullderDlY.co.uk

Step four. Colour Scheme

Once youdve chosen your styl e, the next st
work particularly wel!l with the style youbo
able to completely customise your colour scheme if you so wish. In the meantime though,
you simply need to choose the colour combination that appeals to you the most.

» SiteBullider Site Creator FREE 30 day trial

,\7,.\7_‘717 Mmooy RS

Choose the Optional Features for The Handbag Shop wwree the-hanileg-shop b 2 o aslex co.uk

Ft.q’*u'e ’M.c(g..

The optoned feaune |mage Coull be wied % Fame yur 1030 07y mighl use it 1 Ssplay &n meresing
Ll =2

»» > SHeBullder Support 0191 261 2991 helpilSiteBuilderDlY.co.uk

Step five. Optional Features

All of our designs have a range of optional features, these include things like; optional feature
images, address bars, footers and additional design space below your menu bar. This step
explains some of the more noticeable features and gives you an option to switch them on/off.
You can | earn more about adotlthe bakics bflyaur sftecameathern
As with everything in the Site Creator, you can change the options you choose here once you
get in to your site.
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» SiteBuilder Site Creator FREE 30 day trial

v ] 1% v ]

Add an e-shop to The Handbag Shop www.the-handbag-shop.buzzsites.co.uk

Do yoo need an e~shop?

to sell items on your website?

() Possibly, but not straight away

@ No

> SiteBuilder Support 0191 261 2991 help@SiteBuilderDIY.co.uk

Step six. Setup e-shop E
A very quick step, you simple need to answer; .
yes, no or maybe. The e-shop functionality glossary

will always be available for you to use in AN E-SHOP is an area of a site where
SiteBuilder so ito6s notcustemersccaniiexchange maney withh u
the definitive answer here. you to buy your products.

» SiteBuilder Site Creator FREE 30 day trial
™ o) ) ) - Gow | o 1

Add Coatant Pagas 1o The Handhag Shop wearw (i -haneftos s bon beer s ztwex oo,k

Drce yoor <ite has been created...

N0 e b 10 I EMITICAY FREIMTIE ST TACIITME S MISTY TR O g1 dabe e i) e Far lhe
moretl hougs, wa e DD Yo the option to crsaie Up 15 s pager ko bale wou Dol startes Via'e
sugpesred some ol he mest popular pIgs typae below TUl you Can C2ange theea I you Ts. Whan
youve raady, ckeh Procesd 1o comEien your site setup

V1 Home |
Hreiry | ) SiteBuilder fps

V1 Dur Sarias -ommmummmummmnmwmw
EA =7y mmnumrm.wnunnmmmmw

o Exmargres ol tar Wi

\ AP @ Oz ycunr wu s Bosan craentind, 500 Wl b gamn tssbe 7 wist cuiwed o
JlLata hews P, e wic| 0 fiese pages

V|[ceatzetUs  T0% worry 1 G PaDES 3N £0UgR: THese are Just 1o get you stansd. Cnse
e e 3 N EOen Sraled, you vl be §ven atcess & the Wi range of
S0 din's page 11 ga k. ot vlech wit ahoe poa % S D geges

ncd Uadthat i iahng e (ki el e g ks |

v
Procead »

» b » SiteBulder Support 0791 261 26581 helpiSiteBuilderDlY.co.uk

Step seven. Choosing the main pages for your site

SiteBuilder will suggest six pages that you might want to include on your website. The
suggested pages are the ones youbd most <co
use the pages suggested, once you get in to the editing area of your site you can create as
many pages as you like and name them whatever you fancy.
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» SiteBuilder Site Creator FREE 30 day trial

2 2 /) ) ) ? /] 0O

L at's Go and Craata Tha Handhog Shop wavw the Randbag shop.bozzefes.co.uk

~

S |
Lef's 9!
38, that's the 4MNcul bl done! Kow yau'™e Just ana zhk Sway T70m 2aving Your oan susiamses wabste,
Inze vou choc the ‘zracte ry sax 2uden Seaw woul b taken to your 382 Varager 203¢ This b whers wou 203 cezide
whel ¥ou wark1a 20 next wih saur a8z, You car edd cortenl, 921 up yIu 23103, 20y anatter SOTRE ran: of, ¥ you

wark 2 retwer 1o your 242 ke, aioely kg off.

Y04 Or (U Lo yiu 00 0 Gy 19 2uing yoar 33 2oy Yid o o ove 10 00 5 00 2020 0w SEeBe DN ca ik
A0 SC! yoar wae fa el and Seaswued 100 e cualoer g e sed

PN sendy anent] piu s sare ninfog Aretcxs ik o rmy e

1 Fec ear oe coer et sevme Dachiness phetn clack b s 4

Lk e Batizn Belnw In coempbess Tie SEnCreant snd b i re® 13 ynar s

\

»»» SiteBuilder Support 01917 261 289

Step eight. Completed

Youbve completed the initial stages of dev
all of your choices and create your site for you. Now all you have to do is fill it with your
images and information. Clickthe 6 c r e a t e button to $e takendo your website.

How do | change the options | 6ve chosen within

Changing your personal information @

This information can be changed via note

the 6my detailsd |ink on vhe Site Manager.
This is explained in more detail in chapter ~Alloft he choices youbdve

9 SiteCreator can be changed once you get to

your website.

Changing your password
Thi s information <can be changed via thwsisomy det ai l
explained in more detail in chapter 9

Changing the style of your site

To change the style of your site you need to be in the Site Designer menu, which you can

access when you click edit from the Site Manager area. See Chapter3page 14 6Choose
Base Designbo.

Changing your colour scheme

Similar to changing the style of your site, you must be in the Site Designer menu to change

your overall colour scheme. Access the Site Desi gner , via the oO6editd opti
Manager Summary page. Once inthe Ste Desi gner menu click the oOedit C (
the bottom of the menu. This will open a new dialogue which will display a list of all of the

colours you currently have in use on your site. Hovering over the coloured squares will

highlight the area that the colours are being used in on your site. To change a colour click on

its corresponding coloured square and the SiteBuilder Colour Picker will open. Choose your

new colour from here and click OK. To learn more about how the Colour Picker works click

here.

SiteBuilder User Manual 10



Alternatively, if you want to change your entire colour scheme to another of our
recommended selection you can choose the O6recommende
¢ o | odiafogué instead.

Changing the optional features on your site
You must use the Site Designer menu to change this information. You can find out more
about the functions of the Site Designer menu in chapter 3.

Changing the pages on your site

The Site Organiser is used to update general page information such as changing the name of
your page, moving the position of a page in the menu, deleting pages. To find out more
about the Site Organiser go to chapter 5.

Chapter 3
Designing Your Website
Introduction I'n t h_is Chapter weoll
qguestions:
Now that you have the basis of your site, you e What is the SiteBuilder Site
can start making it look like your own. Youd | Designer?
probably want to add a company logo, maybe e Where can | find the Site
an image to your header bar and change the Designer?
colour options on your site. You can do all of e Functions of the Site Designer
these things via the Site Designer function in menu
SiteBuilder. This chapter explains more about e Optional Design Features
the Site Designer and how you use it. e How do | add images to my header
bar?
e How do | add titles to my header
bar?
e How should | use the panels
option?

What is the SiteBuilder SiteDesigner?

Our Site Designer tools can be applied to certain areas of your site as shown in the diagram

below:
Main Header Bar Optional Features
Within the header The site design
bar of your site the you choose will
Site Designer can have various
be used to add optional features
images, titles and such as the feature
more. image shown here.

You can use the

Site Designer to

make changes to
these options.

SiteBuilder User Manual 11



Site Colour
Scheme
Choose the
colours of all
aspects of your
site in the Site
Designer mode,
from page
background to the
colour of your
menu bar.

Side Bar

In some designs
you can attach
additional
graphics to your
menu bar.

youﬂOgo*’

L dolor st aret,

b 01T 43079 fex | OLID 43GTU sevee

Welcome

Lorem peum delor st amet. concectotin adpiticing ot tes do

teipor “ nagna sliqua. UL
AT 26 MR ven 1aM, Quit RO stred exercitason ullaeco aporis
minl ot 3l lquip ax ea commodo coosequst Duls suls rurs <olor n
THRrONendert In voluptate vellt es5a of L d0kee au Nugiot sule
pacatur ot non pe st i
Culpe Qb OFKR OeserUSt Mol 29 1m i 85t BOrUm

Loten pPaum dofor 1) amel comseciols od piiiking et sec 0o

SN0 1TPOr INCSIOINT 3t laDote of SokCe Magna aligea. Ut

enim a2 reinin venlare, quis mostrad exercitalion uilssco Lborls
st ot 3 lquip X 80 COTMMOGO Consequet. Duls e e doker
repronandeort In valeptate vell eszo cllum dolore au fugiat auls
panstuL st Bon peosdent. suat in
cwlpe qul officia desanint Mol anim id sct horum

husts parotu’. €

g oI, sed do tampor -

nnun.mun-umumnu&m-mmmuummmmmn-
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Design Template
Change the design
you chose for your
site using the

6change ba:
designd op:

Golone wagna aligua. UL snim ad minkm veniam, quis sostrud ssxarckation ulameo Wbaris atsl ut algup ex oa

Upper Promo
Panel

commado consequat. Duss aste nure dolar In repeahended! bn volsplcte vall sase ciilam dolore ec fuglet

Backdrop Colour

Promotional area
under the menu
which works down
the page.

Set the colour of

your site backdrop
via the 6¢e:
function in Site
Designer.

Toeress o Condiions  Privecy poley Terms of Use

Iots (222 A567R  fe) Q130 4567 yeeal  Infefosmpanyneme o

Internal Footer
Allows you to add
images, titles and
panels to the bottom
of your page.

External Footer

Allows you to add images, titles
and panels to the backdrop of
your site at the bottom of each
page on your site.

Where can | find the Sit

Lower Promo Panel
Promotional area underneath
the menu bar from the bottom
of the site up.

R4

To get to your Site Designer you need to be in editing mode ¢ Site

Manager Summary page, click , this will take you to editing mode for your site.

In editing mode, the main functions of SiteBuilder can be accessed via the horizontal menu
bar at the top of the page. You can access your Site Designer from this menu.

—

» Site Designer » Site Organiser »Page Editor w»E-Shop »LleogalPack » Help M m

|

Choose the Site Designer
option from this menu. __|

Functions of the SiteDesigner menu

Once youbve c besigneroptionHremtiEe t e @glossary
main editing menu, a floating menu will appear as )
A FLOATING MENU can be picked

shown below.

up and moved around a page to
prevent it from blocking your view
of areas you might be working on.

External Header
Add images, titles and
panels to the background
colour area above your

SiteBuilder User Manual main header bar. 12




Feature Image

Edit the contents of
this area. Add, edit
and remove logos,
tittes and panels.
Switch this feature
on/off.

Promo Panels
Edit the contents of
these areas. Add,
edit and remove
logos, titles and
panels.

» SiteDesigner €) (x)

EDIT CURRENT DESIGN
|| Extemal Header

| Header Bar <

| Feature image
| Lower Header

v W Vv v

|| Shopping Basket <
| Upper Pmso Pane!
»

| Lower Poma Panrel

Site Footers
This is an optional
feature in most design
templates. Footers
can be added within
the bottom of the page
or on the background
colour below the
bottom of your page

About this design

Learn more about the

optional features for
your chosen design.

Choose to switch them

on/off in this option.

About this design - Optional _

Features

» | intemal Footer

| teatRaak <

» | Extemal Footer

i| About this Design

v vvvva

Header Bar

Edit your header bar.
Add/edit and remove
logos, titles and panels
within this design area.

 ——— Lower Header

Most designs have a
separate area under the
main header bar where you
can add images, titles etc.
In some cases a contact
details display area is
included.

Basket

CHODSE BASE DESIGN

CHANGE COLOURS

Switch your shopping basket
on/off and edit the display
options. In some designs

your shopping basket may be
within another area such as
the 6l ower hea

Choose Base Design
This option will open
details of all template
designs available.
Choose another
template design for
your site from here.

o @note

For a list of all of the optional features for your

chosen

designo

templ at e
opt iDesignevment. A e Si tbezone

Legal Pack
Switch this optional feature
on/off from here.

Change Colours

This option will open a list
of all colours on your site.
Change to another
recommended colour
scheme or create your
own colour scheme.

c |Zonescart be switéh&dom/foff withih thes

by zonebdé tab of

dialogue, like the one pictured below will appear. feature.

The Overview Function

The overview area will point out all of the features of your chosen design.
Roling over any of the Obubblesd wil
each design area, allowing you to turn them on/off where possible.

l_l

SiteBuilder User Manual 13



Zone by Zone
Clicking this tab will
let you view the
same information as

» SiteBullder Design Options

ou are curently using 1he d2sign: Curvaceous'

yourlogox’

Shoopirg Buasbsd — 5 g

is in the overview
but itos
a different way.

Uppar Prome Fane

Lower Fromo Pangl

Lagal Fack

Formatted Addrass

Conterd Aras

Formatted Addrass " ——

This design ks made up of a nuimber of different areas, as shown in the above illustation,

Some heve spachl lunctons (8.¢ the eba menu) whist ahars sre imery ‘akacaholder seeas into which wou cen add
imagez, legne ez cte Severdl ere optona’ and tinay oe thae not ol are currartly enalyed on yowr ste

o fned aut inore nove your mause aver the headngs, or 24os them tor 1l desals
A

More Information Box
When you roll over a bubble some corresponding text for the bubble
will appear in this box to explain more about that particular feature.

» SiteDesigner €) (x]

EDIT CURRENT DESIGN
| Main Header Bar
| Feature iwage
[ P
[ Msin-Site—Rooct
| Basket
| Legal Pack
[i] About this Design

How do |

know whi

oKk ] Cancel

c h

features |

Change Design
Clicking here will
open the base
design dialogue box
to allow you to
change the design
you are using for
your site.

You can easily tell which features you have switched on/off

CHOOSE BASE DESIGN

EDIT COLOURS

Ml viathe Site Designer menu:
>
>

:b

i I

How do | turn these features on/off?

If a feature is switched off, single click on it in the Site Designer

menu and a dialogue box will appear which will give you the
option to switch it on.

If a feature is currently switched on, hovering your cursor over
the feature or, clicking on it, will provide the option to switch it off,
as shown in the adjacent image.

SiteBuilder User Manual

Switched Off
Optional features which are
scored out are inactive.

Switched On
These optional features are
currentlv active.

» SiteDesigner €) (x]

| Mzin Header Bar
|| Feature inage
[l Aderese 2
] Afein-Site-Foot
] Basket
L iegal Pack

% Edit Options

» (@ Switch Off
[i] About this Design

EDIT CURRENT DESIGN

CHOOSE BASE DESIGN

EDIT COLOURS




Choose Base Design
This function allows you to alter the base design of
your site. The base design is the overall

style of your site, youb

design from the Site Creator options originally.

Should you wish to change your base design click
this option in the Site Designer menu. The dialogue
box shown below will appear.

Features and
Examples

Click O6F¢
and Examj

for more
information on
specific base
design.

ou choose to go back
d any colour scheme

» SiteBuilder Choose Base Design
Choose a design tor your sde

A SR Ces,

changes yo

Changing your base design will
revert the colour scheme back to
the default, any colour scheme
changes youdve ma
when moving to a new design.

to a desig
u

Simple, flexible design Flexibie header bar width
Additional design space below Additional promational space
a the menu : “1 below the menu
Optional address bar s Optional secondary header bar
[ Fostres & Exampies » JTRY
Sklect
Once you know the base
design youbd |
6Selectd to ct
Edit Colours @
Use the edit colours function to change any of the
: : note
default colours in use on your site. .
To find out more about our colour
picker refer to appendix A
SiteBuilder User Manual 15

Il-wgm!"_gosen your base

youobve

i ch
made withi

Scrolling
Scroll through
the list to view
all possible
options.

n
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Recommended
Colour Schemes
The recommended
colour schemes
tab will provide
you with a range of
suggested colour
schemes suitable
for the base
design
chosen.

y ol

» SiteBuilder Change Colours
This is & list of allthe colours which can be customised in this design.

Main Header Bar
Header Backgrouret. |
Address Bar Link: __ |
Intormation Gar- [N
Baskef Text |

Site Menu
Level 1 Menu Text: (L]

Level 2 Text: (1]
Level 3 Text: 0]
selected Text [

Default Page Colours
Main Page Backarourct [
Defaut Page Text |

Header Bar Functions

Address Bar Text |
Agkdress Bar Link (hover )
Basket Bar Backgroundt [

Levei 1 Meru Backgrourst [
Level 2 Merw Backgrourct [
Level 3 Merw Backgroured [

Selected Background |

Site Backgrounat ]
Mam Heading: H1: |

How do | add images to the

header bar?

» SiteDesigner €) (x)

Lo Logo

EDIT CURRENT DESIGN ¥
| Main Header Bar v

L wain headerinage <—

R, Edit Picture / Logo
@ Delete Picture / Logo ¢

*| Add Picture / Logo

.

P
< v

'EDIT COLOURS

> SiteDesigner €) (x) -

J Main Header Bar
[ wain headerimage
Ll fogo
R, Edit Picture / Logo
@ Delete Picture / Logo
+] Add Picture / Logo
¥ Add Title
+] Add Panel
A | Feature iwage
| Adsmesdar
|| Afin-SieFoster

J Lega! Pack
[i] About this Design

e e S—

(v (4

header bar?

» the O6Add
Designer menu.

Ti

>
nual

CHOOSE BASE DESIGN.

'EDIT COLOURS

How do | add titles to the

Add titles to your header bar via

SiteBuilder image editor tool.

tl ed

note

To find out more about using the
0 §|feBLt;Iqi]er Title Editgrgo te | + ¢
appendix C

Changing

Individual Colours
Clicking on the

col our

you

change will take you
to our Colour Picker
where you can
customise your
colour scheme

note

To find out more about using the
SiteBuilder Image Editor go to
appendix B

Firstly, click the header bar option in the SiteDesigner menu.
The menu will expand to provide you with a list of things you
can do within the header bar area of your site.

Any images, titles or panels currently in your
header bar will be listed first.

Clicking on an item that is currently in your

ﬁAdd e header bar will further expand the menu with

 FjaddPanel editing options.

| Feature hnage » To add ] i d .

A 0 a anewplctureogoonu nee to clic

picture/logod opti from th

wd boxes will open and SiteBuilder will prompt you to browse

A Jsaswet Pl your computer files and find the picture/logo you want to

| Legal Pack p] display in your header.

[i] About this Design o oailed ) " el -
CHOOSE BASE bESlGHﬁ nce vguap ed your picture/logo it will appear in the

16
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The SiteBuilder title editor tool will open.

How Should | use the Panel Option?

Our panel option allows you to add blocks of colour to your header bar. For example, you

could add a coloured panel behind your title to make it stand out, or you could create a design

in your header bar using multiple panels.

The functions of the panel editor are explained in Appendix C.

Chapter 4

Adding Content to Your Pages

Introduction

I n

this Chapter weol |l
questions:

So, youbve designed

y

The theory behind the page editor

SiteBuilder User Manual
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need to add content to your pages. Our e How do I start adding content to my

Page Editor function can help you with that. page?

Probably the trickiest part of our whole e The Page Editor Menu
system, this chapter will explain the theory e Content Zones

behind our page editor to help you gain a e The Page Properties Function
better understanding of how to structure your

pages, youdll also |e

different content zones and how to use them.

The Theory Behind the Page Editor
Before you start to populate your pages it might help you to understand the way in which the
content areas of our pages wor k. So, wedll start fr

What is the Content Area?
We call the content area the central part of the page, this is the area that you can populate
with your content, such as text, images, discussion forums etc.

What are Zones?
Zones are the separate pieces of information that you will add to create a full page. For
example, the page in the example below contains a text zone and an image zone.

Tt (+44) 01888 11111111 Fax (+44) 01388 11111112
Emai: ematfgexamaie com

This Central Area constitutes
the SiteBuilder Content Area

Rules for Creating Your Page
Without wanting to confuse the situation we need to set out some rules to help you
understand how to layout pages the way you want to.

1. The content area on a SiteBuilder page has a fixed width but can be any length.

SiteBuilder User Manual 18



The 7000 Connot be made ay
' larger, as NOt S20uON 1PACO Can
® " bwmade for it

2. All content Zones in SiteBuilder have a minimum height and width. There is also a
maximum width (no larger than the standard SiteBuilder content area width), height
will depend on the contents within the zone.

il ‘w‘z/,.mﬂm.mmm&.

Tol (o04) O1RRE 111111YY Hnm

Lral emadQeiwrgw o

Tt wmun

The rone cannot be made smy
Sarger, 83 BOl onougd ApeCe can
® 7 bemade fer it

3. Within a content area you can create as many rows of zones as you like.

SiteBuilder User Manual 19



T (+44) BHBBR YA TTIYNY
t=ad emadQexage o

4. The number of columns you can create within a row is dependent on the width of
each zone within your column.

£

Tot (+44) OTAS5 11411114 Fax (+44) 1535111110111
Emad ernadQexacgio com

» PageEditor AIE3R How do | start adding content to my page?
This page is currently blank
To add content to #t, click
'Set-up... 20




Template
Options
Choose from a
pre designed
template.

When you choose a page
wilbea &é6Thi s page
below).

adjacent image.

from your

me n u

t fhere
i p r eads algomwitiinghe soatént area (as shown
The Page Editor Menu will also appear with the setup option as shown in the

current

To start adding content to your page either click the box in the content area or click set-up in

the Page Editor Menu.

yourlc go*—

To s 50 s

This pade is ready fo be set vp

Kow that pou've 2dded 3 NEw PAGE 10 YLK SKC YOu Ne0d 10 %01 I up Witk Sonic of
Oar 200 10 BOfOre You CIN SN Lo gulatieg your pape with coreeit

To %ot op pour page samely chiow nere [ a0d owr page 56t up sea will sppear. b
Page St op pou San decade wilch 20M2s you weuld Bhe On your page. I youre not
SUNG S0t Tidw B0 lirg pour pape Out You Couls use c0 0 of Our pre desigaed
Terrzlales, 1hwere ane phenty b choose fram

Alsmativey, pou can chooes 3o neslicele & bpost setich s dlruedy in use o your
ahie, or F you lke yoo cen slert with 2 Slank pege wnd wsd 20088 6% yeu gu.

Page Set-Up Options
Once youobve
can choose how you would like to set your page up.

SiteBuilder User Manual

c h os e n atnew dalegue window witl pop-uppfr@arg keere you

Blank Page
Start with a blank
page and add
zones from the
Page Editor

Copy Another
Page

Copy the layout of
another page on
your site. Copy
the content by
ticking the box.

21
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How do | add zones to my page? @' » PageEditor

Once youbdve b

want to add more zones to your page

(or i f youdve
want to start adding zones).

The PageEditor menu
To add zones

e e rp aptionsyaugnight t h eYouSc

{0 u ok Add Content Zone

O (x)

empl at e

chosen to staro4
functi | showZone Markers
@ Reset Page
|- Page Properties
d o0 O yl,

you need to ch

option from the page editor menu.

This will open a dialogue at the top your site with a whole o Add Content Zons

host of possible content zones to choose from. QY Guides: Layout ON
Zones OFF

Click on the coloured square with the crossed arrows for O Reset Page

your chosen zone type and drag it to the central content [ Page Properties

area. Drop the zone by releasing the click button on your +, Add New Page

mouse.

ghint

You can hover over
any of the zone
buttons with your
cursor for a short text
description of the
zone type and what it
does.

Depending on the zone youdve
will open and prompt you to start adding content to your zone

Home
About Uz

Our Services «
Examplive of our Wark

Latext News

($) Drag New Content Zones here.

g Sraw dove Nasen
D “eae: Fage

] Page oces e

chosen the

What are the other func

SiteBuilder User Manual

tions on the Page Editor?
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As well as the add cont e n t

Editor Menu.

option youol |l notice other

Each of the remaining features are explained below:

Show Zone Markers

Zone markers will show you where the various zones on your page start and end. There are

different modes of the zone marker function.

What are the Different Content Zones and how do | use them?

Zone Type

Description

r
B
&

A dext zonebshould be used to add large
amounts of body text to your content area.
For example, you might use a dext zonebto
add some company history or explain more
about your business.

As the name suggests dmage zonesbOare
used to display pictures on your site.

Image
/Niniiand
Ifyou want to add a tit
fr 6abosuét tuoop hef your p4g
g4 Title our title zone function.
-
This zone style creates a nice area for you to
(- store documents that customers might like to

download such as brochures, registration
forms etc.

Our dinks zonesdwill allow you to display
links to email addresses, other websites or
other pages on your site. It works in a similar
waytoour 6 d o wn lzanesd s

T he Oonastzooedprovides a nice way
to display multiple pieces of information
about a person or a business in general.
New contact information might include a
name, company name, position, email and
web address.

| ’) Discussion

Our SiteBuilder d@iscussion forumdlets you
interact with your customers via your website.

Forum
The @nquiry formécan be a way of obtaining
[7 E i direct feedback from site visitors. The form
nquiry l ets you create the f
m Form

customers to be able to complete. If a form
is submitted the information will be sent to an
email address of your choosing.

0 N e wticlesibare presented as main
headline information with a link to the full

SiteBuilder User Manual

23

stand



document.

N
A:t‘;?les

0 E v e mtitlesbare displayed as a list of

i events with some brief information, you then
@ Events have the choice of providing more
Articles information on an event via a more

information page.

The @ontent feedbis a way of displaying the

headlines of your news or events articles

L~ Content across other pages on your site. If you have
L Feed a news page for example, you could have a

@ontent feedbon the home page which would

create a link (via your news headline) to the

latest articles on your news page.

If you are selling goods on your website

youo6d uesskop monesbto display your

E E-Shop products.

Using Text Zones

Our text zone is one of the easiest zones to use. Similar to note
Microsoft Word, simply write your text (or copy and paste from ) .
another document) in to the editor, you can customise your The presentation Style Tab is

text with standard 6Wordo sty availableonmanyofouy ¢ |
zone editors, to find out more

about its function go to

appendix E
> SiteBuilder Edit Text
‘¥ Edit Content
Format yqurtext 2| =1 soweal |2 % a Pl
Use the Microsoft ) i —
Word style tools B T U A X D
to format your §Tge - i Foma

text.

Add your text
Type as you
would in a
normal Word
document in to
the content
area.

Cancel

I f you dont
save the changes
youdve made¢

Save and Preview
This option automatically
saves any cha

made within the editor and Save your text close the window or
takes you to a preview of Once youodre | click o6canc
how your live site will look. your text click OK and

the text zone on your
page will be populated
Using Title Zones with your content.

SiteBuilder User Manual 24



|l f you want to add a title such as O6Welcomed or O6AbDboO
our Title Zone function. As the Title Editor is available across various areas of the system the
functions within the editor are explained in Appendix C.
Change the font.
Change your font by left Add your title. Add a Word style effect.
clicking in the font text box, Click the text box and type Bold, Italic or Underline by
a list of available fonts will the word(s) vy« clicking on the
appear for you to choose make in to a title. corresponding button.
from.
b SiteBuilder Edit Title Preview.
EXTRAS: O Style | O Rotate | © Link | View your title
as it will
Change the text appear on
colour. your page.
Click on the box with
the current text colour
in it.
The SiteBuilder colour
picker menu will open,
choose your colour and T
click 60OKO?®. loooo0oooolooaslooac
Change the size. Example Tltﬁl.g
Either enter the point
size next to the name
of the font
using or click and
drag the title in the
chequered area from
the bottom right
corner.
Save and Preview Undo. Save changes. Cancel.
This option automatically Click this to delete Once youobre he¢ I'f you dondt
saves any char your last change. your title click this to add it your changes,
made within the editor and to your page. or close the window.
takes you to a preview of
how your live site will look.
What are the 6éextrasd in the title editor?
The extra functions, shown on the horizontal tabs within the title editor (style, rotate and link)
can be used as additional design tools for your title.
e Style. This option wil!/l provide you with a Iist of
title. Youdll find options such as borders, s
from.
e Rotate. This option will allow you to change the composition of your title, you
can rotate it as much as you |ike by either enf

like or using the sliding scale provided.

e Link. From this tab you can add a link to your title, this means that when your
site is live your title will be clickable. On clicking, the site user can be taken to
another page on your site, an external site or an email address

Using Image Zones

SiteBuilder User Manual
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The SiteBuilder image editor allows you to upload your images easily and manipulate the
image in many ways. Before you get to the editing tools you need to upload your image.
SiteBuilder will prompt you to do this using the dialogue box below:

» SiteBuilder Upload Picture | Logo

1 Please seled the image you wish 10 use from your computer,
(80 Buior alb ws you fo uze ¢ folowig fage types: afl, Jrg. prg)

Upload your image.
Simply click the
browse button and
find your image on
your computer.

Once youbdbve uploaded your image it wildl appear in
(where the SiteBuilder image is in the graphic below). The functions of the image editor are
explained alongside the image below.

Crop. Effects. Border . Rotate. Link.
Allows you to Choose from Choose from a Change the Make your image clickable
remove parts effects such as wide range of composition to direct visitors to

external sources or other
pages on your site.

borders to frame
your image.

black and white
or oil painting.

of your image. of your image.

Picture Details.
Allows you to view
your image as it
was when you

» SiteBuildey Edit Picture | Logo 3

| i EXTRAS

O Effecy.

uploaded iti.e. - Preview.
withlout any effects Filename: feature_photo.png 1@ Display size: Shovys you how
or alterations you ; ~ 2 > your image
may have made Sy (eature photo | ? Maok: nepoctin looks after
via the editor. R feature_photo | i youdve aj
any editing
tools.

Label. 0 100

. . B0 T o) et S LIty s aeotl v B aesl et Il vty s et s Bt S o] Eonyestl el ) reers e i | roey syl b . .
Give your image a Display size.
name, this will To change the

appear in the
menu as a way of
distinguishing
between multiple
images.

100

Alt Text.
Set the text that
will appear when a
cursor lands on
your image.

O b O I I e Eh I et Pt (e et e

Change Image.
Opens the image
upload function to
allow you to
change the image
you are editing.

Undo.
This function will
remove previous
alterations one by
one each time itis
clicked.

Using Download Zones

SiteBuild

er User Manual

Save and Preview
This option automatically

saves any char
made within the editor and
takes you to a preview of

how your live site will look.

Save changes.
Saves the
changes
made to your
image and adds

y(

the final version to

your site.

size of your image
you can type your
desired
dimensions in to
the text boxes.
Alternatively, click
and drag the
bottom right corner
of your image for
the same function.

Cancel.

Clicking cancel will
close the image
editor window, you
will lose any work
you have done
since opening the
window.

26



When the downloadable document editor first opens for you r

Zone

I be empty

need to decide if you want to add a brand new file to this zone or use a file already in use in
another document download zone.

Adding an existing file

Cl

ck the o6add

a n A farther diglogue will appedr with a lisuof al o n

downloadable document files currently available throughout your site.

Find and select
your document.
Scroll through the
list to find your
document. Click
on the document
you want to add to
the zone.

» SiteBuilder Existing Files
&) ewefwer

5 New Toxt Filo
g New Text File

g New Text File
e New Text File
g New Text File
{5 New Text File
@ chimod_24pa

m All Shades of the Spectrum

D cds per library.sql

(1280070820523 v b
(1195047333257 piod)
(1203087630068 Bt bt
(Cds periibrary.sol
{Eamples s
(1202732286735 Wt o)
(12027 3260167 2.0 bti
(1121E378480095 4 )
(1186111262968 54 bt
chmad 2.1pg

(Al Shades nfthe Spectium doc)

(cda parfibran;sqi)

examples swl)

Cancel.

Will take you out
of this dialogue
box, back to the
previous one
without making
any changes.

Once selected your document will appear in the downloadable documents editor. If you have
more than one document in the zone they will appear in a vertical list.

Moving files
around a list
Click and drag the
crossed arrows to
re-order a list of
documents in a
zone.

Save and Preview
This option
automatically saves
any change
made within the
editor and takes

you to a preview of
how your live site

will look.

b SiteBuilder Downloadable Documents

Add aNew Fila >

i
Add an Exiating File >

P 1561.jpy
d (1455 )

Exarngle tle ucloaded

Edit function.
Clicking edit will
open a dialogue box
to allow you to add
a description to be
displayed alongside
your downloadable
document.

Delete function.
This will delete the
file from the zone

you are currently in.

Cancel.

Cancel any changes
made in this
dialogue box.

OK.

Save any changes made
and exist the
downloadable document

Adding a new file

zone.
SiteBuilder User Manual 27
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To add a new downloadable
document to the zone, which

doesnot exi st el s é

click the o6add a
dialogue, like this one (adjacent) will
appear and prompt you to find the
file on your computer.

» SiteBuilder

» SiteBuilder Upload Picture | Logo

ase select the dle(s) yoy

vashitorupload, ther cliek the ‘Upload'

o ol e 1905 4 (5 sl 72 A 20 13170 508

|

Title: | szedesigner areas jpg
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When you upload a new
document youol |l be
prompted with this dialogue

box (adjacent) to add a

description of your file to

assist people using your

site. Once uploaded, your

document will be displayed

in the main editing window

as shown at the top of this

page.
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Using link zones

The layout of the link editor is very similar to that of ahint

the downloadable documents editor. . . . )
The style option tab in this editor

lets you change the overall look of
your zone, including colour
combinations. Find out more about
presentation styles in appendix E

When you first enter you will have to choose to add
a brand new link to your site or find a link from a list
of those that exist elsewhere on your site.

Add an existing link

Click this option to choose a link that
already exists within another link zone
elsewhere on your site. (Greyed out if
there are no existing link documents)

Edit Links

Add a new link
Click this option to
add new links to

Edit function.
Clicking edit will
open a dialogue box

this zone.
to allow you to add
a description to be
. . displayed alongside
Moving files your link.

around a list
Click and drag
the crossed
arrows to re-
order a list of
links in a zone.

Delete function.
This will delete the
link from the zone
you are currently in.

Save and

Preview

This option

automatically

saves any Cancel.

changesy o u 6 v Cancel any changes
made within the made in this

editor and takes dialogue box.

you to a preview
of how your live
site will look. OK.
Save any changes made
and exist the
downloadable document
zone.

Adding an existing link

Click the 6add an existing |linko6é button. A further
currently available throughout your site. Find the link you want to use in the list and select it.

The link will then appear in the main editor dialogue as shown above.
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Adding a new link
Click the o6add a new | inkd button and a di al
the relevant fields.

Title.

> SiteBuilder Add Link Give your link a title. The title
will be displayed alongside the
link on your site.

Link.

Add your link. (The choose

option is explained below). If
you dondét want |
directed away from your website
when they click the link tick the

6open in a new \

Description.

If you want to provide your users with an explanation

for the link write a description. This will be displayed

alongside the Ilink on yol

provide you with more hints and tips about building a

website.
The 6choos &inplpchdose the description a
which is most relevant to your link. hint
Another dialogue box will open to allow you to enter the The 6nothing, re
linkinf or mati on once youoOve ch@)B"e_zhe'ﬂhe|'t'9b e P
youodod |like to add. any links previously created.

» SiteBuilder Choose a Link

Please select the page in your gite to link to:
» SiteBuilder Choose a Link i-_;se-l;{n‘a_p'ags---
Ownﬁﬁmnwawmmm”m

| Top ot Paga

VWhat woatld you like to link ta?

@ ~page on yoursite
@ another website

@ An small adcress
This box will appear if you choose to link to a page on your
Nothin th [ Choose ] _ . :
® wmtam:tmm : 8 site. Use the drop down options to find the page and/or

zone youdd lIike to

» SiteBuilder Choose a Link | %)

Please snter the address of the websits you would ke to link to

[ ok cence |
A box like this will appear if you choose to link to another
website or email address. Enter the web address or email
address and click OK to add this link.
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Using Contact Zones

The contact zone function is useful if you want to display multiple levels of contact information
for a person or company on your website. The editor works in a similar way to the links and

downloadable documents editors.

As with similar zone styles, the editor works in the following way:

Add a new contact
Click this option to create a brand new
contact to add to your zone.

Moving files
around a list
Click and drag the
crossed arrows to
re-order a list of
contacts in a zone.

Save and
Preview

This option
automatically
saves any
changes
made within the
editor and takes
you to a preview
of how your live
site will look.

Edit Contacts

Adding an existing contact

AR

Add an existing contact

Click this option to choose a contact that
already existing within another contact zone
elsewhere on your site. (This area will be
greyed if other contacts do not exist)

OK.

Save any changes made
and exist the
downloadable document
zone.

Toadd an existing contact simply click
open with a list of available contactswi t hi n your site. Cl
your zone.
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Edit function.
Clicking edit will
open a dialogue box
to allow you to
amend the details
for your contact.

Delete function.
This will delete the
contact from the
zone you are
currently in.

h
k

e

Cancel.

Cancel any changes
made in this
dialogue box.

6add exi

t he
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Adding a new contact » SiteBuilder Add Contact
I f youbd Icantectthat o
doesnbdét cuonryeunt |
website choose t
contacté option.
similar to the adjacent image will
open. Enter your contact
information in to the relevant

fields.

You donét have t L Open bnk in new window
fields just the relevant ones.

ahint

The 6choosed opt
form works in the same way as
the link choose option
explained on page 29.
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Using Discussion Forum Zones

A discussion forum can be a great way to get people to interact with
we b s i t eedragg&lradiscusyion ioum on to your

your
page a dialogue box like the one below will open.

Created.

This will show you the
date on which the thread
or topic was created.

Options.

Set up options for your
forum, explained further
on page 35.

Create new topic:
Clicking this button
will open a new
dialogue to allow
you to create a
brand new topic;

> SiteBuildoer Sdit Discussion Forum

3rd Deo 2003 1227 0

Topic.

The title the topic
has been given
when created.
Clicking on a topic
in the list will open
a further dialogue
with all replies to
that topic.

Save and
Preview
This option
automatically
saves any

&

The Presentation Style option

tab in this editor lets you
change the overall look of your

zone, including colour
combinations. Find out more
about presentation styles in

appendix E
. Display.
?ﬁzlﬁiﬁ.display the Choose how many topics
number of replies to the youod [ike tx
thread or topic. page from the drop down
menu.

x

15 Topis PeiPage W

Rep s |Last Post

31d Dee 2003 1227

changes vy
made within the
editor and takes
you to a preview

of how your live
site will look.

note

OK.

Save any changes made
and exist the
downloadable document
zone.

Last post.

his displays the time
and date on which the
last person to respond to
the thread or topic posted
their response.

List of topics.

All topics within your
discussion forum will be
shown in a list on this
page. The list will run
from newest down to
oldest.

Cancel.

Cancel any changes
made in this
dialogue box.

If you have the moderate function switched on (see options) any topic that has a response which

has yet to be moderated will be shown in red on the list.
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Creating a new topic

As the administrator of the site you can create a topic to be posted on your forum whilst you

are in the editing mode of your site. Single click onthedi scussi on forum zone youbd
create a new topic for, once the new dialogue opens

Subject.

The subject field is
that which is shown
under the topic
heading when all
discussions are in a
list.

Post by.

When creating a topic from the editing area of your site the post by
field will be automatically filled with your chosen name. (you can set
up your name from the options tab in the discussion forum zone).

» SiteBullider Create New Thread

Message.

The message area
should be where you
provide a description
about your topic for
your site users to
read and respond to.

Cancel.

Cancel any changes
made in this
dialogue box.

OK.

Save any changes made
and exist the
downloadable document
zone.
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Posting areply

As people start to use your forum you may want to reply to some messages, as with creating

a topic you can do this from the editing area of your website. Firstly, open the discussion

forum that contains the message youdd |ike to reply

in the list and click it. A new dialogue will open: .
Topic Posts.

Shows the
responses to topics,
messages with a
topic and so forth.
This is explained in
more detail below.

» SiteBullder Threads in Topic

Topic Posts
A new topic - Administrator - 20th Nov 2008 13:48
l.> A new topic - Administrator - 20th Nov 2008 12:50

Ly A new topic- Administrator - 20th Nov 2008 13:51

Posts in detail.
Shows the content of
a post and allows
you to carry out
various admin

A new topic Admmnistrator 20th Nov 2008 13:43 functions for a post.

Enter Information about the topic here
Edited on 20th Nov 2008 13:51  EditPost »  PostReply b

A new topic Admnistrator 20th Nov 2008 13:50 %)m

response to the new topic

A new topic Administrator 20th Nov 2008 13:51 "Decline » .  De top 4
response to a message posted by another user about new topic

Decline.

This will remove a
post from being
displayed on your
site. Once clicked

the decline button

wi || be to
allow you to revert
the changes.

Delete.
Remove a post from
a topic

OK.

Edit Post. Post Reply.
Change the content Create a response to ir?(\j/i;gtytﬁzanges made
of a post a post. downloadable document
zone.
The topic posts area at the top of the dialogue uses a tree diagram
format. It will outline the way in which topics and threads within them hint

are being responded to.
e The topic is shown at the top of the tree
e Any direct responses to the topic are indented with an arrow
below the topic
e A further indented response underneath a reply signifies a

To view a post in detail you can
click on the post from the list at
the top and the post in detail
area will jump to the post

response to a message rather than the topic specified.
e A further indent signifies a response to a respo
Moderating your forum
I f youdd rather check al/l m eesgheyaappead onyausliveesitt on your f o

youol | wa nmoddrating fuiscéon.o u

When you open your discussion forum in your site editing area topics
which have new messages requiring moderation will be shown in red. hint

Clicking on the topic will take you to the list of posts, posts to be
moderated will be shown in red. Clicking on a red post in the topic list . . A
will cause the O6post in detailAs®d %nr_frgrgthqooopjtulmiérnns[h% t ha
which point you can click the accept button to post the message live main discussion forum dialogue

on your site. Clicking decline on any messages already accepted will box.

remove the message from your forum causing the message to go red and changing the

decline button to accept.

Switch the moderate function

SiteBuilder User Manual 35



Forum Options
To help you manage your discussion forum SiteBuilder
provides you with some additional options.

Message expiry.
Use this option to
hide messages from
public view once
they have been live
for a pre determined
number of days.

Forum moderation.
Tick the moderate

box i f you\

able to approve
messages before
they appear on your
live forum.

Anonymous posting.
If you want to give
forum users the option
to create messages
anonymously, tick this
box.

SiteBuilder User Manual

» SiteBuillder Threads in Topic

A NEw 10pIC - ASministraics - 20th Now 2008 13:48
Ly A new topic - Adminktrator - 20th Nov 2008 12:50
A new tapic - Administratar- 20th Noy 2008 13:51

A new topic Administrator 201h Nov 2008 1348 Decline » Delete wp 4
Enler informaton sbout the topic here

Edited on 20h Noy 2008 13.51 ‘EditPost »  PostReply »

A new topic Administrator 20th Nov 2008 13:50 Decline » Delote wp
response to the new topic

EdnPost > PostReply >

wm op $

ghint

A new topic Admnistrator 20th Nov 2008 13:51

response to o message posted by anather user about new fopic

The presentation style option tab in this
editor lets you change the overall look
of your zone, including colour

combinations. Find out more about

presentation styles in appendix E

» SiteBulider Edit Discussion Forum

Expire messagss | Never

New Messages

4 Tne system can display a "NEW" Iabel for the follovang period of tme
Display "HEW" label | Never

Administrator Name

i Wnen you post amessage as the administrator what name would you like the post to come from?
Administrator name l.&dm‘nistmlm <

forum Moderation

i \Wnen someone posts a new message you can review it and, If appropriate, approve it for display
in the forum

~Z]turn on moderation

Anonymous Posting
4 Please fick this box if you want your users 1o be-able to posta message without entering a name
__|turn on anonymous posting

OK.

Save any changes made
and exist the
downloadable document
zone.

New messages.

To make new posts
stand out you can
add a New! label
next to them in the
forum. The label can
be displayed for a
pre determined
amount of time.

Administrator name.
This is the name that
will automatically be
assigned to posts
created within the
editing area of your
site.

Cancel.

Cancel any changes
made in this
dialogue box.
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Using Enquiry Form Zones

An enquiry form can be a great way of getting customers to provide you with very specific
information via your website. For example if you want to give customers the opportunity to
sign up for a newsletter you can prompt them to provide all of the relevant information via an

enquiry form.

Setting up your response options

Send messages
to.

The email address
y o uiked |
customers to
submit the enquiry
form to.

Save and
Preview

This option
automatically
saves any
changes vy
made within the
editor and takes
you to a preview
of how your live
site will look.

b SiteBuilder Edit Enquiry Form

Send Messages To i Subject

info@enigma-interactive .co.uk

|Enq|.|ir'_.ffrom website

i On screen Response
2 Source | B F U & x| & = i % @,
H Tg~ Jg- Font - | Size

e

Many thanks for your enquiry, we will respond as soon as possible.
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OK.

Save any changes made
and exist the
downloadable document
zone.

Subject.

The subject refers
to the subject
heading of the
email you will
receive when a
form is submitted

Response.

The response is
the message that
will be displayed to
the customers
once they have
submitted the
form.

Cancel.

Cancel any changes
made in this
dialogue box.
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Creating the required fields for your form
Once

youobve

deci ded

wher e

you

woul d i ke

what information you need to collect from your customers via the form in order for it to be

useful

for

its

up your enquiry form fields.

New field.

Click the crossed
arrows in the box
and drag to the
area below to
create a new field
in your form.

Moving fields.
To change the
order the fields
appear in on your
form click the
crossed arrows to
pick up a field and
move it to another
position.

Single/Multi line.
You can choose to
show the fields on
your form as
single or multiple
lines depending on
the content.

Edit Enquiry Form

OK.

Save any changes made
and exist the
downloadable document
zone.
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Cancel.

Cancel any changes
made in this
dialogue box.

donttea e

your

Naming fields.
When you add a
new
given the option to
rename it.
Otherwise, double
clicking on the
name of the field
will open a text
box to allow you to
rename it.

Delete.

Clicking delete will
remove the
chosen field from
the form.

Required field.
Ticking this option
will ensure that
customers have to
complete that field
before they are
able to submit
their form.
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Using News and Events Zones

Our news and events zone are separate zones within the SiteBuilder interface but they both
work in a very similar way to one another so weobve
same section.

> SiteBuilder Edit News
¥ Arjole-trs

|

Add aNew Article » ) o Click'Add a New Artidle’ to areate & news article

0 News articles already in this zone: 0 Events already in this zone

The news archive is enabled, but articles will not be automatically moved to the archive change The events archive is not enabled, auto remaval of the articles is not enabled change

Save & Preview »

When you first add a news or events zone to your page the initial dialogue box will be the same for either
zone type. The button at the top of the zone will give you the option to add a new news article/event and
all news articles/events within your zone will be listed below.

Adding a new event/article
To add a new news article/event, simply click the button at the top of the main zone page (as
shown above).

~ ShupaDayPesed 4§ O MuRiNayPeerd §
D i)
14 az00 | l

T 124 0 o)
Stant [14:43 | |

(1743 ]

oo (dd eyl § Tna {24 e - b} §
s — [ —
12 Dapar Cals it huailo I apleys Turewadi axading

The dialogue boxes above will open when you choose to add a new news article/event. The text areas
to be completed are relatively self explanatory. You can choose to add an image which will be displayed
as a thumbnail next to the short description of the article or event. The information completed in this

di al ogue wi |l be shown with the zone on your paf¢
to provide more information on the article or even t . To create more inform
underneath O&6Ful |l Articl ed. This wil!/l all ow you
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Creating the full article
Because your news/events article will be shown as note

a page within your site you need to build up the When you choose the ¢
contents of your article in the same way that you youol | be asked i-f y«
would build a page on your site. The dialogue box populat e 6 the full arti
shown below allows you to do this. information already provided. If you

answer Oyes6 to this
will automatically add and update
information such as the title and
summary of the article for you.

Pre-populated
information is circled
inred. This
information will
automatically be auto
updated from the info
example headline on your summary
page. See
instructions below to
switch auto-updates
off.

Add the other zone styles
by clicking and dragging,

the zones function in the

same was as they do on

a normal page.

Auto-updates

Within the news and events areas, for zones within the full article that have been populated

they wil/ automatically be 6éauto updateddé within inf
auto-updating off, on a pre-populated zone within the full article simply click to edit the zone

and un tick the auto update box which is at the bottom of the editing dialogue.

Other options within News/Events zones

When you start to build up a list of articles within your zones you might want to archive them,
you can choose to do this, as well as other things from the options tab in the main zone
dialogue.
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Using the Content Feed Zone

If your site has a lot of news or event
information on it, or you update your news and
events frequently a content feed zone could be
an ideal way to allow you to display your latest
news and events on multiple pages.

b SiteBuilder Edit Content Feed

Display

Options : | Forthcoming Events Feed
Choose how page 1 » Event Zone Copy 2
many headlines

youbd | i ke

display or how Display the next most imminent events

old headlines on

your content ) i
Include link to the full events section

waming

You shoul
youbve
up on your site

dnot

Display all events occurring in the next H

feed should be. ;
Link Label:)more

Links

You can choose
to display a link
to the full article
alongside each
headline in the
content feed.
You can also
decide what
youodd 1
link to say.

Save and Preview

This option automatically saves any changes
youbdbve made within the
a preview of how your live site will look.

note

Use the oOpresentation
Find out more in appendix E

Using E-shop Zones

OK.
Save any changes made
and exist the

downloadable document
zone.
styled option t

A full explanation of e-shop zones can be found in chapter 6.

SiteBuilder User Manual

already

add a cont
got news
Change

Alter which news
or events zone the
information in the
content feed is
being taken from

Cancel.

Cancel any changes
made in this
dialogue box.

al ter
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Page Properties » PageEditor

[D¥scussion Forum] »
[Eshop Zone 2}

ok Add Content Zone
@ Guides: Layout ON

O x)

Onceyoubve set up your page youdl
engines to find it. You can u:
Opage propertiesd area of each

i
t

v

Meta Data Zones OFF
This is the information that you will complete about each page of
0 Reset Page

your site. Meta data is background page information that cannot
be seen by your site users on the page but can be read by search §ial Page Properties
engines to help them understand what your website is about and P Add New Page

Once youobdve cl i c Kes, dnewdialgyuegié openr ¢ o o .
to allow you to enter your Meta data information for that page.

» SiteBuilder Page Properties EI@ As shownin the

) Google | Yahoo | image there are

three different

PAGE TITLE §) areas of Meta

Type n your desired web page name followed by a short descriptive sentence. Trytousa a data to complete.
couple of your important keywords in the sentence.
|

The Page Title

Example: Furniturama Ltd - antigue mahogany 1akies and chars. should briefly
describe the
META KEYWORDS €) information on
Enter the keywords, try to use combnations of words that are more specific to your web page your page. The
and you wil stand a befter chance of being found in search enagines. E.q. instesd of tables, information you

chaivs, furnftuve etc. - use antique ma. ny tables, designer chaws, solid wood fumiture etc. .

page title will be
displayed along
the very top of
the browser
window when
viewing your site.

META DESCRIPTION O
Type i a couple of sentences that describe your webpage Again try 10 nclads some of your Meta Keywo rds
e o e e et o are generally

[ ok ] Cancel ] perceived as

being less
important than the other two areas of Meta data. Try to enter around 6-10 keywords which
you believe are very relevant to the information on the page of your site.

The Meta Description is generally the text that is displayed by a search engine when they
rank you organically, usually shown underneath the main link to your site. Explain, in a
couple of sentences, what the page is about and what the customer can expect to find.
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» SiteBuilder Page Properties (AR The Google Tab

*.‘”ﬁ\ Alongside the standard Meta Tools
Goagle has crestea oo that allaw you to frack sile us=. Capy and paste the Réconation provid=d. i YOU can also use the page

DY/G00isR ko Tiia e oysex ko beioys- properties area of your site to set
Google Analytics ) up additional tracking information to
Enter 1ha cods proviced by Googe far the araniics help you monitor and improve your
' sites performance.

Within the Google tab youbd
space to paste code, provided by
Google, for various Google Tools.

Gaogle Adwords ) Google Analytics, this is statistical

Ertey’the ok peovitled by Goage Tar the sokwoeds tracking software which can tell you
all sorts of information about visitors
to your site; where theyor
from, how theydre finding
which pages theyodre | eavin

for example. When you sign up for
Google Analytics (you can do this

via their website:
http://www.google.com/analytics/) you ol | g o tupstepsiandithea befgieew s et
some code to paste in to your website. Copy this code and paste it in to the text box

underneath the Google Analytics heading within Page Properties. SiteBuidler will copy this

code across all pages on your site so that the customer journey can be tracked throughout

the site usage.

Googe Adwords, if you use Pay Per Click marketing to attract customers to your site, you

most likely do this through Google Adwords (find out more at: www.google.com/adwords/) if

youbd |like to get a more accurate rwodswbutcanof cust omer
paste code in to the relevant page on your website and track performance.

Google Webmaster,pr ovi des you with information about what t
Spiderd can see when they visit your site. This can
website (Find out more at: http://www.google.com/webmasters/) If you choose to use Google

Webmaster tools youol| be asked to verify your websi

verification and paste the code provided in to the text box provided within the page properties
area of any page on your site.

The Yahoo Tab

Similarly to Google » SiteBuilder Page Properties

Adwords Yahoo have ) |

their own Pay Per Click Yahoo has crested toots that alow you o track sile use. Copy snd paste the informatian provided
system. As with Google ¥ ¥shooirtothe reisvant box beiow.

when you set up your P——

account with 'Yahoo for Erker the code providzd by Yshca for the fracking

this service you can get
tracking code which will
monitor customers
coming to your site via
PPC and tell you how
many customers convert
to a sale. Paste the
code provided by Yahoo
in to the text box, as
shown adjacent, on the
relevant page(s) on your
site.
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Chapter 5
Organising Your Website

Introduction

In this Chapterwe 6 1 | answer

questions:

t

Once, youbve familiar
SiteBuilder the way in which people navigate
your site and the structure of the pages within
your site will become important as you head
towards publishing your site. In SiteBuilder
the Site Organiser tool is where you can
make changes to the structure of your
navigation and site pages in general. This
chapter will provide you with a full overview
of the Site Organiser whilst explaining how to
use all of the functions within it.

SiteBuilder Site Organiser

Where to find the Site Organiser
Adding/Deleting/Renaming pages
Moving Pages and creating sub-sections
Using Floating Pages

The options function

SiteBuilder SiteOrganiser

The Site Organiser tool allows you to do the
following on your site.

Add new pages to your site
Re-order pages in your menu bar
Change the names of current pages

Delete pages from your site

Where to find the SiteOrganiser

ahint

Within the Site Or gani ser

youé

range of helpful tips.

Access floating pages/create floating pages

To get to your Site Organiser you need to be in editing mode on your site. From the Site

Manager Summary page, click

, this will take you to editing mode for your site.

In editing mode, the main functions of SiteBuilder can be accessed via the horizontal menu
bar at the top of the page. You can access your Site Organiser from this menu.

Adding, deleting, editing and renaming pages in the SiteOrganiser

—

» Site Designer » Site Organiser » Page Editor »E-Shop »LogalPack » MHelp Logout | Preview »

~—  —

Once youdve
Organiser will open up in a new dialogue box.
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c | iOcgéneset link from thé reain SiteBudder menu the Site

44




Adding Pages

Click and drag the
crossed arrows down
into the menu area then
drop your page.

Main Menu

The main menu area in
the Site Organiser
relates to the pages
that will be featured in
the menu on the live
version of your site.
The order of pages
within your Site
Organiser matches the
order of the pages on
your website menu bar.

» SiteBuilder Site Organiser

l < ---—:.Taalnnnwn-.'
anin A Te

O wamwomw
i

4§ouo-w-
*wum-

o‘o [xampie s of our Woek

Narming Pages
What arw Ficating Pages?
How 30 | Setup my page?

0*0 Latost Nows

€ rnoaTG PAGES

| Tes od Pdice.

Floating Pages

Fl oating pages candt been seet
access floating pages for editing you need to use the Site
Organiser. All floating pages are listed below the main menu
area. You can move main menu pages in to the floating pages
area and vice versa by clicking and dragging on the crossed
arrows.

note

SiteBuilder will automatically prompt you to name your new page. When you add
a new page within the Site Organiser, a prompt box will ask you if you want to set
up the page now. Choosing this option will take you to the page layout dialogue
and on to the page editor functions for that page. Alternatively, if there is more
youbd | i ke to dQ@rgawiset yoiu can chbose t&setyeur page up later.
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Deleting Pages
Click the 064d
next to the page you
want to delete.

Renaming Pages
Click the or
button next to the name
of the page you want to
rename. Type the new
name over the current
page name.

Editing Pages

Clicking the edit
function for a page will
close the Site
Organiser and take you
to the page
edit.

Setup

Clicking the Setup
option will open a new
dialogue box where you
candeci de how
like to set up your page.
See chapter 4 page 20.
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Moving Pages and Creating Sub-Sections

» SiteBulldar Site Organiser

< 10 003 & Few (0, Gt 00 PO H0w DEE 1000 10 pux 885100
prenioa e g telow

Subsections
Using the crossed
arrows next to page

youdd |ike t
a sub-section click and
drag right.

Moving Pages

To move a page to
another position, either
within the main menu or
3o soon within the floating
pages section click the
crossed arrows next the
page, drag and drop in
the desired position.

¢*v Uore Intormation  wehop teet

The 6 OpRunctansin the Site Organiser

You might have noticed in the screen shots of the Site Organiser tool that there is an
additionél tédabptions

Clicking on the tab will provide you with options on how to display your menu bar.

Expand is the first option, choosing to display your site menu
bar in expand mode, will show all of the main section and Home
subsections of your site at once. An example of an SubSectioh One
expanded menu is shown in the adjacent image. As you will :
see all main sections and sub sections are showing.

it tion T
Exampies of our Work «
SubSection Three
Sub Section Four

ContactUs

Shopping Basket E

]
v Niems

— Normal is the other option for your menu bar. This option will
Examples of curWork «  display only the main pages in your menu at first sight, when a main
SubSaction Thise page which has additional subsections within it has been clicked the
SubSection Four menu will expand to show these sections. An example of a normal
Contact Us menu is show in the adjacent image. As the image shows, because

the main page of Oexampelvadd#s of our wor kd i
subsequent sub-sections are being shown. If the user moves to
another page on the menu bar the subsections will be hidden again.
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Chapter 6
Selling on your Website

Introduction I'n this Chapter weodl|l

guestions:

If you are looking to sell goods or services via | ¢  When should | use the eshop?
your website then SiteBuilders e-shop can e How do | add products to my pages?
provide you with all of the tools you need. e How do | keep track of my stock?

_ ; e Charging for the delivery of your
This chapter will take you through the products?
process of setting up your shop with e How do | take payments?
SiteBuilder. e How can | keep track of sales?

When should | use the e-shop?

Selling goods and services via the internet is becoming more and more common place in

todayds business environment. | n some cases companie
goods via their website, to physically buy them you may have to visit the company premises

or call them to provide you with a quote. An e-shop actually allows a customer transaction,

from start to finish, via your website. From the customer browsing your products to you taking

the payment and sending the customer their goods, our e-shop can be used if you are looking

to do any of the following:

e Sell physical goods that can be posted to the customer
e Allow customers to pay for services (which are a set price) online. For example
allowing them to pay for classes, conferences or seminars

Getting started with our e-shop

Before you can start adding products to your e-shop you need to know a little more about how
it works.

The tools you require to build and manage your e-shop can be found within the e-shop tab on

the horizontal menu when you enter the editing area of your site (via the m button
on your Site Manager Summary page)

» Site Designer » Site Organiser » Page Editor »E-Shop »LlegalPack » Help M m

Once youdve -shhpaasbamewt he
dialogue will open, this is where all e-shop @
tools can be found for future use. note
When this dialogue is opened for the
first time a description of our e-shop will
appear in the dialogue with an option to
6create online s heypu .
want to continue click this option,

otherwise close the window.
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E-shop tools

The tabs at the top of
the e-shop admin
window provide access

t o

al |

of th

need to manage your e-

shop.

fe E-Shop Admlmsrrator

Perding soles

Yoz cveiundy have 0 peoding saus. To view S chek on Sw Sanse Lo Tes & ‘Winatia an asheps

Shop Staos

Vﬂmn“mnmm”’-—nﬂnﬁgwmn-—-
with

umm,u—-

Tips and Advice
Some general e-shop
help topics are covered.
Click
out more about each

topic.

Tes ad

A How do | sel s sy ushup?
4 tow do 1 2ad zeaducin?
ot Notvat A How shouMd | ayout my esrop®

tn that are runng low. Clizk bers b0 voew them

Product Latelogoe

v“atnmmtsmmmmd Yaou oan view Sk usiog e ESb00 Zoige tb
—Mlm&-mmhmh‘ﬂm--m—-m

wan i Pnsucte tan

?M Dptions
'“mmmmmfmtbuuunm

§ et abzul custoer pemunst
A Canlmanage my sinck evein?
B Wit abul debivery?

1 Hew do | mantor anes?

mnﬂbmwu

Pypmare toh

zmo.m To eenligure s cption, s U Tekphione Craves seetion of e Egeoant

E-shop Zones

wecion of the

You might have noticed e-shop zones whilst adding other zones to your pages. E-shop
zones work in the same way as all of our other zones, when you add an e-shop zone to a

page you wil/|l be pro
we O | | di scuss this i

How do | add products to my pages?

To add products to the e-shop zones on your
page you first need to add them in the
products tab of the e-shop dialogue.

Once youbve clicked
click the add product button.

This will open the product details dialogue
where you can enter all of the details
required to display a product on your
website.
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mpted to choose which p
n the next section of t

g hint

onpthgeograeHet swhab . to
your productsyou donét have
of the styles (which you can choose
when in an e-shop zone) are set up to
display your product information without
images.
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Product name

The name you give
your product will be
displayed in bold above
the description in your
e-shop zones.

Product image

I f youdd I|ik
between 1 and 3

images of your product
add them here. You
dondt have t
any i mage i f
want to it.

Prices and variants
Add the price of your
product and stock
levels if you are using
stock control. If you
have multiple variants
the label field will
become available.
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Product Details

Brief description

Write a short description
of the product to be
displayed on your site
alongside the price and
name of the product.

More information page
You can create a full page
of additional product
information for more
complex products.

E-shop zones that the
product should be
displayed in

When you have e-shop
zones on your site they
will be displayed as a list
in here, tick the box next
to the zone to add the
product to that zone. A
product can be added to
multiple zones.

49



Once youbdbve entered your information in the product
product will be added to the products tab (as shown in the image below). Your products tab

will basically become an inventory of all of the products you have stored within the e-shop on

your site.

Show products that are in. Display.

The drop down list will display all e- Choose how many products you
shop zones currently on your site, would like to view per page in your
you can choose to view products list.

within a specific zone, the list will
reorder to list those products first.

Ordering.
Use the up and
down arrows to order
the products by that
field. e.g. order
products by your title
fieldin AtoZor Zto
A format.

L~ Add a product.

Clicking this button
s Producs. will open the product
nettaried pradus £2 3% 123 1 Delete  Copy® Cozs Upload d|a|09ue box
as shown on the

it £235. 1703 143 A Delete  Copy> Edts .
previous page.

~Delete/Copy/Edit.
Delete will remove the
product from your list
and therefore your
site.

Copy will create a
replica entry of the
6in zonebd product in the product
show the products list.

within your chosen Edit will take you to

zone with a green the product details
tick. window where you

can edit any of the
information stored
about your product.

Once you have a few products in youshop&mmesoaduct sd tab
your site to display your products.

Adding an e-shop zone to your site

Adding an e-shop zone works in the same way as adding any other type of zone:
Go to the page -shop mobedo be didplayedyono ur e
Choose the page editor function

Choose to add new zones
Click and drag an e-shop zone on to your page.

For more information on adding zones to pages see chapter 4 page 17.
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Style.

Click this tab will
display various style

Once youbdv e-stopgzre the dialbgue shown below will open.

» SiteBuilder Edit E-Shop

Edit product list.
Clicking this button

options from zone i Products siready m this zone: will take you to the
colour choices to how There are currently no products in this Zone. Click 'Edit Product List' to start adding products to this list of products
youdd Iike z0ne. created in your e-

products to be
displayed in the zone.

Products already in

this zone.
Once vy
chosen prod

from your product
list to be displayed
in this zone they will

appear as a

this dialogue.

In Zone

Scroll through your

inventory of
products and
the 6i
next to any
products that
youodd
display in this
zone.

shop admin area.

ouodv
ucts

list in

Once youodve rodudtlistiya aill lmedaken bapk to the products tab within the e-
shop function.

» SiteS8ulider E-Shop Administrator

tick
n z¢

(I

Once youdve added the products youdd |ike to display
back to the e-shop zone which will now have your chosen products within it.
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Products already in » SiteBullder Edit E-Shop

this zone. Edit.
Your chosen 1 Edi Produet List » Clicking edit will take
products from your 4 Products alresdy in this 20082 you to the product

details dialogue (as
shown on page 48)
to allow you to edit

details stored about
that product.

inventory are now
displaying in your
zone. Clicking and
dragging on the
crossed arrows will
allow you to change
the order of the

duct Delete.
products. This will remove the
product from the
zone but not from
your products list in
the e-shop
administrator.
E-shop Styles
Similarly to other zones you can choose the style of your e-shop zone, styles will also give
you a range of shop layout options.
B8 ' op
= Panel Style.
Content Stvl Provides you with a
ontent Style. i Panel Styla: (&) ptions[¥] choice of border
bCIlcklng:nDthe_” e @.@ W styles for the zone.
uttons A-D wi \ TG TEVEEIT
SA Content Style:
change the way in @@@@ Options (]}

which your products z :
are displayed in a S Fieoct i @@@@ Options.

zone. Clicking the + next to
6opti onendp \

A some saditona)
Buttons A1 E will Eshop Zone 1 ol

display some g Flowers £11.75
standard colour 4 dFgrtycvbhfgthy [N

h fi Custom.
schemes for you to Kore Information [ Create a completely
choose from. = _
£11.76 (£10.00 « VAT) [=] = customised colour

scheme for your
zone. Change the
colour and style of
icons and buttons in
your zone from this
option as well.

Gerbera £11.75

Once youbodyve-stogzbre d caa lre displayed on your page alongside other zone
types. You can add as many e-shop zones to a page as you require.
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The E-shop Zones Tab

As you start to build up the e-shop zones on your site you might find using the e-shop zones
tab useful. This area will give you a list of all e-shop zones currently within your site. It will
display the name of the page the zone can be found in and the name of the zone.

» SiteBuilder E-Shop Administrator
Zone details. Add/Edit Products.
Clicking on the RSN/ Bav WD e S MO P48 Clicking this button
page/zone name will Our Serdees (Exnog Tane 1) 4 will take you to the
take you directly to Olir Sorvicas > Nawe Page {Einee Jutc 1) " products tab where

that zone on your

all products within
site. NOTE: 15 meoaiton or renasu Sruie sones £lesss oo the Tege sty fecildy

your chosen zone

will be shown with a
tick next to them.
From here
able to edit individual
products.

&3,

Name your e-shop zone
within the presentation style
option under the panel
heading.

How Do | Keep Track of My Stock?

If you are planning on purely selling online you can use the SiteBuilder Stock Level Manager.
How it works

The stock level manager requires you to enter the current level of stock you have for a

product foll owed by vyour indnmh stocknhavehrefers tothbek | evel 6. The
quantity of stock at which youdbéd |Ii ke to be reminded
| f you choose to use the stock | evel manager youol|l
them as you repl eni sh ¢abiothe&kershop administrate. 6 St ock Level 6

The stock level manager will display three states for a

product depending on the levels of stock you have: hint

Once a product is out of stock
people viewing the product
on your site and trying to buy
will be informed that it is out
of stock.

e The product is in stock and you have more stock
than the minimum level

e You have stock but it has reached or is under the
minimum level limit you set

e The product is out of stock
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To start using stock control click the Stock Level tab, this
will display all products currently on your site. Enter your note

current and minimum stock level for each product in to lf you donodt en
the appropriate text box. stock level SiteBuilder will
assume it is 0.

When you replenish stock simply go to the Stock Level tab and type the new stock level in to
the text box next to each product.

» SiteBulldor E-Shop Administrator
Use Stock Control. ) 3
You MUST tick the o thah £ Sarvm temiec I ook T 311 S0 San) arrae e Wik el Fbormalice bar wach of o Sredic in = fr Stock.
box next to the m;w;:mmwﬁmnnunmm'mmh D10 ook et Witk e b of Enter the level of
pro duct i f i Te T weak lesel bax pou can add 8 level @1 wuch YU e3UlE [ee iz D rerinZes 10 crzer new 1103k 1Le I ySU eroer stock you Cur"em'y
stock control to be ' the mutem il mizm y=u whee wmck has besnrecumma 1z 2§ have for the product.

used for it.

T O BiGENCOME » Dazim, 13 Mrosuca recTaze v

Out of Stock. Min Stock Level.

Out of stock items erbere o T The number entered
will be displayed at Shnak hve run ot ' in here should

the top of the stock [ 1 represent the level of
list by default and stock at wt

shown in red. like to be reminded
to order more.

Below the

minimum. Normal Stock

Level.
All products falling
outside of the

displayed after all minimum or out of
out of stock items as stock range will be

a default and shown shown below the
in oranae. ) ) others as a default.
Title ordering.

When adding new stock you might
find it easier to use the up and
down arrows in the title area to
display products alphabetically.

Alternatively, ifyou ar e new t o SiteBuiIde.nOteyou havendt yet

Stock below the
minimum level as set
by you will be

started adding products to your shop you can enter your stock Remember to click OK once
levels in the product details dialogue as you start to add youdve done thi
products to your shop. changes youobve

stock level will be lost.
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Stock control in the
 Duscrptio product details
(R R UE SRS I dialogue
= % 3 M |Fn] -lam| I To use stock control
’ for a product tick the
box and add your
quantity and
minimum level.

How Do | Charge for Delivery of my Products?

If you are selling a physical product on your site you might want to charge customers a
delivery fee to cover the cost of postage.

SiteBuilder allows you to set up delivery polices in the following ways:

Free delivery on all orders
Free delivery on order over a stated price (a charge will be issued to orders under this
price)

e A set delivery charge for all order

When you first go to the deliverytabinthee-s hop admi ni strator youdll see
policy is available for you to edit. The charges you set up in the default policy will

automatically be added to the total cost of products purchased via your website when the

customer gets to the checkout.

E-Shop Administrator

Add Delivery
You can have
multiple delivery

Default Delivery
The default delivery

schemes, to add a T dare s 2] Enlimey T AT o Og e b0 B A P scheme can be edit
new scheme simply by clicking
click the « button.
delivery st

button.
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Setting up Delivery Policies
Once you click 6editd for themdéfauboxpol
will open i complete the information in this box to set up your delivery charges as you wish.

i kg bhedadd

Free Delivery » SiteBullder Delivery Scheme VAT

Choosing this
option will prevent
any delivery
charge being
automatically
added to an
order.

Delivery charge
This option will RO

If you want to add
VAT to your delivery
charge you can do
SO
want to charge VAT

on delivery choose
the 606 opt
the drop down list.

her e, i

ensure that a set fee ; Label

i icall s Enter information to
is automatically Michine of free _ '
added to every gelivery on sli describe your policy

order.

Free on orders over
This option will
automatically discount
your delivery charge if
an order is over a
certain value.

Reset
The reset button will set the information in the
policy back to the default .

Having Multiple Delivery Policies

: in here, this will be
Roset 1B displayed alongside
= your policy at the
checkout page.

The default delivery policy will always be automatically applied to customer orders, however,
you can give your customers the opportunity to change to other delivery options such as fees

for standard post, next day delivery and special delivery. The standard post fee might be
your default policy, however, when your customer gets to the checkout they can choose to

change this policy to a special or next day delivery, SiteBuilder will recalculate the total cost

based on such changes. The image below shows how a checkout page might look with
multiple delivery options to choose from. The default delivery policy (Free delivery in this

case) will automatically be chosen for the customer, however, they can change their policy by

clicking either of the small circles next to the other delivery options. SiteBuilder will
recalculate the total based on the new delivery policy price.

Product Quantity Price (e VAT) Price (ino VAT)
Product Example | Romove Ml 1 | £10.21
Delivery: F REE dalwary!
Newt Day Dellwery Changs

5 00 inchuding AT

cder £0.00

f £10.00 nchuding VAT

VAT per ooder

Sub-total: (ex VAT)
VAT:
Total Amount Payable: (inc VAT & delivery) £42.00

Contive shopping Ciose saskt
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How Do | Take Payments?

SiteBuilder allows you to take payment in three ways; by

telephone, by post and via
credit/debit card online. You set up any or all of these options -
on your site. hint

Remember to tick the enable

) box when setting up your
Taking Payment by Telephone payment options.

You can take payment via telephone if you are set up at your

premises to do so. Generally this means that you need to have a payment terminal and a

merchantacc ount number for your business. I f you havenbd
your bank about your business banking requirements and they should point you in the right

direction for acquiring these things.

If you are set up to accept payments overthe phone and youdd | ike your <cust
to choose products to buy via your website and contact you about ordering them simply
choose the telephone payment option within the payment tab in e-shop tools.

Once youdve clicked on Oset up g he telephone pa\)
option a further dialogue box will open. This will allow you to g .
enter the information youbd I hlntprovide your cus

with to allow them to pay online. The information you enter

will be displayed on the checkout page. Provide customers with a

number to call to make their
order

Mail Order Payment
If you want to allow your customers to pay you via cheque you can set up Mail Order
Payment for your site, this will allow them to pay by post.

To accept mail order paymentyouneed t o provide customers with the ad
payment to be sent to, you may also like to provide instructions for them to follow. For

example, theyoll need to print the checkout page as
cheque so that you know which items their paying for.

The mail order option also has a reserve function. This would allow customers to reserve

items prior to them sending you their cheque. You would be emailed with details of the items
theyodod I|like to reerrfeanctifTonswhschnyoptdondt have to

SiteBuilder User Manual 57



