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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
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yourlog >

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.

Upper Promo
Panel

b 01T 43079 fex | OLID 43GTU sevee

Welcome

Lorem peum delor st amet. concectotin adpiticing ot tes do

[ « agna sliges Ut
AT 26 MR ven 1aM, Quit RO stred exercitason ullaeco aporis
minl ot 3l lquip ax ea commodo coosequst Duls suls rurs <olor n
THpreNendertt In volptate velRt es5a oflum dokore au Rugiat 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 s Bson Cl sant in
cwlpe qul officia desanint Mol anim id sct horum

L e dolor st armet, g g SiIt, 308 do sepor -
colooe Magna aliqua Ut en'i o minim veriam, quis S05trud $xerckndon Ulameo MDars sl ut olgup ax 63
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Design Template
Change the design
you chose for your
site using the

6change
designé

Backdrop Colour

b a:
op:

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.
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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.

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.

O
_1

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

main header bar.
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