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Chapter 1  
Getting Started with SiteBuilder 
 

Introduction 
In this Chapter weôll answer the following 
questions: 

Doing anything for the first time is always a 
daunting experience, therefore if this is the 
first time youôve tried to build your own 
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? 

 How should I use this manual? 

 How can I get help if Iôm stuck? 
 

 
 
 
 

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 just that.  Itôs 
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 I use this manual? 
 
This book has been created as a visual guide to using our system and creating your very own 
website.   
 
Weôve structured the manual to allow you to use it whenever you need the answers to a 
question.  So, you donôt have to read the whole book before you start building your site, just 
use it as a reference for ideas, how to guides and visual aids when you get a bit stuck.  To 
find the help youôre looking for you can either use our index at the start of the book or our 
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 I get help if Iôm stuck?  
 
Help Icons  
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To help you out as much as possible weôve created help points throughout the system.  

Wherever you see an  icon you can click 
on it to find out about the area you are in and 
how to use it. 
 
 
Hints and Tips 
As you begin to create your site youôll notice 
our SiteBuilder tips popping up along the 
way. Although there is an option to switch 
this function off we suggest that you leave it 
switched on whilst you get used to the 
system. 
 
If you switch the hints and tips function off 
and youôd like to turn it back on youôll find an 
option to switch it back on within the óHelpô 
tab when editing your site. 
 
 
 
 
 
 
 
Manual Help  
Throughout this manual youôll see icons like the ones shown below. These are designed to 
draw your attention to areas of particular importance along the way. 
  

             
 
 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Our SiteBuilder tips boxes are designed to give you 
direction and guidance as you create your site.  
 
This function can be switched on/off within the help 
tab whilst in site editing mode. 
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Chapter 2 
Creating Your Website 
 

Introduction 
In this Chapter weôll answer the following 
questions: 

Because we know that the first steps are the 
hardest, weôve developed a very handy Site 
Creator Wizard to help you get the basics of 
your site together by simply answering a few 
questions and clicking a few buttons.   
 
If this is the first time youôve used SiteBuilder 
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? 

 How do I change the options Iôve 
chosen within the Site Creator 
Wizard? 

 

 
 
 

What is the Site Creator Wizard? 
 
The Site Creator wizard aims to make the initial stages of setting up your website as easy as 
possible.  Presented as a set of questions and 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 Creator Wizard? 
 
The following section will take you through the individual steps of the Site Creator Wizard. 
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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.  
 

 

 
 

 
Step One. Your details  
If you are brand new to SiteBuilder 
youôll have to enter some details, weôll 
store the information you provide in  
case we need to contact you.  Donôt 
worry we wonôt be bombarding you with 
sales weôll only use this information if 
we need to talk to you about an issue on your site or a problem with your account.   
 

 

 

If you have already registered your details 
with SiteBuilder you can login to the Site 
Creator as an óexisting userô and enter your 
username and password.   
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Step Two. Site Name 
After entering your details youôll have to choose a name for your website.  We suggest that 
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.    

 
 

 
Step three. Choose Design  
Now itôs on to the fun part!  This step will provide you with a range of site styles to choose 
from.  Clicking on the ófeatures and examplesô button will open a window with more detailed 
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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Step four. Colour Scheme  
Once youôve chosen your style, the next step will show you a range of colour schemes that 
work particularly well with the style youôve chosen.  Once youôve created your site you will be 
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. 
 

 
 

 
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 learn more about all of the features once youôve got the basics of your site together.  
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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Step six.  Setup e-shop  
A very quick step, you simple need to answer; 
yes, no or maybe.  The e-shop functionality 
will always be available for you to use in 
SiteBuilder so itôs not essential that you give us 
the definitive answer here. 
 

 

AN E-SHOP is an area of a site where 
customers can exchange money with 
you to buy your products. 

 
 

 
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 youôd most commonly find on any website.  You donôt have to 
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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Step eight. Completed  
Youôve completed the initial stages of developing your website.  SiteBuilder will now calculate 
all of your choices and create your site for you.  Now all you have to do is fill it with your 
images and information.  Click the ócreate my siteô button to be taken to your website.  
 
 
 

How do I change the options Iôve chosen within the SiteCreator Wizard? 
 
 
Changing your personal information 
This information can be changed via  
the ómy detailsô link on the Site Manager. 
This is explained in more detail in chapter 
9  

 
Changing your password 
This information can be changed via the ómy detailsô link on the Site Manager. This is 
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 Chapter 3 page 14 óChoose 
Base Designô.  
 
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 Designer, via the óeditô option in the Site 
Manager Summary page.  Once in the Site Designer menu click the óedit coloursô options at 
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.  
 

 

All of the choices youôve made in the 
SiteCreator can be changed once you get to 
your website.   
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Alternatively, if you want to change your entire colour scheme to another of our 
recommended selection you can choose the órecommended coloursô tab from the óedit 
coloursô dialogue 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 
In this Chapter weôll answer the following 
questions: 

Now that you have the basis of your site, you 
can start making it look like your own.  Youôll 
probably want to add a company logo, maybe 
an image to your header bar and change the 
colour options on your site.  You can do all of 
these things via the Site Designer function in 
SiteBuilder. This chapter explains more about 
the Site Designer and how you use it.  

 What is the SiteBuilder Site 
Designer? 

 Where can I find the Site 
Designer? 

 Functions of the Site Designer 
menu 

 Optional Design Features 

 How do I add images to my header 
bar? 

 How do I add titles to my header 
bar? 

 How should I 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: 
 

Optional Features 

The site design 
you choose will 
have various 
optional features 
such as the feature 
image shown here.  
You can use the 
Site Designer to 
make changes to 
these options. 

Main Header Bar 

Within the header 
bar of your site the 
Site Designer can 
be used to add 
images, titles and 
more. 
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Where can I find the SiteDesigner? 
 
To get to your Site Designer 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 Designer from this menu. 

 

 
 
 

 
 
 

 
Functions of the SiteDesigner menu 

 
Once youôve chosen the Site Designer option from the 
main editing menu, a floating menu will appear as 
shown below.   
 
 
 
 
 

 

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

Backdrop Colour 

Set the colour of 
your site backdrop 
via the óedit coloursô 
function in Site 
Designer. 

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. 

Design Template 

Change the design 
you chose for your 
site using the 
óchange base 
designô option 

Choose the Site Designer 
option from this menu.  

 

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. 

Lower Promo Panel 

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

Upper Promo 
Panel 

Promotional area  
under the menu 
which works down 
the page. 

Internal Footer 

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

External Header 

Add images, titles and 
panels to the background 
colour area above your 
main header bar. 

Side Bar 

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


