Website Builder User Guide
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Introduction

This user guide provides information on using Website Builder, which allows
you to easily construct your own website. This guide explains the wizard which, if
you are a first time user, walks you through the construction of your website. The
guide also explains how to make content changes to your existing website.
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Initiating the Wizard

To access the Website Builder, open your control panel by typing
yourdomainname/menu (for example, it-is-mysite/menu) or

youripaddress/menu (for example, 1.2.345.678/menu) in the URL/Address

portion of your browser. Type your user name and password in the Enter

Network Password box. A control panel similar to the one pictured below will

appear. Scroll down until you see the Site Builders section and click on Web
Site Builder.
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After clicking on the Website Builder icon, you will see the Website Builder

Wizard. The wizard will take you through a step-by-step process. If you already
have a website and are making changes, the wizard is not initiated, and you will

follow the step-by-step process that starts on page nine (9).
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The Steps

Step One: Choose from 17 Designs.

Site Welcome to Site Builder!
BUiIdEf This appears to be your first time here, we'll walk you through the wizard below and your site will be done and ready in no time, Follow the steps
below. .,
20

Choose a general design below. This design is a template that will be reflected

1 Choose From 17 Designs
‘ACross your entire site,

Next Step =

MEGASTORE

Hwe don't
havei, it
dossn’ exist

The Green Machine
Red, white and Blue
White and blue
Modernist

Finance

Service with a Smile
Simply Black
Sailing Away
Technological

The Blue Machine ﬂ

Welcome to our Site!

Mow v g the st mavative products avallublo in the
market at real rompetitive prices. From Compater Hardware
and Seftwara 1o Hoalth rara produts. From DVD plagurs tn
Fine China. Trare to compare! We offer to you all what yes
havo droasmad af. Hore at MEGASTORE. Everything you
need in a single andine Shopping Mall

The wizard welcomes you with the following sentence:

“This appears to be your first time here. We’ll walk you through the wizard
below and your site will be done and ready in no time. Follow the steps below:”

Step one, as pictured above, allows you to choose a design from 17 choices

that are listed in a drop down box on the left side of the screen. Once you've
made your choice, click Next Step.
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Step Two: Enter Your Company Information

Site Welcome to Site Builder!
Builder This appears to be vour first time here, We'll walk you through the wizard below and your site will be done and ready in no time, Follow the step
below, .,
2,

Enter Your Company Information
Enter in your general company information below, This information will be

-displaved on all pages of your site,

<< Prev. Step Next Step >>

Business Name: |YuurBusiness Mame
Company Slogan: |Putyour slogan here.
Cormpany E-Mail Address: Iyuur@address

This step allows you to enter your Company Information. This includes your
Business Name, Company Slogan, and Company Email Address. Once you
have entered this information, click Next Step.
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Step Three: Create Your Pages

Site Welcome to Site Builder!
BUiIdEf This appears to be your first time here, We'll walk you through the wizard below and your site will be done and ready in no time, Follow the steps
below...
1]

Create Your Pages
Your site can have up to 6 pages. To rename a page simply type over the
‘page name below, To delete a page click on the "Yes" radio buttan,

<< Prev. Step Next Step >>

Delete this page?

IHume—( Cannot Remove)
foors s 6o
v 1Cves 1o
W " es & o
IFAQ— " ves & o
W " es & 1o

This step allows you to design up to six (6) pages on your website. It allows you
to design the following pages for your website:

Home
About Us
Services
Testimonials
FAQ

Contact Us

If you do not want any or all of the above pages, you may rename a page by
simply typing over any of the above page names with any name you choose. If
you wish to delete any of the above pages, and not have them appear on your
website, simply go to Delete this Page? and click on the Yes button. When you
click on the page the No button will be checked, if you wish to keep your pages,
simply leave it as is. Once you have chosen the pages you want, click Next
Step.
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Step Four: Add Content to Your Pages

Site Welcome to Site Builder!
BUildEf This appears to be your first time here, We'll walk you through the wizard below and yvour site will be done and ready in no time, Follow the steps
below...
20

Add Content to your pages
Mow you can add text to vour pages, Click on each of your pages below to go

into Page Edit mode,

<< Prev. Step Next Step >>

Select each page below...

m Contact Us
arme )
Page Title: I
Aboutus o
SEN.ICES. Title alignment, FE CE C=
Testimanials
FAQ Title Color: I (Click paletts to chonse) 8
Contact s
Fage Content: ﬂ
Text dlignment;, F  E CE O =

Text Color: I (Click palette to choose) @

Background Page I (Click palette to choose) @

Caolar:

This step allows you to add Page Content to each of the pages you have chosen
for your website. You will fill out this information for each of the pages you have
on your website; the screenshot above uses the example Contact Us, where you
add contact information for your company. This step allows you to add the
following for each page:

Page Title

Title Alignment

Title Color

Page Content

Text Alignment

Text Color

Background Page Color
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Adding Colors to Your Content:

During the process of adding content to your pages, you may also add color. In
order to do this, you click on a palette icon, such as the one pictured below:

Title Colaor: I (Click palette to choose) &

Clicking on the palette icon will open the following color box:

[ o

BEE
EENEEE
T

The Color Box has a drop-down box with the following choices:

e Web Safe Palette
e Windows System Palette
e Grey Scale Palette

Each of these offers you a slightly different color selection; once you choose your
colors and finish the page content, click on Next Step.
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Final Step: Make Site Changes

Site
B uildzeor

Make Site Changes.
Click on a tab below to make changes to your site. When you are ready to publish the changes live, simply click on the "Publish My Site!" button,

f Yiew \ Settings Page Content Publish My Site!

Your Business Name

Butyour
slogan here.

Welcome
About us
Services
Testimonials
FAQ
Contact Us

The final step in the Wizard allows you to make any changes that you would like
to your pages. Once this is complete, click the Publish My Site button, and the
following message appears:

Congratulations, vyour website is online and fully functionall
The website URL is: http: A91.2. 2. 4, 0Urusernams

This gives you the URL for your website.
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Making Changes to Existing Websites

As mentioned earlier in the guide, if this is not your first time on Website Builder
the Wizard will not be initiated. In this case, you will follow a different set of
screens that are shown on the following pages:

f Yiew \ Settings ",;'Pagetontent", Publish My Site!

Your Business Name

Fbyour
slogan here.

~ Weleome
~ fbout us

Services

Contact Us

ight Your Busitiess Name 2001, All tights reserved.

This page shows your existing site. It has three tabs that allow you to make
changes to the site. These tabs are View, Settings, and Page Content. The
above screenshot is of the View tab. If this were your site, your current
information appears upon the screen. To make any changes to your information,
click on the Settings tab.
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The Settings Tab:

Site
Builder
2.0

Make Site Changes.
Click on a tab below to make changes ta vour site, When you are ready to publish the changes live, simply click on the "Publish My Site!" button,

Yiew I| Settings |l Page Content Publish My Sitel
Design

MEGASTORE

Hwe don't )
have it it Welcome to our Site!
doesn’t exist

How nrodutng the m vutive products avallable bn tee
market at real comped From Computer Harheare
and Sedewars to Hoalth tars produets. Fras DVD playars
Fime China. Dare to compare! We offer to you all what yss
have dreamed of, Here st MEGASTORE. Everything you
need in a single wline Shopping Mall

Service with a Smile
Simply Black
Sailing Away
Technological
The Blue Machine j

The above page appears when you click on the Settings tab. This page has
three sections, which are Design, Company Information, and Create your
Pages.

Design- Allows you to make changes in the color and theme of your site by
choosing from a variety of choices in the drop-down box.

Company Information- Allows for changes in your Business Name, Company
Slogan, and Company Email Address.

Create your Pages- Allows you to change the pages you wish to include on your
site. It will allow you to keep or delete Home, About Us, Services,
Testimonials, FAQ, and Contact Us pages.

Once you have made the changes click on the Save Changes button, or to
publish the changes immediately, click on Publish My Site.
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Site
Builder
20

Make Site Changes.
Click on a tab below to riake changes to your site, When you are ready to publish the changes live, simply click an the "Publish My Sitz!" button,

Yiew Settings Page Content Publish My Site!

Select each page belaw... welcome

Page Title: I

Title alignment; ®#E ("

Title Calar: I (Click palette to choose) @

Select a file to use as logo: Page Content; ﬂ
Browse...
Upload |
[
Text dlignment, # E CE O =

Text Calor: I (Click palette to choose) @

This step allows you to change Page Content to each of the pages you have
chosen for your website. You will fill out this information for each of the pages
you have on your website; the above screenshot uses the example “Home” and
you would add in content relative to your company. This step allows you to add
the following for each page:

Page Title

Title Alignment

Title Color

Page Content

Text Alignment

Text Color

Background Page Color

By clicking on the palette box you may also make changes in the color of your
pages and content.
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Uploading a Company Logo

Select each page below, ..

Aboutus
Semrvices
Testimonials
Fal

Contact Us

Select a file to use as logo:
Browse...

Upload

If you wish to add or change your company logo on your website this can be
done during the Page Content step. Click on Browse next to the Select a file to
use as logo box, to search your computer files, choose your logo, and click on
Upload.

Once you have completed all of the steps in either the Wizard, or made changes

to your existing website, click Publish My Site, and your site will be immediately
published.
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