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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. 

 



SiteBuilder User Manual  
 

10 

 
 

 
 
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. 
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About this design - Optional Design 
Features 
For a list of all of the optional features for your 
chosen design template click the óAbout this  
designô option on the Site Designer menu. A 
dialogue, like the one pictured below will appear. 
 
  
 
 
 
 

 

Zones can be switched on/off within the 
ózone by zoneô tab of the about this design 
feature.   

Header Bar  

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

Feature Image 

Edit the contents of 
this area.  Add, edit 
and remove logos, 

titles and panels.  
Switch this feature 
on/off.  

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  

 

Basket 

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 ólower headerô. 

 

About this design  

Learn more about the 
optional features for 
your chosen design.  
Choose to switch them 
on/off in this option. 

 

Choose Base Design 

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

 

The Overview Function 

The overview area will point out all of the features of your chosen design.  
Rolling over any of the óbubblesô will provide you with more information on 
each design area, allowing you to turn them on/off where possible. 

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.  

Promo Panels 

Edit the contents of 
these areas.  Add, 
edit and remove 

logos, titles and 
panels.  

Legal Pack 

Switch this optional feature 
on/off from here.  
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How do I know which features Iôm using?  
You can easily tell which features you have switched on/off 
via the Site Designer menu: 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
How do I 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. 

 
 
 

 

Switched On  

These optional features are 
currently active.   

Switched Off 

Optional features which are 
scored out are inactive.   

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. 

 
 

Zone by Zone 
Clicking this tab will 
let you view the 
same information as 
is in the overview 
but itôs presented in 
a different way.  

 
 

Change Design 
Clicking here will 
open the base 
design dialogue box 
to allow you to 
change the design 
you are using for 
your site. 
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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, youôll have chosen your base 
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.   
 
If you choose to go back to a design which youôve originally set up, the system will have 
saved any colour scheme changes youôve made within that design. 
 

 
 

 
 
 
 
 
 
 
 
 
 
Edit Colours  
Use the edit colours function to change any of the 
default colours in use on your site.  
  
 
 
 
 

 

Changing your base design will 
revert the colour scheme back to 
the default, any colour scheme 
changes youôve made will be lost 
when moving to a new design. 

 

To find out more about our colour 
picker refer to appendix A    

Features and 
Examples 

Click óFeatures 
and Examplesô 
for more 
information on a 
specific base 
design.  

Select 

Once you know the base 
design youôd like click 
óSelectô to choose it.  

Scrolling 

Scroll through 
the list to view 
all possible 
options.  
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Header Bar Functions  
 

How do I add images to the 
header bar? 
 
 
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.   
 
 
 
 
 
 
 
 
To add a new picture/logo you need to click the óadd 
picture/logoô option from the menu.  Some new dialogue 
boxes will open and SiteBuilder will prompt you to browse 
your computer files and find the picture/logo you want to 
display in your header.   
 
Once youôve uploaded your picture/logo it will appear in the 
SiteBuilder image editor tool.  
 
 
 
 

 
 
 

How do I add titles to the 
header bar? 
 
Add titles to your header bar via 
the óAdd Titleô option in the Site 
Designer menu. 
 

 

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

 

To find out more about using the 
SiteBuilder Title Editor go to 
appendix C 

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

 

Clicking on an item that is currently in your 
header bar will further expand the menu with 
editing options.    

 

Changing 
Individual Colours 
Clicking on the 
colour youôd like to 
change will take you 
to our Colour Picker 
where you can 
customise your 
colour scheme  

Recommended 
Colour Schemes 
The recommended 
colour schemes 
tab will provide 
you with a range of 
suggested colour 
schemes suitable 
for the base 
design youôve 
chosen.  
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The SiteBuilder title editor tool will open.  
 
 
 
 
 
 
 
 
 
 
 

How Should I 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 
In this Chapter weôll answer the following 
questions: 

So, youôve designed your site and now you  The theory behind the page editor 
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need to add content to your pages.  Our 
Page Editor function can help you with that.  
Probably the trickiest part of our whole 
system, this chapter will explain the theory 
behind our page editor to help you gain a 
better understanding of how to structure your 
pages, youôll also learn about all of the 
different content zones and how to use them.  
 

 How do I start adding content to my 
page? 

 The Page Editor Menu  

 Content Zones 

 The Page Properties Function 

 

 
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 work.  So, weôll start from the beginning. 
 
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. 
 

 
 
 
 
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.  
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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. 

 

 
  
 
 

3. Within a content area you can create as many rows of zones as you like. 
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4. The number of columns you can create within a row is dependent on the width of 

each zone within your column. 
 

 
  

 
 
 
 
 

 

How do I start adding content to my page?  
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When you choose a page from your menu that currently doesnôt have any content on it, there 
will be a óThis page is ready to be set up messageô in a box within the content area (as shown 
below).  The Page Editor Menu will also appear with the setup option as shown in the 
adjacent image.  
 
To start adding content to your page either click the box in the content area or click set-up in 
the Page Editor Menu.  
 

 
   

 
Page Set-Up Options 
Once youôve chosen to set up your page, a new dialogue window will pop-up, from here you 
can choose how you would like to set your page up. 
 
 

 
 

 

Template 
Options 

Choose from a 
pre designed 
template. 

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. 
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 How do I add zones to my page? 
 
Once youôve been through the set-up options you might 
want to add more zones to your page  
(or if youôve chosen to start with a blank template youôll 
want to start adding zones). 
 
 
The PageEditor menu 
 To add zones you need to choose the óadd content zonesô 
option from the page editor menu.   
 
This will open a dialogue at the top your site with a whole 
host of possible content zones to choose from. 
 
Click on the coloured square with the crossed arrows for 
your chosen zone type and drag it to the central content 
area. Drop the zone by releasing the click button on your 
mouse. 
 

   
Depending on the zone youôve chosen the relevant dialogue box 
will open and prompt you to start adding content to your zone 
 
 
 
 
 
 
 
 

  
 

 
 
 
 
 
 
 
What are the other functions on the Page Editor? 

 

You can only add zones when 
youôre in the PageEditor 
function 

 

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. 
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As well as the add content zone option youôll notice other standard features within the Page 
Editor Menu. 
 
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 I use them?  
 
 
Zone Type  Description 

    

 

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

  

 
 

As the name suggests óimage zonesô are 
used to display pictures on your site. 
   

  

 
 

If you want to add a title such as ówelcomeô or 
óabout usô to the top of your page youôd use 
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 ólinks zonesô will allow you to display 
links to email addresses, other websites or 
other pages on your site.  It works in a similar 
way to our ódownloads zonesô. 
 

  

 

The ónew contact zoneô provides 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. 

  

 
 

Our SiteBuilder ódiscussion forumô lets you 
interact with your customers via your website.   

  

 

The óenquiry formô can be a way of obtaining 
direct feedback from site visitors.  The form 
lets you create the fields youôd like your 
customers to be able to complete.  If a form 
is submitted the information will be sent to an 
email address of your choosing. 

  óNews articlesô are presented as main 
headline information with a link to the full 
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document. 

  

 

óEvents articlesô are displayed as a list of 
events with some brief information, you then 
have the choice of providing more 
information on an event via a more 
information page. 

  

 

The ócontent feedô is a way of displaying the 
headlines of your news or events articles 
across other pages on your site.  If you have 
a news page for example, you could have a 
ócontent feedô on 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 
youôd use our óe-shop zonesô to display your 
products. 

 
 
Using Text Zones 

 
Our text zone is one of the easiest zones to use. Similar to 
Microsoft Word, simply write your text (or copy and paste from 
another document) in to the editor, you can customise your 
text with standard óWordô style tools as well. 
 
 
 

 
 
 
 
 
 
Using Title Zones 

 

 

The presentation Style Tab is 
available on many of our 
zone editors, to find out more 
about its function go to 
appendix E  

Add your text  

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

 

Format your text 

Use the Microsoft 
Word style tools 
to format your 
text. 

 

Save your text  

Once youôre happy with 
your text click OK and 
the text zone on your 
page will be populated 
with your content.  

 

Cancel 

If you donôt want to 
save the changes 
youôve made either 
close the window or 
click ócancelô  

 

Save and Preview 

This option automatically 
saves any changes youôve 
made within the editor and 
takes you to a preview of 
how your live site will look. 
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If you want to add a title such as óWelcomeô or óAbout Usô to the top of your page youôd use 
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.  
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
What are the óextrasô 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.   

 

 Style.  This option will provide you with a list of óstylesô that can be applied to your 
title.  Youôll find options such as borders, shadow and blurred effects to choose 
from. 

 Rotate.  This option will allow you to change the composition of your title, you 
can rotate it as much as you like by either entering the degree of rotation youôd 
like or using the sliding scale provided. 

 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 
 

Change the font. 

Change your font by left 
clicking in the font text box, 
a list of available fonts will 
appear for you to choose 
from. 

 

Change the text 
colour. 

Click on the box with 
the current text colour 
in it. 
The SiteBuilder colour 
picker menu will open, 
choose your colour and 
click óOKô. 

 

Change the size. 

Either enter the point 
size next to the name 
of the font youôre 
using or click and 
drag the title in the 
chequered area from 
the bottom right 
corner.  
 

Add a Word style effect. 

Bold, Italic or Underline by 
clicking on the 
corresponding button. 

Add your title. 

Click the text box and type 
the word(s) youôd like to 
make in to a title. 

 

Undo. 

Click this to delete 
your last change. 

Save changes. 

Once youôre happy with 
your title click this to add it 
to your page. 

Cancel. 

If you donôt want to save 
your changes, click ócancelô 
or close the window. 

Preview. 

View your title 
as it will 
appear on 
your page. 

Save and Preview 

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

 
 
 
Once youôve uploaded your image it will appear in the content area of the Image Editor 
(where the SiteBuilder image is in the graphic below). The functions of the image editor are 
explained alongside the image below. 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
.   

Using Download Zones  
 

Picture Details. 

Allows you to view 
your image as it 
was when you 
uploaded it i.e. 
without any effects 
or alterations you 
may have made 
via the editor.  

Crop. 

Allows you to 
remove parts 
of your image.   

Effects. 

Choose from 
effects such as 
black and white 
or oil painting.    

Border . 

Choose from a 
wide range of 
borders to frame 
your image.   

Rotate. 

Change the 
composition 
of your image.   

Link. 

Make your image clickable 
to direct visitors to 
external sources or other 
pages on your site.    

Preview. 

Shows you how 
your image 
looks after 
youôve applied 
any editing 
tools.  

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 it is 
clicked.   

Save changes. 

Saves the 
changes youôve 
made to your 
image and adds 
the final version to 
your site.   

Cancel. 

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

Display size. 

To change the 
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.   

Label. 

Give your image a 
name, this will 
appear in the 
menu as a way of 
distinguishing 
between multiple 
images.  

Alt Text. 

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

Upload your image. 

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

Save and Preview 

This option automatically 
saves any changes youôve 
made within the editor and 
takes you to a preview of 
how your live site will look. 
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When the downloadable document editor first opens for your zone it will be empty and youôll 
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 
Click the óadd an existing fileô button.  A further dialogue will appear with a list of all 
downloadable document files currently available throughout your site.  
 

 
 
 
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.  
 
 

 
 
 
 

Adding a new file 

Moving files 
around a list 

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

Find and select 
your document. 

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

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.  

Save and Preview 

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

 

Cancel. 

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

Cancel. 

Cancel any changes 
made in this 
dialogue box.  

OK. 

Save any changes made 
and exist the 
downloadable document 
zone.  
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To add a new downloadable 
document to the zone, which 
doesnôt exist elsewhere on your site, 
click the óadd a new fileô button. A 
dialogue, like this one (adjacent) will 
appear and prompt you to find the 
file on your computer. 
 

 
When you upload a new 
document youôll 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 
the downloadable documents editor.  
 
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. 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
Adding an existing link  
Click the óadd an existing linkô button.  A further dialogue will appear with a list of all links 
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.   
 
 
 
 
 
 
 
 
 

 

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  

Add a new link 

Click this option to 
add new links to 
this zone.  

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 function. 

Clicking edit will 
open a dialogue box 
to allow you to add 
a description to be 
displayed alongside 
your link.  

Delete function. 

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

Moving files 
around a list 

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

Save and 
Preview 

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

 
OK. 

Save any changes made 
and exist the 
downloadable document 
zone.  

Cancel. 

Cancel any changes 
made in this 
dialogue box.  
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Adding a new link  
Click the óadd a new linkô button and a dialogue box will appear, prompting you to complete 
the relevant fields.  
 
 

 
 
 
 
 
 
 
 
 
The óchooseô option.  Simply choose the description 
which is most relevant to your link.  
 
Another dialogue box will open to allow you to enter the 
link information once youôve chosen the type of link 
youôd like to add.  
 

 

 
This box will appear if you choose to link to a page on your 

site.  Use the drop down options to find the page and/or 
zone youôd like to link to. 

 
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. 

 
 
 
 
 
 
 

 

The ónothing, remove the 
current linkô option will remove 
any links previously created.   

Title. 

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 donôt want people to be 
directed away from your website 
when they click the link tick the 
óopen in a new windowô box. 

Description. 

If you want to provide your users with an explanation 
for the link write a description.  This will be displayed 
alongside the link on your site e.g. óThis website will 
provide you with more hints and tips about building a 
website. 
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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: 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
Adding an existing contact  
To add an existing contact simply click the óadd existing contact buttonô.  A new dialogue will 
open with a list of available contacts within your site.  Click the contact youôd like to add to 
your zone. 
 
 
 
 
 
 
 
 

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)  

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.  

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.  

Save and 
Preview 

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

 

OK. 

Save any changes made 
and exist the 
downloadable document 
zone.  

Cancel. 

Cancel any changes 
made in this 
dialogue box.  
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Adding a new contact  
If youôd like to add a contact that 
doesnôt currently exist on your 
website choose the óadd new 
contactô option.  A dialogue, 
similar to the adjacent image will 
open.  Enter your contact 
information in to the relevant 
fields.   
 
You donôt have to complete all 
fields just the relevant ones. 
 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

The óchooseô option on this 
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 
your website.  Once youôve dragged a discussion forum on to your 
page a dialogue box like the one below will open.  
 
 
 
 
 
 
 
 
 
 
  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

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 

 

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.    
 

Create new topic. 

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

Display. 

Choose how many topics 
youôd like to display per 
page from the drop down 
menu.  

Created. 

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

Replies. 

This will display the 
number of replies to the 
thread or topic.  

Last post. 

This 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.  

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. 

Options. 

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

Save and 
Preview 

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

 

Cancel. 

Cancel any changes 
made in this 
dialogue box.  

OK. 

Save any changes made 
and exist the 
downloadable document 
zone.  
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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 on the discussion forum zone youôd like to 
create a new topic for, once the new dialogue opens click the ócreate new topicô button.  
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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).  

Subject. 

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

Message. 

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

OK. 
Save any changes made 

and exist the 
downloadable document 
zone.  

Cancel. 

Cancel any changes 
made in this 
dialogue box.  
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Posting a reply 
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 youôd like to reply to.  Find the topic the message relates to 
in the list and click it. A new dialogue will open:   
 

 
 
 
 
 
 
 
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 
are being responded to.   

 The topic is shown at the top of the tree 

 Any direct responses to the topic are indented with an arrow 
below the topic 

 A further indented response underneath a reply signifies a 
response to a message rather than the topic 

 A further indent signifies a response to a response and so oné  
 
 
Moderating your forum 
If youôd rather check all messages posted on your forum before they appear on your live site 
youôll want to use our moderating function.   
 
When you open your discussion forum in your site editing area topics 
which have new messages requiring moderation will be shown in red. 
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 
will cause the ópost in detailsô area to jump to that particular post.  At 
which point you can click the accept button to post the message live 
on your site. Clicking decline on any messages already accepted will 
remove the message from your forum causing the message to go red and changing the 
decline button to accept. 

 

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 
specified.  

 

Switch the moderate function 
on from the óoptionsô tab in the 
main discussion forum dialogue 
box. 

Topic Posts. 

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

Posts in detail. 

Shows the content of 
a post and allows 
you to carry out 
various admin 
functions for a post.      

Decline. 

This will remove a 
post from being 
displayed on your 
site. Once clicked 
the decline button 
will be to óacceptô to 
allow you to revert 
the changes.    

Delete. 

Remove a post from 
a topic     

Edit Post. 

Change the content 
of a post     

Post Reply. 

Create a response to 
a post.     

OK. 
Save any changes made 

and exist the 
downloadable document 
zone.  
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Forum Options  
To help you manage your discussion forum SiteBuilder 
provides you with some additional options. 
 
 
 
 
 

 
 
 

 

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  

 

Message expiry. 

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

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. Forum moderation. 

Tick the moderate 
box if youôd like to be 
able to approve 
messages before 
they appear on your 
live forum. 

Administrator name. 

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

Anonymous posting. 

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

OK. 
Save any changes made 

and exist the 
downloadable document 
zone.  

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 
youôd like 
customers to 
submit the enquiry 
form to. 
 

Response. 

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

Subject. 

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

OK. 
Save any changes made 

and exist the 
downloadable document 
zone.  

Cancel. 

Cancel any changes 
made in this 
dialogue box.  

Save and 
Preview 

This option 
automatically 
saves any 
changes youôve 
made within the 
editor and takes 
you to a preview 
of how your live 
site will look. 
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Creating the required fields for your form 
Once youôve decided where you would like your form to be submitted to you need to decide 
what information you need to collect from your customers via the form in order for it to be 
useful for its purpose.  Use the ósetup contact form optionsô tab in the enquiry form zone to set 
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.  

Naming fields. 

When you add a 
new field youôll be 
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.  
 

Single/Multi line. 

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

Required field. 

Ticking this option 
will ensure that 
customers have to 
complete that field 
before they are 
able to submit 
their form. 
 

OK. 
Save any changes made 

and exist the 
downloadable document 
zone.  

Cancel. 

Cancel any changes 
made in this 
dialogue box.  
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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 weôve decided to tackle how to use them in the 
same section. 
 

  

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).   

 

  

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 
dialogue will be shown with the zone on your page.  Particularly in the case of the news zone, youôll want 
to provide more information on the article or event.  To create more information click the ócreateô button 
underneath óFull Articleô.  This will allow you to create a full page within your site about the article. 
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Creating the full article 
Because your news/events article will be shown as 
a page within your site you need to build up the 
contents of your article in the same way that you 
would build a page on your site.  The dialogue box 
shown below allows you to do this.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Auto-updates  
Within the news and events areas, for zones within the full article that have been populated 
they will automatically be óauto updatedô within information from the summary.  To switch 
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. 
 
 
 
 
 
 
 
 
 
 

 

When you choose the ócreateô option 
youôll be asked if youôd like to ópre-
populateô the full article with the 
information already provided. If you 
answer óyesô to this question SiteBuilder 
will automatically add and update 
information such as the title and 
summary of the article for you. 
 

Pre-populated 
information is circled 
in red.  This 
information will 
automatically be auto 
updated from the info 
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. 
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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.  
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

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

 

You shouldnôt add a content feed zone unless 
youôve already got news and/or events zone set 
up on your site 

 

Use the ópresentation styleô option to alter the look and feel of your content feed zone.  
Find out more in appendix E 

Change 

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

Links  

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

Display 
Options 

Choose how 
many headlines 
youôd like to 
display or how 
old headlines on 
your content 
feed should be. 

Save and Preview 

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

 

OK. 
Save any changes made 

and exist the 
downloadable document 
zone.  

Cancel. 

Cancel any changes 
made in this 
dialogue box.  
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Page Properties 
 
Once youôve set up your page youôll want to help the search 
engines to find it.  You can use the tools weôve provided with the 
ópage propertiesô area of each page to help you with this.  
 

 
Meta Data 
This is the information that you will complete about each page of 
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 
engines to help them understand what your website is about and 
rank you appropriately.   
 
Once youôve clicked on page properties, a new dialogue will open 
to allow you to enter your Meta data information for that page. 
 

As shown in the 
image there are 
three different 
areas of Meta 
data to complete. 
 
The Page Title 
should briefly 
describe the 
information on 
your page.  The 
information you 
write for your 
page title will be 
displayed along 
the very top of 
the browser 
window when 
viewing your site.   
 
Meta Keywords 
are generally 
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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The Google Tab  
Alongside the standard Meta Tools 
you can also use the page 
properties area of your site to set 
up additional tracking information to 
help you monitor and improve your 
sites performance.  
 
Within the Google tab youôll find 
space to paste code, provided by 
Google, for various Google Tools. 
 
Google Analytics, this is statistical 
tracking software which can tell you 
all sorts of information about visitors 
to your site; where theyôre coming 
from, how theyôre finding you and 
which pages theyôre leaving from 
for example.   When you sign up for 
Google Analytics (you can do this 
via their website: 

http://www.google.com/analytics/ ) youôll go through a few set-up steps and then be given 
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 
youôd like to get a more accurate result of customers going to your site via ad-words you can 
paste code in to the relevant page on your website and track performance.   
 
Google Webmaster, provides you with information about what the Google óSearch Engine 
Spiderô can see when they visit your site.  This can be useful for helping you optimise your 
website (Find out more at: http://www.google.com/webmasters/) If you choose to use Google 
Webmaster tools youôll be asked to verify your website, choose the meta data way of 
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 
Adwords Yahoo have 
their own Pay Per Click 
system.  As with Google 
when you set up your 
account with Yahoo for 
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.  
 

 
 

http://www.google.com/analytics/
http://www.google.com/adwords/
http://www.google.com/webmasters/
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Chapter 5 
Organising Your Website  
 
 

Introduction 
In this Chapter weôll answer the following 

questions: 

 
Once, youôve familiarised yourself with 
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 

 Access floating pages/create floating pages 

 Delete pages from your site 
 
 
 

Where to find the SiteOrganiser 
 
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 
 

 
 
 
Once youôve clicked on the Site Organiser link from the main SiteBuilder menu the Site 
Organiser will open up in a new dialogue box. 

 

 

 

 

 

 

 

 

Within the Site Organiser youôll also find a 
range of helpful tips. 
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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 
youôd like to do within the Site Organiser you can choose to set your page up later.   

Adding Pages 

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

Deleting Pages 

Click the ódeleteô button 
next to the page you 
want to delete. 

Renaming Pages 

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

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. 

Floating Pages 

Floating pages canôt been seen within your navigation menu, to 
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.  

Editing Pages  

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

Setup  

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

 
 
 
 
The óOptionsô Functions in the Site Organiser 
 
You might have noticed in the screen shots of the Site Organiser tool that there is an 
additional óoptionsô tab. 
 
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 
subsections of your site at once.   An example of an 
expanded menu is shown in the adjacent image.  As you will 
see all main sections and sub sections are showing. 
 
 
 
 
 

 
 
Normal is the other option for your menu bar.  This option will 
display only the main pages in your menu at first sight, when a main 
page which has additional subsections within it has been clicked the 
menu will expand to show these sections.  An example of a normal 
menu is show in the adjacent image.  As the image shows, because 
the main page of óexamples of our workô is being viewed its 
subsequent sub-sections are being shown.  If the user moves to 
another page on the menu bar the subsections will be hidden again. 
 
 
 

 
 
 
 
 
 

Subsections  

Using the crossed 
arrows next to page 
youôd like to make in to 
a sub-section click and 
drag right. 

Moving Pages 

To move a page to 
another position, either 
within the main menu or 
within the floating 
pages section click the 
crossed arrows next the 
page, drag and drop in 
the desired position. 
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Chapter 6 
Selling on your Website 

 

Introduction 
In this Chapter weôll answer the following 
questions: 

 
If you are looking to sell goods or services via 
your website then SiteBuilders e-shop can 
provide you with all of the tools you need.   
 
This chapter will take you through the 
process of setting up your shop with 
SiteBuilder. 

 

 When should I use the eshop? 

 How do I add products to my pages? 

 How do I keep track of my stock? 

 Charging for the delivery of your 
products? 

 How do I take payments? 

 How can I keep track of sales? 

 

When should I use the e-shop?  
 

Selling goods and services via the internet is becoming more and more common place in 
todayôs business environment. In some cases companies simply advertise their services or 
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:  
 

 Sell physical goods that can be posted to the customer  

 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  button 
on your Site Manager Summary page) 

 

 
 
Once youôve chosen the e-shop tab a new 
dialogue will open, this is where all e-shop 
tools can be found for future use.  
 
 
 
 
 
 
 
 
 
 

 

When this dialogue is opened for the 
first time a description of our e-shop will 
appear in the dialogue with an option to 
ócreate online shopô.  If you are sure you 
want to continue click this option, 
otherwise close the window. 
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E-shop Zones 
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 will be prompted to choose which products youôd like to display within that zone, 
weôll discuss this in the next section of this chapter. 
 
 

How do I 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 youôve clicked on the products tab, 
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. 
 
 
 

 

If you donôt want to display pictures of 
your products you donôt have to. Some 
of the styles (which you can choose 
when in an e-shop zone) are set up to 
display your product information without 
images. 

E-shop tools  

The tabs at the top of 
the e-shop admin 
window provide access 
to all of the tools youôll 
need to manage your e-
shop. 

Tips and Advice  

Some general e-shop 
help topics are covered.  
Click on the óiô to find 
out more about each 
topic. 
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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. 

Product name 

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

Product image 

If youôd like to display  
between 1 and 3 
images of your product 
add them here.  You 
donôt have to display 
any image if you donôt 
want to it.  

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. 

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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Once youôve entered your information in the product details dialogue box, click OK and the 
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.  
 
 
 
 
 
 
 
 
 

 

 
 
Once you have a few products in your óproductsô tab you can start setting up e-shop zones on 
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 youôd like your e-shop zone to be displayed on 

 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 

Add a product. 

Clicking this button 
will open the product 
upload dialogue box 
as shown on the 
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 
product in the product 
list. 
Edit will take you to 

the product details 
window where you 
can edit any of the 
information stored 
about your product. 

Show products that are in. 

The drop down list will display all e-
shop zones currently on your site, 
you can choose to view products 
within a specific zone, the list will 
reorder to list those products first. 

Display. 

Choose how many products you 
would like to view per page in your 
list. 

Ordering. 

Use the up and 
down arrows to order 
the products by that 
field.  e.g. order 
products by your title 
field in A to Z or Z to 
A format.  

In Zone. 

Once youôve chosen 
the óshow products 
that are inô option the 
óin zoneô option will 
show the products 
within your chosen 
zone with a green 
tick.  
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Once youôve added an e-shop zone the dialogue shown below will open. 
 

 
 
 
Once youôve clicked edit product list you will be taken back to the products tab within the e-
shop function.  
 

 
 
Once youôve added the products youôd like to display in your zone click OK, youôll be taken 
back to the e-shop zone which will now have your chosen products within it.  
 

Edit product list. 

Clicking this button 
will take you to the 
list of products 
created in your e-
shop admin area. 

In Zone 

Scroll through your 
inventory of 
products and tick 
the óin zoneô box 
next to any 
products that 
youôd like to 
display in this 
zone. 

Style. 

Click this tab will 
display various style 
options from zone 
colour choices to how 
youôd like your 
products to be 
displayed in the zone.  

Products already in 
this zone. 

Once youôve 
chosen products 
from your product 
list to be displayed 
in this zone they will 
appear as a list in 
this dialogue. 
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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.  
 

 
 
 
Once youôve added an e-shop zone it can be displayed on your page alongside other zone 
types.  You can add as many e-shop zones to a page as you require.  
 
 
 
 
 

Products already in 
this zone. 

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

Edit. 

Clicking edit will take 
you to the product 
details dialogue (as 
shown on page 48) 
to allow you to edit 
details stored about 
that product. 

Delete. 

This will remove the 
product from the 
zone but not from 
your products list in 
the e-shop 
administrator.  

Panel Style. 

Provides you with a 
choice of border 
styles for the zone. 

Options. 

Clicking the + next to 
óoptionsô will open up 
some additional 
choices for you. 

Content Style. 

Clicking on the 
buttons A-D will 
change the way in 
which your products 
are displayed in a 
zone. 

Colour Scheme. 

Buttons A ï E will 
display some 
standard colour 
schemes for you to 
choose from.   

Custom. 

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



SiteBuilder User Manual  
 

53 

 

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.   
 

 
 
 
 
 
 
 
 
 
 

How Do I 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 followed by your óminimum stock levelô.  The minimum stock level refers to the 
quantity of stock at which youôd like to be reminded to order more stock.  
 
If you choose to use the stock level manager youôll be able to view your stock levels, and alter 
them as you replenish stock, via the óStock Levelô tab in the e-shop administrator. 
 
The stock level manager will display three states for a 
product depending on the levels of stock you have: 
 

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

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

 The product is out of stock 
 
 

 

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

 

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. 

Zone details. 

Clicking on the 
page/zone name will 
take you directly to 
that zone on your 
site.   

Add/Edit Products. 

Clicking this button 
will take you to the 
products tab where 
all products within 
your chosen zone 
will be shown with a 
tick next to them.  
From here youôll be 
able to edit individual 
products. 
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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 
current and minimum stock level for each product in to 
the appropriate text box. 
 
 
 
 
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. 
 

 
 
 
 
 
 
 
 
 
 
Alternatively, if you are new to SiteBuilder and you havenôt yet 
started adding products to your shop you can enter your stock 
levels in the product details dialogue as you start to add 
products to your shop. 
  

 

If you donôt enter a minimum 
stock level SiteBuilder will 
assume it is 0. 

 

Remember to click OK once 
youôve done this or any 
changes youôve made to your 
stock level will be lost. 

Stock. 

Enter the level of 
stock you currently 
have for the product. 

Min Stock Level. 

The number entered 
in here should 
represent the level of 
stock at which youôd 
like to be reminded 
to order more. 

Use Stock Control. 

You MUST tick the 
box next to the 
product if youôd like 
stock control to be 
used for it.  

Out of Stock. 

Out of stock items 
will be displayed at 
the top of the stock 
list by default and 
shown in red.  

Below the 
minimum. 

Stock below the 
minimum level as set 
by you will be 
displayed after all 
out of stock items as 
a default and shown 
in orange.  

Normal Stock 
Level. 

All products falling 
outside of the 
minimum or out of 
stock range will be 
shown below the 
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.  
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How Do I 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) 

 A set delivery charge for all order 
 
 
When you first go to the delivery tab in the e-shop administrator youôll see the default delivery 
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.   

 

 
 

 
 
 

Stock control in the 
product details 
dialogue 

To use stock control 
for a product tick the 
box and add your 
quantity and 
minimum level.   

Default Delivery 

The default delivery 
scheme can be edit 
by clicking the óeditô 
button.     

Add Delivery 

You can have 
multiple delivery 
schemes, to add a 
new scheme simply 
click the óadd 
delivery schemeô 
button.     
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Setting up Delivery Policies 
Once you click óeditô for the default policy or óadd delivery schemeô a box, like the one below, 
will open ï complete the information in this box to set up your delivery charges as you wish.  
 

 
 
 
 
 
 
 
Having Multiple Delivery Policies 
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.  

 

 
 
 
 
 
 
 

VAT 

If you want to add 
VAT to your delivery 
charge you can do 
so here, if you donôt 
want to charge VAT 
on delivery choose 
the ó0ô option from 
the drop down list.      

Label 

Enter information to 
describe your policy 
in here, this will be 
displayed alongside 
your policy at the 
checkout page.      

Reset 

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

Free Delivery 

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

Free on orders over 

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

Delivery charge 

This option will 
ensure that a set fee 
is automatically 
added to every 
order.     
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How Do I 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. 
 
 
Taking Payment by Telephone 
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 
merchant account number for your business.  If you havenôt already got these things speak to 
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 over the phone and youôd like your customers to be able 
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 youôve clicked on ósetupô for the telephone payment 
option a further dialogue box will open.  This will allow you to 
enter the information youôd like to provide your customers 
with to allow them to pay online.  The information you enter 
will be displayed on the checkout page.  
 
 
 
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 payment you need to provide customers with the address youôd like 
payment to be sent to, you may also like to provide instructions for them to follow.  For 
example, theyôll need to print the checkout page as an order form to be sent alongside the 
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 
theyôd like to reserve.  This is an option function which you donôt have to use. 
 

 

Remember to tick the enable 
box when setting up your 
payment options. 

 

Provide customers with a 
number to call to make their 
order 


