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System Requirements

Content Management System Requirements

Essential Software
0 Mozilla Firefox ® Internet Browser (click here to download) v. 3.0 or higher o Show Me How

* Adobe Flash Player ® plug-in * Java® plug-in

Operating System

Windows Operating Systems Minimum Hardware
* Windows 2000 °© * Pentium 500 MHz or greater
* Windows XP °© * 128 MB RAM or greater
* Windows Server 2003 © * 52 MB hard drive space

* Windows Vista ©

*Windows 7 ©

Apple Operating Systems Minimum Hardware
* Mac OS X ® 10.4 and later * Macintosh ® computer with an Intel x86 or PowerPC ® G3, G4, or G5 processor
* 256 MB RAM or greater
* 200 MB hard drive space
\ /
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Website Management

Contnts

The Fundamentals of Site Management

The Content Management System is not like other software you may
have used. It does not need to be installed on your computer. It
quickly accomplishes tasks for you with a simple interface and easy-
to-use tools; tasks that in other programs can take months or years of
study to do well. It goes even beyond that, automating things behind
the scenes for you, automatically creating pages for your site based on
information you enter into the system (saving you countless hours of
busy work), and laying out content on your pages in an attractive and
highly customizable way.

In this Reference Guide, you have the ability to learn how to fully manage
your site and work with all types of content in all situations in a matter
of a few hours. That is a skill set that takes most web masters years to
learn, but it is possible because our interface has been designed from
the ground up to be as user-friendly and intuitive as possible.

Speak the Language

As with anything new, there are several new terms you’ll want to learn
in order to speak the ‘language’ of website management. You will see
those new terms in bold text throughout this guide, and you can also
find them in the Glossary.

While a lot of what you will see in our system will resemble working
with word processing software and other basic computer functions,
some of it is unique to working with web pages. One of the most important
differences between the way you work with the printed page and the
way you will work with online pages is the way things are
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Website Management

The Fundamentals of Site Management

MARTIAL CONCEPTS
measured: instead of using centimeters or inches in working with your - ad
content you will be using Pixels. -

Pomiinbes ol Piavamal Cooasbis % alame
(|

You’ve almost certainly heard the word ‘pixel,” but you may not know
exactly what a pixel is. Pixel is actually a phonetic contraction for Picture
Element. An individual pixel is one of the thousands of tiny dots on
your screen that is constantly changing color to make up what you see
on your display.

Everything that you will do on your website that requires measuring %’g ‘:_:)]T.inf;;j (fjuulu..u.
areas of your page or elements of content such as images will be e owenfls wroumssen
measured in pixels. On many displays, there are 72 pixels in one inch, '
but newer displays are often smaller than that, so as a rule of thumb,
80 pixels per inch will work just fine for you. If you work in metrics, 40

pixels is roughly a centimeter.
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Content Management System Introduction

The Content Management System is a set of tools that overlays your
website, tools that empower you to add and edit the content of your
pages, to add and edit the pages themselves, and to administrate
access to your site. It is essential that you use Firefox v.3.0 or higher
when working with the CMS on your site. While anyone utilizing a
current web browser will be able to view your site, for working with
its content, please use Firefox.

The Elements of the Content Management System

The major content and administrative functions are in the Admin
Toolbar, at the top of the screen.

_ Hide / Reveal Button: Click on this arrow to hide the Admin
Toolbar to see the top of your web page, click it again to bring the
Admin Toolbar back.

. Navigation: Add, remove, reorder, and manage pages for the
main menu navigation area of your site. o Show Me How

_ Repository: A holding place for files and pages. Upload files for

visitors to download, or create pages accessible by links. o Show Me How

. Manage Modules: Add or manage content for modules such as
Calendar, News, Classes, Products, Job Listings, and others that
automatically create pages for you. O Show Me How

b

o User Accounts: Manage accounts for people who you give access
to edit your site content as well as visitors who log in to view
restricted access content on your site. O Show Me How

o Learning Center: View an overview video on how to use the
CMS.

. Preview Site: Click to go to the site Home page from anywhere
within the Content Management System.

Logout: When finished working with your site content, click to
log yourself out of the CMS.

o Page Info Edit Button: Click to rename the current web page you
are viewing or to edit SEO information.

1, info Search Engine Optimization b
Watch the Video

When working with the Page Info function ( ) ), one of

the free services we provide you is ongoing education in how to

make the most of your Search Engine Optimization (SEO). Please

look for e-mail invitations monthly to attend our free webinars on

how to set up your pages and maximize your web marketing.
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Navigation

Your Main Menu
Navigation is where you can create new pages for your Main Menu can be configured g G PIEeTORE | COATOMTLORES | HYAYCOUTINE | CONTATT™ | HALEAAE
as well as pages that appear in the pop-up lists when you mouse-over by going to

your Main Menu items. Qaloencn
To begin, in your Admin Toolbar click on Navigation. Most likely, if
your site is newly built, you may have links for only Home and Contact
Us. Adding new links and pages in this area is one of the easiest
things to do in our Content Management System.

P> Home

Creating Pages and Links in Navigation > ContactUs

0 Click on +New Page.

o Choose one of the following options:
New Web Page

New Web Page - This option will allow you to create a new page 3 new wed page to yoursife ihat you can cusiomie wi confent
on your main menu; this choice is the one you’ll use most often.

New File - This option will allow you to create an item on your c au want 1o 1 Document. of one of many other
Main Menu that will link directly to a file that your visitors can e DR

. 0 Documenis/Productivity oy, doc pat, ped, ppte. A R, S s
either view or download. images o, ol (P9, 0

Music T, Wav

Video avi, v, mov, mpg, mpd, of, sl wew

Link to Existing Web Page - This option can either take the visitor

to a page somewhere else on your site (most often this will be a Link to Existing Web Page
page in your Repository) or to a page that is on another website. 1 Th Eiiaton 10w ce il Aascr s

10



. Contents . Glossary

4 &

Watch the Video Launch Step-by-Step

The Admin Toolbar

. -
Navigation Reposiory ManageModules UserAccounts LeamingCenter PreviewSite  Logout
PAGE TITLE: Home SEOQ TITLE: S5EC KEYWORD: _4’
Navigation
Creating a New Web Page Page Title
o Click on New Web Page. a
Smarch Engine Optimization {SEOQ)
In the Title field, enter the name of the page as you want it to Advanced Optinns
appear. Note: for pages you are placing on the main level of
your Main Menu (e.g. Home, Contact Us, Online Store, etc.) we
recommend that you limit the page Title to one or at most two
words. If you are adding a page to one of the drop-lists in your
Main Menu (page links that pop up in a list when you mouse-over
a page on the Main Menu) those names can be longer if needed.
o Click Save.
. . . File Title
Creatlng a Llnk tO a Flle En.t.l-ya-t.i.tIE.f:.T.thiE.f.i.lE_:.5-5}.“ waould like it to appear in the main
o Click on New File. You can work with any of the formats in the URL
Iist to the right. Click "Browse" to locate the file that you want to upload to your site.
o In the Title field, enter the name of the file as you will want it to
appear in the navigation.
Documents/Productivity .csv, doc, docx, .pdf, ppt, pptx, rf, i, xls, xlsx
o Click the Browse button and locate on your computer the file you Lo Y e o pn'; ik s
want to upload, and then double-click on the file. SRt _mpB: S
o Click Save. Video avi, fiv, mov, mpg, mp4, qt, swf, wmv
LY A

11
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Navigation
Linking to an Existing Web Page

o In a separate web browser window or tab, go to the target web
page for which you are creating a link.

. Click once in the Address Bar of your browser (it should start with
http://) to select the address of the page you are viewing.

. Copy the address with Ctrl + C (for Windows users) or Command
+ C (for Mac users).

o Go back to your website and login if necessary.
o Click on Navigation in the Admin Toolbar.

o Click on +New Page.

o Click on Link to Existing Web Page.

_ In the Link Title field, enter the name of the web page link as you IE'!n kIHTf'tlf. s o w18 i 10 appeds i the e
want it to appear in the Navigation. B
. oy . . URL
o Paste the link you copied into the URL field and click Save. e e

@. Test the new link by clicking on it and making sure it goes to the
proper web page.

12
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Navigation Functions o

Managing Your Pages Acme Store

The CMS Navigation system allows you to freely and easily move your SRBHRFLANSAES
pages around, reorder them, or move them up and down levels as
needed. Each page bar has a group of four Reordering Arrows to the
far right: the Up and Down Arrows allow you to change the order of ekt age
the pages as they are listed. When doing so, click once on an arrow
and wait for the page to move before clicking again, if needed.

About Acme

Contact Us

/= New Page
Each page in your Navigation has a Title Bar with navigation functions.
The Left and Right Arrows move pages to higher or lower levels,
respectively. In the example to the right, we can see that Bird Hunting
Club has been moved one level lower and is now one of the sub-pages > Acme Store
under Hunting Classes. While there is no real limit on how many
levels down your pages can go, we recommend not having more than

two sub-levels or the menus are difficult and cumbersome to navigate. » Bird Hunting Club

» Home

¥ Hunting Classes

The large Menu Arrows to the left of each page name will show you > Careers
what sub-pages are underneath the page in question if you click

on them. The +New Page will follow you to whatever level you are
currently viewing, so new pages will be made there. Clicking on the
actual name of the page will take you to the page so you can work on
its content. Lastly, the far right side of each page bar has a circular
Delete Button. Clicking Delete will bring you a warning encouraging > Blank Pagell
you to make sure you’ve backed up the content on the page before
deleting it because doing so will result in all page content being lost.

P> [Wiley's Wacky Page

» About Acme

P> Contact Us

13
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Repository

The system Repository is like a holding area for pages and files. In [e—
this holding area, you can create pages that do not appear in the site’s | fabout-acme.htm
main Navigation menu. You can also upload many types of files and '
then link to them for your visitors to download and view them.

web page

file - Not in Navigation

Acme Spring Newsletter

Just af_ter thIS sect‘ion, there iS a brief tutorial to ShOW you hOW to dO | http://siterepository 53 amazonaws.com/00375201005180336314266 jpg
one of the most commonly done tasks in the Repository: creating a Acme Store s it
p ., . . /utah-life-insurance-carrier-options.ntm :
page that you have ‘under construction’ so that nobody can view it
. . . q q Andy's Fun P . y
until you are done with the content, and then bringing the page ‘live’ ‘ e web page
Creating a Page in Your Repository ‘ % web page - Not in Navigation
o Click +New Page.
Page Title
o CIiCk New WEb Page, Egttzt:tltlefm this page as you would like it to appear in the main navigation on your
_ In the Page Title field, enter the name of the page as you would Search Enaine Opfimization (SEQ)
i i 5 Advanced Options
like it to appear. p

o Click Save.

14
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Repository

Uploading a File to Your Repository and Linking to It
Click +New Page.

Click New File.

In the File Title field, enter the name of the file.

Click on Repository in the Admin Toolbar.

Scroll down and find the file you just uploaded. With your
mouse, select the web address under the file name and copy it.

Go to the part of your website where you are creating a link to
the file and click to edit the content.

With your mouse, select the image or the text you are turning
into the link.

Click on the Insert/Edit Link button ( ﬁ')' paste the address into
the URL field.

C Qe CQEEREE

@- Click on Target, click the drop-list, and click on New Window.
0- Click OK, and then click Save.

Preview Site and test the link.

S

Click Browse to search your computer for the file, then click Save.

File Title

Enter a title for this file as you would like it to appesar in the main
navigation on your website.

URL

Click "Browse" to locate the file that you want to upload to your site.

Link
Link Info = Target Upload Advanced

Link Type

URL -

Protocol ORC

<others ~I
Browse Server

Link
Link Info = Target Upload Advanced

'arget arget Frame Name

“not set> i - |

<not sets

Topmost Window {_top)
Same Window (_self)
Parent Window {_parent)

| oK | | Cancel |

15
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Tutorial: Pages Under Construction

L

How To Set Up an‘Under Construction’ Page
and Bring It Live =

website.

FirSt Step: Set Up the Page Search Engine Optimization (SEQO)
o Click on Repository on the Admin Toolbar Advanced Options

o Click on +New Page

e Click on New Web Page

Home ACma Store Hunting Classas About Acme Blank Pagel! ConmactUs

Enter the name of the page in the Page Title field as you'll A R CELL N
want it to appear on the site. EECEEE Ty f=-o Accidental Death Waiver

. , Betore purchasing amy AGH - potentially lethal you mst (8 out i information in e fam
Take as much time as you need to work on the page’s content; #1{5o18could be Delow. Typing your “onstiutes B egally bindng digtal signature
pages in your Repository are not viewable to your visitors Byt e Logaiteme ,.nmpﬁ[ R

would you be?

until you link to them, as you will see in the next section. character, who I Wiy VA‘_

Duscribez whial you will &

When you are finished with the page content and you're ready to Ll Product(s) fo
bring the page live to your visitors, choose one of the following:

| want to have a link to the page in my main Navigau'on.o

| want to have a text link or an image link to the new o
page on one of my existing web pages.

16
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Manage Modules

Manage Modules is your online hub for entering and
managing content. The modules listed underManage
Modules are those that allow you to input information ? How To = Add Content Modules -
and images and then they create web pages for you. 4 Watch the Video
You will find most of these modules to be intuitive and
easy to use, and each is described further on in this

Most of your pages will have a smaller column for content
on the left, and a large one on the right. Major content
reference manual. modules, such as Products, Classes, and the new Gallery,
should be added in the larger area. Modules that will
work well in the smaller column to the left include News,
Calendar, Newsletter Sign Up, and Polls. You can add new
modules wherever you see an Add Content link. Click here
for more information. o

The Content Entry Process - When working with any
of the System Managed modules that automate the
creation of pages for you (Calendar, Classes, Products,
etc.), there is a three-step process to creating the
content, as follows:

N ¥ .
— b =

Go to Manage Modules Enter your content. Go to Preview Site, click on
and click on the desired the page that you want, click
module. Add Content, click the Add
button for the module.
L A

17
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User Accounts

The User Accounts section allows you to add Groups and Users

that can log into the CMS and work with site content. If you have Michetta IR dminiciraticn

members on your team who need access to log into the site, this is Create and manage the user accounts for people you authorize to manage the content on your
where you will go to give them an account and set up usernames and Hebsie

passwords.

It is a good idea to set up separate user accounts for everyone who
will be working on your site.

Restricted Visitor Access

. . . . Create and manage visitor accounts for people you want to have access to restricted areas of your
only certain sections of your website. For example, if you have an website.

employee you want to manage products in your online store, you can Visitor Accounts
set up a Group called Online Store and click checkboxes for the pages Restricted Pages
that members of that group will be able to edit.

A User Group is a group that can be restricted to editing content for

You should set up any Groups you may need first, and then set up
Users and add them to the appropriate Groups.

If you have access to the Premium module Member Login, you also
have the ability to Restrict any of the pages of your website so that
only visitors who have logged in can view them. In the latter part of
this section, you can view a Tutorial that will walk you through how to
set up your website for Visitor Login.

18
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User Accounts Pages:
Check the pages that this group can modify.
Setting Up User Groups
gvp P B Home
. B Acme Store
To create a new User Group, go through the following steps: B
) ) | Blueprints
In the Admin Toolbar, click on User Accounts. | FailSafe Rocket Packs
| Guns, Bows and Rocket Launchers
o Click on Groups. | Spring Loaded Gadgets
[ | Sale ltems
o Click on +New Group. W - wacky Weapons
| Candy
' In the Title field, enter the name of the Group you’re creating. - E
B Hunting Classes
C . El - Bird Hunting Club
o Click in the checkboxes for any pages that apply to the content =R e :
users will be able to edit. Clicking on a page will automatically B - wiey's Wacky Page
select all pages that are underneath it. M About Acme
B - News
_ When all pages that will be accessible to the new Group have g e
. - Acme Sprlng Newsletter
been selected, click Save. 1 Special Forms
=] The Most Difficult Hunt
When you are finished creating all of your Groups, proceed to the next | Job Listings
page to add your Users. = He Man _Cl_ub Page!!!
= Secret Visitor's Page!!!
. .. . 5 I's Guide age
Note: Users who are not in the Administrator group will not have ac- : Blarﬁ_’“ﬁé’fﬁ'}‘ﬂ”* s Guide to Roughage
cess to User Accounts on the Admin Toolbar. B Contact Us

b

19
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User Accounts

Setting Up New Users

To create an account for a new User, go through the following steps:
In the Admin Toolbar, click on User Accounts.

Click on Users.

On the page that lists all of your site Users, click +New User.
Enter complete information for all fields on the Edit User page.

For Username, a method that works well is to use the first name
initial and the full last name (e.g. wcoyote). A method that is
better for security is to use an e-mail address.

For Password, always enter changeme as the initial password.

Be sure to check the box for the appropriate Group the new User
will be in.

S & CECEE

. Click Save when all fields are complete (leaving any fields blank
and saving will fail and you’ll have to start over again).

Note: the Administrator Group is for System Administrators who

have access to edit the entire website and manage all User information.

Your Users will be prompted to change it the first time they log in.

First Name:
Wile. E.

Last Name:
Coyote

Username:
wileyc

Password:
Leave this field blank for an existing user if you don't want the current password to be changed.
Recommend "changeme" when creating a new user.

Email:
wileyc@wb_.com

Phone Number:
(955) 555-1234

Groups:

B administrators
| Products

20
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How To Set Up Member Login

Note: Member Login functionality is part of the Premium Feature
Package. If you don’t already have the package enabled, call (877)
909-6699 for more information.

When setting up your login information for members such as
Wholesale Buyers, Club Members, etc., who will have access to
restricted content, there are several steps you need to complete.

1) Create text, upload an image, or create a link in Navigation that will
become a link to your Member Login page and create the link (s). In
this Tutorial, we will create a link to an image and to text.

2) Establish the pages on your site that will be restricted to visitors
who are logged in.

3) Create Member Accounts for your site members.

First Step: Set Up the Member Login Link

In Navigation, create a new page to serve as the ‘hub’ for your
members who can log into your website.

Navigation > +New Page > New Web Page - Enter the name for
your ‘hub’ page and add appropriate content. Need help with
Navigation? Write down this page number and Click Here. o

Copy the New Page Address

You should be viewing your new ‘hub’ page: In the Address Bar of
your web browser, select everything that is after your .com, .info,
.net, etc. Begin your selection with the / that is after the .com
and go all the way to the end of the line, then copy the selection
with Ctrl+C (Windows) or Command+C (Mac).

Page Title

Enter a title for this page as you would like it to appear in the main navigation on your FOW' HUntEr C[U b|

website.

Search Engine Optimization (SEO)

Advanced Options

Firefox

okmarks Tools Help

) [ LikeSew Vids [ iGOV Learning [l Mailing Lists f& Docs [#§ Webbies # Dr : host g _ < I Website Setup B

+ir Fowl Hunter Club

Navigation

i

User Accounts  Website Configuration  Learning Center  Preview Sit

PAGE TITLE: Fowl| Hunter Club SEQO TITLE: SEO KEYWORD: 0

Home -  Acme Store

Lo ] Search JEPSEERS

A @ a
&

Generic Excellence

; i % .
" 4 e e JRGENT Vi p
. A kY
- e Fa i Lo Pk Py xS _.u‘

i g a7
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Setting Up Member Login Link, Continued

Go to the page on your site where you want to have your
Member Login link and click on the Edit ([ ) <) but-

ton for the module that has the image/text.

Click on the image or highlight the text you are turning into a
Member Login link.

o Click on Insert/Edit Link. &'

In the URL field, do Ctrl+V to paste the page address you cop-
ied earlier.

Click OK, and repeat steps 4 through 7 if you still need to link
an image or text.

Need help with the Linking process? Write down this page
number and click here. Q)

Link
Link Info = Target Upload = Advanced

Link Type
URL -

Protocol URL
<other> » fowlhunterclub btm

Browse Server

L
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Second Step: Set Up Your Restricted Pages Restricted Pages:

. . Check the pages that are restricted to website visitors who have a Restricted Visitor Account.
If you are setting up Restricted content for wholesale buyers, our

system will automatically restrict all wholesale information you

have entered into the Products module. The only thing you should
manually Restrict is any pages you create that will be accessible only
to your members.

Home
Acme Store
Explosives
Blueprints
FailSafe Rocket Packs
Guns, Bows and Rocket Launchers
Spring Loaded Gadgets
Sale ltems
Candy
Toys
Hunting Classes
- Bird Hunting Club
- Careers
- Wiley's Wacky Page
About Acme
MNews
MNewsletter
The Most Difficult Hunt
Job Listings
He Man Club Page!!!
Secret Visitor's Page!!!
Bugs Bunny's Guide to Roughage
Blank Page!!
Contact Us
Acme Spring Newsletter
Wiley Newsletter
Bird Hunting Club
File Download Page
Bugsy's File Sending Page
Reference Manual

o In the Admin Toolbar, click on User Accounts.
o Click on Restricted Pages.
All items in your Repository are listed. Click in the check-box-

es for all pages / documents that will be Restricted to mem-
bers who have logged into your site.

o Click Save.

Username:

Password:

| Login H Cancel

lal
=
[l
[l
]
]
]
[l
sl
o
]
]
=l
]
]
[l
sl
]
Ll
]
[l
]
]
sl
sl
]
Ll
sl
]

When someone goes to a page you have restricted, they will see the page grayed
out in the background and they will need to log in to proceed to the page.
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Third Step: Set Up Your Member Accounts

For all of your members, you will need to set up Member Accounts
that are complete with Usernames and Passwords. Make sure that
when entering information into a Member Account you complete
every field in the Member Account setup page.

o In the Admin Toolbar, click on User Accounts.
o Click on Member Accounts.

All Member Accounts that have been set up for your site will
be listed. Click on +New Member Account.

o Enter information for the Member. Fill out each field.

For Username, a method that works well is to use the first name
initial and the full last name (e.g. wcoyote). A method that is better
for security is to use an e-mail address.

For Password, always enter changeme as the initial password. Your
Members will be prompted to change it the first time they log in.

If you do not have either e-mail or phone information, enter
something (e.g. - Don’t Have Yet) so that the account will save.

6 After you have filled out all fields, click Save.

If you haven’t already done so, you should create a Form for
prospective Members to fill out to apply for membership.
Click here to learn how. o

Edit Visitor Account

First Name:
Dastardly

Last Name:
Racer

Username:
dracer

Password:

Leave this field blank for an existing visitor account if you don't want the current password to be changed.

Email:
dracer@wb.com

Phone Number:
(955) 555-2345

Save

I"a
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Content Management System Modules

The Module Toolbar - Each element of content on your webpages
are known as Modules in the Content Management System. You can
identify a Module by the little gray bar in its upper left corner. Here
are the different functions of the Module Toolbar:

o Edit: Opens the content window for the module, allowing you to
insert or edit content.

o Fine Tuning: Click to edit / enter the heading for the module or to

adjust the margins. By default, each side of a content module is
given 20 pixels of space, which is roughly 1/4-inch. Adjusting the
margins will fine-tune the module’s placement on the page.

o Up Arrow: Clicking this button will move the module up above
the module above it, if there is one. The modules will switch
places vertically on the page.

Down Arrow: Clicking this button will move the module down
below the module beneath it, if there is one. The modules will
switch places vertically on the page.

Delete: If you click this button you will see the following message:

Are you sure you want to delete this page component? If you're
sure, delete the module by clicking Okay.

Heads Up! There is currently no Undo feature when deleting
User-Managed Modules or Pages in the CMS. |F YOU DELETE A
CONTENT MODULE IT WILL BE COMPLETELY GONE. If you accidentally
delete something that you cannot replace or recreate, you can call
Support at (877) 909-6699 and we can restore the lost content for you.

A
. |

b

a How To Adjust Module Position

Sometimes you will place a module on a page and it won’t look right:
use the Fine Tuning button to go back and forth, adjusting the margins
until it looks good to you. By default the system will place 20 pixels of
space around each side of the new module to provide it ample ‘elbow
room’ with other modules and graphical elements nearby.

To move a module closer to something nearby, decrease the number
of pixels on that side by entering a smaller number in the margin for
that side; to move it farther away, increase the number by entering a
larger number in the margin for that side.

00 ©

A I

The Module Toolbar \ x
/ \

Add Content

Add Content Links

These appear in each column of content, beneath any existing
modules. Click the Add Content link to bring up a list of available
modules you can add. Clicking the Add button for a module will
place it on the web page.
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Understanding Modules

Types of Modules - There are three types of modules in the CMS:
System-Managed, User-Managed, and Utility. In the following pages
you will learn about all of the Modules in the CMS. For each Module,
you will see an icon that will let you know what type it is. Since care
should be taken when deleting Manual Modules, that icon is red.

System-Managed: Most all of the Modules in the CMS are Sys-
—— tem-Managed. Modules such as Products, Calendar, News, and
Job Listings to name a few all have the information for their content
stored centrally in the system. The CMS manages all of that content,
generating whatever pages are necessary, laying out images, text and
links, and maintaining all of it as you update the information in the
Manage Modules section of the Admin Toolbar.

When you click on Add Content to add a System-Managed module,

the system places a copy of the module onto that location of the page.

You can safely delete such copies of System-Managed Modules and
you will not lose any of the content you have entered.

System-Managed Modules include the following:

Calendar News

Classes Newsletter Archive
FAQ Poll

Form Products

Job Listing

User-Managed: Modules of this type store their information
only within the Module itself on the page, so the content is not

| kept in a central location. The most commonly used type of User-

Managed Module is the Content Module; the one you use any time
you need to place text, images, links, tables, or other content onto a
page. So these modules are user-created and managed.

If you delete a User-Managed Module, that content will be gone and
there will be no way for you to get it back unless you call us at Sup-
port (Call (877) 909-6699).

User-Managed Modules include the following:
Content Video

Slideshow

\_”{ Utility: These Modules all serve a special purpose, and don’t

really work with any kind of content that you have to enter.
Modules such as the Search Module and the Facebook Like Button
are examples of Utility Modules.

Deleting a Utility Module is always safe because you can just add an-
other one if needed.

Utility Modules include the following:

E-mail Marketing Receive File
Facebook Comments Search
Facebook Like Button

Newsletter Signup Form

Transfer Large File

b
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g The Calendar Module (System Managed)

The Calendar Module has tremendous flexibility and functionality

for planning and displaying upcoming events for your visitors. Your
primary way to enter information into your Calendar should almost
always begin with Manage Modules in the Admin Toolbar, from there
you can click on the word Calendar and work with your content. As an
alternative, you can go to any page on which you’ve placed a Calendar
module and click on the Edit button ({ ) « ) for that copy of
the Calendar.

The First Step in setting up your Calendar is creating Categories for
your events. For example, if you run a hardware store and you plan
to put promotional events such as seasonal sales on your Calendar as
well as in-store home improvement classes, you would want to cre-
ate Categories for each of those types of events. As an example, you
might name those Categories Promotions and Classes. You can create
new Categories by clicking on the New Calendar Category link in the
Calendar section of Manage Modules. To edit a Category, click on its
name in Manage Modules > Calendar, then click on the Edit link to
the right of the Category name.

The Second Step in setting up your Calendar is to enter the actual
Events into the appropriate Categories. Please see the Tutorial: How
to Set Up Your Calendar starting on page 30 for steps on how to enter
your Events.

The Third Step in setting up your Calendar is placing a copy of the
Calendar Preview on one of your web pages. The Calendar Preview
will display the next four events coming up on your Calendar, and has
a link to View the Entire Calendar. To place the Calendar Preview on
a page, click Add Content, scroll to the Calendar, and click Add.

L=l wkeme Calendar

« Apr7
Book Signing - Wile E. Coyote

« Apr7

Gear Fest 2010
« Apr12

Bird Hunting 101

« Apr 20
Death Trap Engineering

View entire calendar >

Add Content

Acme Calendar ;

April 2010

« I
1 2 3

T 8 g 10
Eook Signing -
Wile E. Coyote
Gear Fest 3010

11

Bird Hunting
101

April Events:

h
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The Calendar Module

Customizing Your Calendar

0 Contents

Calendar

If you want a copy of your Calendar to show only a certain Category
of Events, or even more than one but not all of your Categories, you

L\ RSSFeed

can control which Events each copy of your Calendar displays. To The RSS Feed button allows your visitors to have
customize this, click View Entire Calendar and then scroll down below changes on your Calendar appear automatically in

the main Calendar grid and find the Category you want to display. To their RSS Reader. Clicking on the RSS Feed button will
set the Calendar to display a single Category only, click on Only Show allow your visitors to select the RSS reader they prefer
This Category. To set the Calendar to stop displaying a Category, click to use (e.g. the free Google Reader). It is best to do
on Hide This Category. From this screen you can also add or delete this only if you have a busy Calendar that changes
Categories and Events. often.

On the pages that follow, our tutorial on How to Set Up Your Calendar — :
will guide you step by step through the process. Eii Subscribe to this feed using ‘?E.:d Live Bookmarks v |

[_] Always use Live Bookmarks to subscribe to feeds.

Subscribe Mow |
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How To Set Up Your Calendar

. Enter Single Events
Part One: Set Up Categories S

o Click on Manage Modules on the Admin Toolbar o Click on the Name of Your First Category

o Click on Calendar o Click on New Event

o Click on New Calendar Category e S e e L e

Title: Enter the Event name as you want it to appear on the Calendar.
In Calendar Category Name, enter the name of the Category v pot I | PP

as you will want it to appear, and then click on Add Group. Category: Click the drop list to choose the Category for the Event.
o Repeat Steps 3 and 4 for All of Your Event Categories Address: If your visitors will need a street address, enter it here.
Location: If the event will be held in a location that needs descrip-
Helpful Hints Category Names tion, enter the details here (e.g. the Centerville community center).

Note: This is a required field and will appear on the web page even if

What Do | Do for Category Names? The reason you might Ve ICEWR 2 | ETi %

want to categorize Calendar Events would be so that your Phone Number: If you wish to provide an informational contact num-
Calendar can be viewed according to different types of ber for the Event, list it here.

events. If you don’t need this kind of organization to your
Calendar, just make a single Category for all of them and

title it something like My Store Events. Title:

Category:

Part Two: Enter Events
Address:

There are two ways to enter new Events into your Calendar. You can
enter single Events directly through the form provided in Manage sl
Modules > Calendar, or you can enter a batch of Events exported from
whatever calendar software you use (e.g. Outlook).

Phone No.:
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How To Set Up Your Calendar

Part Two, Continued: Enter Events

Description:

HL S-S Ia o i g
-|; T~ %'; ] = & =] Source

Description: Enter all pertinent details about the event. If you have
any photos, you should also include them here. Need help using the
Content Editor (pictured above)? Click Here: o

Date: Enter the beginning date of the Event. See below for how to
enter information about Events that span multiple days.

Time: Enter the starting time of the Event. If you wish to list the
projected ending time, include that information in the Description,
above.

Repeat: Check this box if your Event will span multiple days or if it
will be a recurring Event. —p—

Repeats Until:

Repeats Until: If the Event
has a specific end date,
enter it here. Ifitis a con-
tinually recurring Event,
change the date here to
the latest possible (e.g.
December 31, 2020) @ ey Mok

® Every Year

Repeat Type:
Daily
Every Week

Every Two Weeks

Repeat Type: Click on the
appropriate radio button
for the way your Event will be repeating. Special Situation: For ex-
ample, you have an evening meeting that takes place on the second
and fourth Thursday of each month. In a situation like this, you need
to do a separate Event entry for each monthly meeting. So for the
first one, in the Repeat Type area, you would select Second Thursday.
You would create an entire new Event for the second monthly meet-
ing, exactly copying all of the information you entered for the first
one, and then for Repeat Type you would select Fourth Thursday and
save the Event.

o Save the Event

When you have all of the Event information the way that you want it,

click the Save Event button to save it to the system.

Be sure to allow the system whatever time it needs
to complete uploading event information and data,

such as image files in the Description. If you click away before this

is complete, your Event will not properly save.

L
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How To Set Up The Calendar

Part Three: Place the Calendar Preview on a Web Page

Go to the page on which you want the Calendar Preview to
appear (e.g. click on Preview Site to go to your Home page).

o Click on the Add Content link for the appropriate page area.

6 Find Calendar in the list of Modules and click Add.

If you wish for this copy of your Calendar to display all of your Catego-
ries and Events, you are done! If you want to customize your Calen-
dar, continue on to step four.

o Click View Entire Calendar.
o Customizing Your Calendar

Naming Your Calendar: To name a copy of the Calendar, after you
have clicked View Entire Calendar, click on Edit Title to change the
name to whatever you like.

Showing Only One Category of Events: To show only one Category of
Events, scroll down below the Calendar grid and look at the Events for
the current month. Click on Only Show This Category beneath the ap-
propriate Category name.

Hiding a Category: If there are Categories you do not wish to show
on a copy of the Calendar, scroll down below the Calendar grid and
look at the Events for the current month. Click on Hide This Category
beneath the appropriate Category name.

Acme Calendar

April 2010

o Alternate Calendar Information Entry

In addition to using Manage Modules, you can enter Calendar Infor-
mation from the View Entire Calendar page in the following ways:

Edit / Delete Category: In the list of Categories for the current
month’s Events, you can either Edit or Delete a Category. Be careful
when deleting, as there is no Undo feature for deleted content (you
will lose all Events in a Category you delete).

Add Category: Below the current month’s Events is a link you can
click to add a new Category.

Add Event: Scroll down to the appropriate Category. Click on the
Add Calendar Item link to add an Event.

L
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gi The Classes Module (System Managed) 3 Classes

The Classes Module allows you to easily display a full range of details
about your classes for your visitors. Your primary way to enter infor-
mation into your Classes should almost always begin with Manage

For all of your Death Trap construction needs, thi

Modules in the Admin Toolbar, from there you can click on the word . . - |  besksiatucidinemivisse IS
Classes and work with your content. As an alternative, you can go to Rl start Date: April 15, 2010
g . - x Cost: 5 285.00
the page on which you’ve placed a Classes module and click on the :
Edit button ({ ) <) for that module.
The First Step in setting up your Cla§ses is creating Class Entries for How The Classes Module Works
each of your Classes. For example, if you run a craft store and you
plan to offer a class on Scrapbooking, you would want to create a When you enter information about a Class, the Module will save it
Class Entry with the name of the class, for example, Scrapbooking in our database. After the Class expires, it will cease to display on
101. Please see the Tutorial: How to Set Up Your Classes starting on the web page (see Hide Class settings on page 35), but it will always
page 34 for steps on how to enter your Classes. remain in your list of Classes in Manage Modules > Classes. So to

make such a Class active again, all that is needed is to click on Man-
age Modules > Classes, and then find the Class name in the list and
click onit. Then you can go in and update the Date for the class so
that it will display once again on the web page.

The Second Step in setting up your Classes is placing a copy of the
Classes Module on the appropriate web page. The Classes Module
will display the list of upcoming classes from the current date forward
in a list going down the page chronologically. Each Class can (and
should) have a picture with a brief description and key information
and is a link that will take viewers to a page just for that Class. The
individual Class pages are created for you and managed for you au-

tomatically by the Class Module. To place the Classes Module on a : .,
page, click Add Content, scroll to Classes, and click Add. Where should I put pictures? The short answer is ‘every-
where you can.” Images make your pages come alive to the

eyes; they communicate far more than your words can, and
create feelings as well. Having ample imagery on your site
is essential to having attractive pages, and is one of the cor-
nerstones of good web marketing.

' Helpful Hints Eye Candy

On the following pages, our Tutorial on How to Set Up Your Classes
will guide you step by step through the process.
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How To Set Up Your Classes Edit Class
Part One: Enter Class Information Class ID: ]
o Click on Manage Modules > Classes. ﬁf:;j.::ﬂf |
o Click on New Class. rrojoctmage:, TN
Short Description:
e Enter Your Class Information. (required)

Class ID: If you want to provide precise identification for your classes,  [Fyttetassyie

create an ID number or code and enter it here. i il

Class Title: Enter the name of the Class as you will want it to appear Hisdlisi| = NS BB (g
: % -i Ta- - i@ O = [E Source

to your students. =

Project Image: Browse for the image you want to use as the main
image representing the class. This image will automatically be thumb-

Long Description:

nailed for you (displayed as a small image) and visitors will be able to (optional)
9 9 9 9 Q g The Lt Description is
click to view the full size image. Project images should be between e tE L dn

400 pixels wide and 700 pixels wide. St
Short Description: Begin with a sentence promoting the class, an-
nouncing what students will learn of value. This description will ap-
pear on the page listing all classes (see upper image on Page 33)
along with key information on the date and cost of the class.

For the Long Description, you have the opportunity to provide ad-

Long Description: When one of your website visitors clicks on a Class ditional description of the class as well as images. It is a good idea to
in the list to see more information, they will be taken to a page just have images not only of the final result of the class, but also of stu-
for that Class, and that is where they will see the Long Description and dents participating in the class. Need training on using the Content
the full details of the Class. Editor (pictured above)? Click Here: o
%, F i
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Part One: Enter Class Information, Continued

Dates & Times: If you established a Class ID for this Class, enter it in

the appropriate field. Set the month, day, year, and time for the Class.

If the class will have multiple sessions, click on the link that says Click
here to add additional dates. If you plan to offer a new instance of
the same class at a future date, click on the link that says Click here to
add a new START date.

Calendar Category: If you have set up your Calendar, all of the cate-
gories in your calendar will appear in this drop list and you may select
the appropriate category for the class to go into (most organizations
simply call the category Classes).

Hide Class: This feature allows you to control when the Class will
cease to appear on your list of upcoming classes. Enter a number
here representing the number of days after the Start Date that you
want the Class to cease to appear. Example 1: If your Class will be
held once only, set the number to zero (0) so that the Class will disap-
pear from the Class list the day after the event. Example 2: If your
Class will be on the same day (e.g. Thursday) each week for 3 weeks,
your Hide Class number should be 14 because you will have two
weeks following the Start Date during which the Class will be live.

Cost: If you charge for the Class, you can enter the cost here (leave
it at 0.00 if the Class is free). You can check the Show Cost checkbox
if you wish to display the cost of the Class (in cases where the Class is
Free, you might not wish to display it that way).

Cost Description: If there are additional costs involved in the class
(e.g. materials, meals, etc.) or anything that is included in the Cost,
you can describe such things here.

L

Dates & Times: (required)

Class ID (optional): _ (example: 101, 201, 201A)
2010 v B Noon  ~

Is this class taught over multiple sessions? If so, click here to add additional dates.

Are you teaching this same class again starting on a different date? If so, click here to add a
new START date.

Calendar Category:

Select a calendar category if you
want the dates for this class to show
up in your website calendar.

- Mo Category — -

Hide Class:

How many days do you want this
class to remain on your website after
the last date of the class?
Examples: '0' to have it not show up
on your site the day after the last day

days after the last day of the class

of your class, '30' to wait for 1 month,
elc.

Cost (required):

Enter the dollar amount for this class.
Do not add dollar signs or non-numeric
characters.

Examples: 45.00, 69.95 or 0.00 for
FREE.

$ D = s o

Cost Description: (optional)
Is there any additional information you
would like to display along with the
cost?

Examples: 'membership per year',
'Kits available', includes lunch'
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Part One: Enter Class Information, Continued

Skill Level: This space allows you to enter the appropriate experience
/ skill level participants will need for the Class (e.g. Beginner, Interme-
diate, Advanced).

Materials Included: If the Class has any materials or essential items
that are included, you can list them here.

Requirements: If there is anything the students will need to bring
with them (e.g. a glue gun, or lunch) you can list such necessities
here.

Instructor: You may enter whatever information about the Class
instructor you feel is necessary. Contact information is often a good
idea here.

Q) sove class

When you have all of the Class information the way that you want it,
click the Save Class button to save it to the system. Your information
will appear on the web page as in the example to the right. Be sure
to allow the system whatever time it needs to complete uploading
Class information and data, such as image files in the Long Descrip-
tion. If you click away before this is complete, your Class will not
properly save.

Skill Level: (optional)
Examples: 'Beginner', 'Intermediate-
Advanced'

Materials Included:
(optional)

Enter the materials included as part of
the cost for the class.

Examples: 'Fabric & Pattern', 'Like
Sew CD'

Requirements: (optional)
Enter items, skills, etc. needed to take
this class.

Examples: 'Fabric & Pattern’, 'scallop
ruler'

Instructor: (recommended)
Include as many details about the
instructor as you would like. You may
wish to include the instructor's name,
email address, website, phone number,
etc.

Part Two: Place the Classes Module on a Web Page

o Go to the page for your Classes.

Clicking on Preview Site will take you to your Home page, you can
then navigate to whatever page you will have for your Classes.

o Click the Right-Side Add Content Link

6 Scroll Down to Classes, Click the Add Button
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. . o Ré = oh ysor@eneric product and service needs. you don't have to look any further

The Content Module is the one you will use the most because it is the than Acme Inc_, the world's foremost generic maker of stuff. Need to smash
module you use to manually place text, images, tables, links, and other something flat in a hurry? No problem! Need a spring-loaded pavement block death

. trap? \We make them better than the competition. Need a rocket-powered terrain-
special content on your web pages. Content Modules are stand-alone hugging pursuit craft? We are your go-to source. Click here for our brochure!

objects; you create them, place them on a page, and that is their sole
location. So unlike most other modules, you cannot go into Manage
Modules to add or edit the content of your Content Modules. So once
you have created a Content Module, the only way to get in and edit or
update it is to click on the Edit button of its Module Toolbar. { ) x

To Create a Content Module, click Add Content, find Content at the

top of the list, and click Add.
Feather-Touch

Landmines Explosive Vitamins' Ludicrously Large Magnifier

f:ontent pr————e—

itent module to create a f text, a bulleted or numbered list, add an image, or most anything else you
create with a word pr .

Fhe Kicen Stride e isvur-ganizer

Heads Up! There is currently no Undo feature when deleting
'ﬁ Content Modules or Pages in the CMS. IF YOU DELETE A CON-
TENT MODULE IT WILL BE COMPLETELY GONE. If you accidentally ~ e T
delete something that you cannot replace or recreate, you can KIEE"'StT‘idE Vlsorgah
call Support at (877) 909-6699 and we can restore the lost content for it
you, but it may take several days.

Content Modules allow you to place text, images, tables (see above
right trio of images), links (see Feather-Touch Landmines), and other
special content onto your web pages.

Add Content Add Content
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The Content Module

After you have placed a Content Module on a web page, you will
see the Edit Module screen. Here is how you work with the Content
Module:

Heading: Headings that you enter in this field will appear on the
web page in a large-size, bold typeface that will be centered and will
have a colored divider bar between the headline and the rest of the
content, as in the example in the lower right.

a How To Plan Page Content

When you are initially considering where to place

a Content Module onto a web page, you should be
thinking about several things. It may be helpful to be
looking at any images you plan to put in the Module,
so that your mind’s eye can more easily grasp the
space you will need. Also think about any text you
will be entering into the Module, and your ongoing
needs for what will be going into the space in the
future. It is always better to leave yourself extra
room than to end up crowding things onto a page,
so plan to place your Modules in areas that will be
more than wide enough for the content you plan

for the Module. Also remember that the width of
your content is the only limit on you; your pages will
stretch as far as they need to for your content.

Edit Module

IHeadin' c:tiunai:

Image (optional):

Image Alilgnment (optional):
Above Contenl (large image) _"'

b

Save Module

|' — . Acme Calendar

« May 14
Book Signing - Wile E. Coyote
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The Content Module Fun with Text and Images
Image: This field allows you to browse your system and quickly load Hil I'm a clever and witty paragraph about how fo enier textinfo the

. . Content Management System! Mo, really! Entering text info the system is
an image. If you need to change the Image, you can check the Delete as easy as using a simple word processor. Hopefully at some point in

. . your education you learned the finer points of typing (or 'keyboarding’ in

box and Browse for a new one. Please Note: Once you bring an popular weblingo)Please do not call it button mashing, ‘board-bashing;
image in this way, you cannot set it to a specific size, you cannot or even ‘hacking.” While those terms might be more fun fo some

. . . . . .. . individuals than merely typing, true hackers may take offense, hack into
position it with precision, and you cannot turn it into a link. We our servers, and change all of our billing for the month to 'Paid.! While this

8 c might amuse and delight some of you, | assure you that our bank accounts
recommend that you do not use this function unless you know that would be sad for the entire month, so please show you care, and just say, 'typing." Most of the functions you
the pre-set sizing (Small will be 150 pixels wide, Large will fill up the would need in a good word processor are built right into this Content Editor, so you should feel righit at home. If
available area for the module) will work for what you want. The To continue learning how to use the Content Editor. bro
o . . inu i wtou i -
better way to bring images onto your pages is by using the Insert/ ceed to the next age P
. . . X .

Edit Image @'func‘aon of the Content Editor (see page 41). pag
Image Alignment: If you use the Image field (above), you have Learn how to work with Text and Images o
some limited options on how the image will display. You can have
the image Large (it will stretch to fill the available space, so if you're
using an area that is larger than the image, this will make the image
quality much lower) and either Above or Below the rest of the Module
content. You can have the image Small (it will be about 150-pixels in
its largest dimension) and either to the Right or Left of the Module
content.
Content Editor: See the following pages for full details on using the
Content Editor.
Save Module: When you have your content the way you want it, N — You Are Iresistably Attracted to
clicking this button will upload your changes to the site. Until you pett
click this button, none of the changes you make will be in place, and
if you navigate away from the Edit Content page before saving in this Learn how to work with Tables o
way, you will lose your changes. . .

’ Learn how to work with Links o

h
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%

The Content Editor I L = | %o BB ¢

~ | Size -2 Ig- g~ i@ 1 = & [=] Source

ik
Il

S

The Content Editor is the main data-input tool : Fomat - | Fort
used in most CMS Modules and is used to enter

rich content that goes beyond text, such as images
and graphics, tables, links, and even html code for
special plug-in elements. It looks and functions
much like a word processor but has some important
differences. Functions that might be new to you if
you are familiar with word processors are described
below.

Font Functions: The Format drop-box allows

you to set the style for the font, changing size
and things like boldness with a single click. The Font
drop-box lets you choose between typefaces that
are all web-safe (such typefaces will be on every
computer that views your website). If you need to
use a different typeface, you should turn such text
into a graphic using Insert Image (see below).
The Size drop-box shows you what the different sizes for typefaces

ook like. Cut, Copy and Paste: & @.' For cut, copy and paste
Insert/Edit Link & Remove Link: & 5' Linking is one of the functions, the buttons often do not work because for some
essential operations you will use to make your site accessible reason those functions interfere with browser security settings. The
and your content active. For training in using this important function, most reliable way is to use keyboard commands. For Windows™
please view the Tutorial on Working with Links on Page 49. () users, hold down Ctrl and X to cut, Ctrl and C to copy, and Ctrl and V
to paste. Mac™ users should use Command instead of Ctrl.
LY A
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The Content Editor, Continued

Paste as Plain Text / Paste from Word: i |

When you copy something from a website that
is not yours or from a program on your computer,
you should use Paste as Plain Text. This function
will clean out all html code or program content
that your website does not need and will paste in
only the text. You will lose formatting such as bold/
italics, bullet points, and links, so you will need to
reformat your content. If you are copying content
from MS Word, use the Paste from Word function
to clean out all of the markup and code that Word
uses. When pasting with this function, you will keep
your formatting and links.

Anchors: | £ | Anchors are convenient for long

pages and serve as links that provide ‘jump-
points’ to major sections of the page. For training
in using this function, please view the Tutorial
segment on Creating Anchor Links on Page 56.0

Insert/Edit Image: When you need to put a graphicor a Insert Horizontal Line: | — | Clicking on this button will insert a

photo into a Module, the Insert Image button is the best place line that is slightly shadowed and will go all the way across the
to start. For training in using this important function, please view the area in which you are working. These lines are excellent dividers
Tutorial on Working with Text and Images on Page 43.0 between major sections. Once such a line is in the work area, if

you need to delete it, simply click below it with your mouse and hit
backspace until it disappears.
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The Content Editor, Continued =l 3

Insert Table: E'Tables are a powerful way to ‘é Fomat - | Fort ~ | Size - Ty~ | g E M = | =] Source
o attractively lay out content such as multiple im-
ages and text blocks in columns and rows. For train-
ing in using this important function, please view the
Tutorial on Working with Tables on Page 46. o

B T i

i1
il
Ul
il
i
i

Source: L[] Source 'The Source view allows you

to work directly with the HTML tags for format-
ting content and is the view you will want to use if
you have an HTML module of code to plug in. Click-
ing the Source button toggles between the Normal
view and the HTML view.

On the following pages are three very important
Tutorials: Working with Text and Images, Work-
ing with Tables, and Working with Links. Learning
these topics will help you with the majority of your
content creation needs.
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Working with Text and Images

We are going to create a paragraph section of text that wraps around
an image, as in the example to the right.

o Create the Content Module

Find the part of the page where you want the text and image to be
and click on the Add Content link for the appropriate column. Find
the Content Module at the top of the list and click Add.

o Enter a Heading for Your Content

If you are using an image for a heading (something you would want
to do if you are using a special font instead of one of those included
in the Content Editor’s font list) you should leave the Heading field
blank.

o Enter Your Text Into the Content Editor

If you have composed text in another program, please use Paste as
Plain Text or Paste from Word, i |whichever applies (Click here
to learn more ). Otherwise, compose your text passage in the
Editor itself. Remember that you do not have to change the font from
your default font (the font that the rest of your website uses for body

L

SSTavO

Fun with Text and Images

Hil I'm a clever and witly paragraph about how to enter text into the

Content Management System! Mo, really! Entering text into the system is

as easy as using a simple word processor. Hopefully at some point in N
your education you learned the finer points of typing (or 'keyboarding’ in A%
popular web lingo). Please do not call it 'button mashing,' 'board-bashing,’ !'.?
or even 'hacking." While those terms might be more fun to some '},._, ot ¥ W
individuals than merely typing, true hackers may take offense, hack into Sy i

our servers, and change all of our billing for the month to 'Paid." While this T E 5=

might amuse and delight some of you, | assure you that our bank accounts - -

would be sad for the entire month, so please show you care, and just say, 'typing." Most of the functions you
would need in a good word processor are built right into this Content Editor, so you should feel nght at home. If
you feel the need fo get all fancy and stuif, you can compose content in Microsoft Word, or pretty much any other
program you like, and then copy and paste the content into our Editor. Fine, be that way. Just remember that if
you paste something in from Word, find the little dust-broom-looking buiton (Clean Up HTML), click on it, and
then click on the button that says Remove All Word-Specific Markup. That way you won't bring any of the
extra clutter that Word adds to its content that your web pages don't need at all. All set? Well, get after it! Siart
typing, already!

Heading (optional):
Fun with Text and Images

Image (optional): Be sure to leave Image (optional) and Image
Alignment (optional) blank unless you want to
forego your ability to link the image, size it precisely,
and control its placement on the page precisely.

Browse_

Image Alignment (optional):
Above Content (large image) E

Content:

Hil I'm a clever and witty paragraph about how to enter text into the Content Management System! Mo, really! Entering text into the system is as easy as using a

text) unless you need it to look different.

Heads Up! If you compose content in Microsoft Word and paste
‘b it into your Content Editor, you should click on the Paste from
Word button and then you should click on the checkbox for Remove
Style Definitions. Do your Ctrl+V in the window, and then click OK.
You should do this every time you paste content from Word.

simple word processor. Hopefully at some point you learned the finer points of typing (or "keyboarding’ in popular web lingo). Please do not call it "button

Insert the Image

Click on the Insert/Edit Image button '(Iower row of buttons,
near the right), click on the Upload tab, and then Browse your

computer for the image you want. After you select the image, click

on Send It To The Server to finish the upload.

43



o Glossary

2 &

Watch the Video Launch Step-by-Step

0 Contents

Tutorial: Working With Text and Images

' L
Once you have successfully uploaded the image, the system will pop Imaage Info
up a window to let you know it is complete. Click the OK button to go URL

http://siterepositary 53.amazonaws .com/0037520101 2211055587116 jpg
Altemative Text

back to the Image Properties tab.

Using the Image Info Tab

Preview

Width 150

. Lorem =

Image Preview Height 102 ipsum |
dolorsit  |=

In the Preview pane, you will see the image at its actual size. For larg- Border amet,

HSpace 10
WSpace
Align Left

er images, it may be difficult to indentify what you are seeing because
the image is shown from its upper left corner.

consectetuer adipiscing elit. Maecenas
feugiat consequat diam. Maecenas metus.
Yivamus diam purus, cursus a, commodo

Rule #1 For Images: 1,000 pixels is too big. If the width or height is
1,000 pixels or higher, the image is too big for your website. To use
the image, you need to open it in software such as Photoshop, Paint
Shop Pro, or any image editing software (e.g. programs that might
have come with a printer or camera you purchased). You need to re-
size the image and then save it at the new size. After you have done
so, go through the Image upload process described on the previous
page and upload the resized image. If you don’t have software that
can do this, click here to learn how to use Picnik.com. O

As you change Width or Height numbers, you will notice that the
dimension you are not editing changes automatically to keep the
image at the proper scale. If you click on the small Lock symbol, you
can alter only a single dimension. Drastic changes done this way to a
single dimension will make an image look too wide, too cramped, too
short or too tall.

Changing Width and Height

You can enter new numbers in either the Width or Height fields to
change the size your image will display on the web page. Don’t en-
large an image larger than its original dimensions or it will become
fuzzy and pixellated. Resizing an image this way does not change the
image file size, it only changes the way it will appear on the page. To
change the image file size, please follow the steps outlined above in
Rule #1 for Images.

Adding a Border to an Image

You can enter a number into the Border fields to add a borderline
around the image. That line’s thickness in pixels will match the num-
ber you enter. By default, the border will be black. You can change
the border color by clicking on the image in the Content Editor and
then clicking on the Text Color button. B
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Using the Image Info Tab, Continued

Horizontal and Vertical Space

The HSpace and VSpace fields of the Image Info tab allow you to add
empty ‘padding’ either to the sides or above and below the image,
respectively. To add the space, enter a number in pixels for the
amount of empty space you'll need (remember the rule of thumb for
pixels: 20 pixels equals 1/4-inch, or half a centimeter).

Most often, you will not need to add any vertical space because
usually you are given some space beneath the image because of
the way the bottom of the image lines up in the middle of a text
line. Perhaps 9 times out of 10, you won’t need vertical space at all.
We recommend trying out numbers in the appropriate fields and
then clicking OK to take a look, and then coming back into Image
Properties if necessary to adjust the space further.

Image Alignment

The Align drop-list will let you set how the image aligns to text. Most
commonly, you will either be selecting Left or Right for this area. Itis
a good idea to try the other choices just to see how things line up.

Rule #2 For Images: Jpegs are best. If at all possible, always use jpeg
images for your website. Jpeg images have a rich color palette (the
entire spectrum of 16.7 million colors that are visible to the human
eye), high visual quality, and a very small file size. That is a perfect
combination for web images. Avoid .gif images if you can; older
formats of .gif images (pronounced ‘jiff’) will not work in the system
at all. Also avoid .bmp images altogether; they have poor visual
guality and the largest file size of any image format.

L

Image Properties
Image Info = Upload

LURL
http://siterepositary 53.amazonaws .com/0037520101 2211055587116 jpg

Altemative Text

Preview

Width 150
Height 102

Lorem
ipsum |

dolar sit i |
amet, -

a2

Border
HSpace 10

WSpace
Align Left

consectetuer adipiscing elit. Maecenas
feugiat consequat diam. Maecenas metus.
Yivamus diam purus, cursus a, commodo

Set the image properties to your preferences in the Image
Info tab.

Set the Width of the image to something small, around 200 pixels

is good. Practice working with image borders by adding a number

in the Border field. Add HSpace to give the image some horizontal
offset from the text, at least 10 pixels is good. Align the image to the
Left of the text. For all of these options, try different numbers and
settings to see what appeals to you.

Click OK when finished, if everything looks good click the
Save Module button to place the content on the web page.
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Working with Tables

We are going to create a table with images and text like the one
pictured to the right. Please practice with images like those you will
be using on your actual site.

o Create a Content Module

Find the part of the page where you want the table to be and click on
the Add Content link for the appropriate column. Find the Content
Module at the top of the list and click Add.

o Enter a Heading for Your Table

6 Create Your Table

&) Click the Insert/Edit Table Button [T l
&) Configure Your Table Properties

For this example, set Rows to 3 and Columns to 2. For Border
Size, it is recommended to set this to 0 for most tables you
create, for this example leave it at 1 so you can see what the
border lines look like. Set the Alignment to Center (this is a good
standard operating procedure to follow). It is good to have ample
room to work with for a new Table, so you should usually set the
Width to somewhere between 400 and 600 pixels wide to start.
For this example, set the Width to 500 pixels. You do not need

to set the Height; the Table will expand as far as you need to
accommodate whatever you put into it.

Cell Spacing is the amount of space in pixels between the cells;
leave this number at 1 for this example. Cell Padding is the

Table Example

Table Properties
Rows: 3 Width: H00 piels W
Columns: 2 Height: pixels
Border size: 1 Cell spacing: 1

Alignment:  Center - Cell padding: 10

Caption:

Summary:

amount of blank space around what is inside the cells; for this
example, set the padding to 10 pixels. If you put text into the
Caption field, it will appear on the page just above the Table;
this is usually used for descriptive text for large tables. The
Summary field is just a note to yourself, often used in Tables that
you change frequently to keep track of what you’ve done. Click
the OK button when finished.

L
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Working with Tables, Continued

) : HE=A| : B b
Q Merge the Two Cells in the Top Row : -ilm | mll= 15 = source

In this example we want to join the top two cells horizontally into
one cell that goes all the way across the Table so that we can put
a heading in there. To do so, click and hold your mouse in the
upper left cell and continue holding the button down as you drag =2 insert Cel Before
across to the upper right cell. You will see both cells highlighted C S inset Cell After

in blue. S Delete Cells
i# Merge Cells

Delete Table
[T Table Properties

Right-click (or Ctrl-click if you use a Mac) to bring up the pop-up
context menu and scroll down to Cell. A flyout menu will pop up,
move over to Merge Cells and click on it. The two cells will join.

[=] Call Properties

0 Enter a Text Heading in the Top Row

4+

1l
1l
i
e
g

B i i
Click in the top row and enter text for your heading. Feel free to

experiment with the Format drop-list for text styles, Fonts, Sizes,
and Text Color. It is recommended that you center text using the
Center Justify = |button when making a heading or title.

6 Upload Images into the Second Row

Beginning with the left-side cell in the second row, click inside the
cell and then click the Center Justify E_'button. Click on the
Insert/Edit Image button to begin uploading your image.
Click the Upload tab, then click the Browse button to search your
computer for a jpeg image that is fairly small (around 200 - 250
pixels wide). To finish the upload process, click the Send It to the
Server button. Change the Width of the image to 220 pixels and
click the OK button. Repeat the process for the right-side cell of
the second row. Click here to learn how to size images. o
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Working with Tables, Continued T
[~ sis T - (@ 0 = B soues

Don’t be alarmed if you see one side of the Table shrink drasti-
cally when you add something to the other side. The Table will
even itself out when you add something to the shrunken side as Table EXGI'I"I[J|E
long as what you are adding is roughly the same size as the first
image. Sometimes the shrunken column can get extremely nar-
row. You can still work with it, just be sure to carefully click your
mouse within the border of the cell and as you enter content it
will widen for you.

o Enter Text Captions Under the Images in the Bottom Row

Click in the bottom left cell and then click the Center Justify %'
button. It is recommended for good form to Center headings and
captions and to Left Justify body text. Enter and format your cap- Don't Blow ! You Are Irresistably Attracted to Mell
tion text as you like. Repeat the process for the bottom right cell.

0 Save and Finish

If your Table looks good to you, click the Save Module button to
load your new Table onto the web page.

o Adjust the Table as Needed

It’s a good idea with Tables like this on your website to change out the
images and text at least every month or so to keep your content fresh.

You Are Irresistably Attracted to
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Working with Links

Links are one of the most important elements for your website: you
should link abundantly on your site to make it more accessible and
user-friendly for your visitors. In this Tutorial we will practice the five
major types of linking: 1) Linking to a page on your site, 2) Linking to a
page off of your site, 3) Linking to a file, 4) Linking in your Navigation
to a page in your online store, and 5) Working with Anchor links.

o Create a Link to a Page on Your Website

Before you can create your link, you must find or enter an image and $ZTa0
New Click here to see what's new at Acme!

some text that will become the link your visitors will click on to go to
the target destination. In this Tutorial segment we will use a small
image and a small text phrase as our links.

&) Go to the Destination Page for Your Link

narks. Tools Help

4‘| LikeSew Vids jiy iGOV Learning G Mailing Lists I Do E: Webbies # Dr-:lpEi-:I:-:-':'_-‘_;'f';:".- ’:';Iicehust_--'; Staging Domains E Website

o Copy the Web Page Address for the Destination Page

Look in the address bar (the larger bar at the top of your
browser) and where you see http:// is where you will copy the
address from. If your website is live, highlight everything in the
address (you can do so with a single click) and Copy it (Ctrl+C

ﬂ: Sale temns f{ Sale Items

For any birds interested in vitamins that you

for Windows, Command+C for Mac). If you are on one of the furiher than our Explosive 'Bird Vitamins.' Tt
temporary staging domains (e.g. onyx58.info) you cannot copy e reguiar piis; smeTinIACL o) SRS
everything or the link will not work when your site goes live. All : (o1 I-L N 100 Capsule - $49.95 ~ ==y
you need to copy is everything that is after your www.onyx.info, - quantity: [[IIRd
beginning V\{Ith the slash (/) and aII_the way to the end of the — - T
address, as in the example to the right. e

L .
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Creating a Link to a Page on Your Website, Continued
&) Go to the Page for Your Link
o Create the Link(s)

To create the Links, click on the Edit button ([ ) <) for
the module that contains the image and/or text that you will

turn into Links. Start with the image: 1) Click on the image to
select it, 2) Click on the Insert/Edit Link i&'button, 3) Paste the
destination web page address you copied in Step 0 into the
URL field (Ctrl+V for Windows, Command+V for Mac), 4) Click OK.
Repeat the process for the text, 5) Click the Save Module button
when finished.

Rule for Text Links: \When selecting text to create a Link, make sure
that your selection does not begin or end with a space. When the
Link is complete, it will be underlined and if you have a space on
either end of the text the underline will be hanging off on that side
and will look bad to your visitors.

6 Test the Link(s)

Click on each Link you just created and make sure they work.

Note: When you link text, you will lose special formatting, so you
may need to reformat text color, size, etc. When you link an image, it
will be outlined in blue. If you wish to remove the outline, 1) Click to
select the image, 2) Either click on the Insert/Edit Image button
or right-click the image to go to Image Properties, 3) Enter O in the
Border field, 4) Click the OK button.

Link

Link Info | Target  Upload = Advanced

Link Type
URL -

Protocol

<others shopfSaIe—rterns.htm

; Image Properties
Image Info | Upload
URL

S http://siterepository.s3.amazonaws .com/00375201012290956112788 png
W T Attemative Text

Preview
Width 64 -

_ ac F
' Height 64 Lorem ipsum dolor sit amet, L
m

consectetuer adipiscing elit. Maecenas
feugiat consequat diam. Maecenas metus.
Vivamus diam purus, cursus a, commaodo
non, facilisis vitae, nulla. Aenean dictum
lacinia tortor. Nunc iaculis, nibh non iaculis
aliquam, orci felis euismod neque, sed
arnare massa mauris sed velit Mulla

WSpace
Align Middle -

-

[ oK | [ Cancel |

L
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o Create a Link to a Page Off of Your Website

Before you can create your link, you must find or enter an image and
some text that will become the link your visitors will click on to go to
the target destination. In this Tutorial segment we will use a small
image and a small text phrase as our links.

&) Go to the Destination Page for Your Link refox

icehoct E& Staging Domains Be “Website Setup & Analyl

0 Copy the Web Page Address for the Destination Page

Look in the address bar (the larger bar at the top of your
browser) and where you see http:// is where you will copy the
address from. Highlight everything in the address (you can do so
with a single click) and Copy it (Ctrl+C for Windows, Command+C
for Mac), as in the example to the right.

Andy Wheeler

wall

Photos Hotes +

Info

Boxes

Share: [5) Status Photo #]] Link '7¥ Video

0 Go to the Page for Your Link(s)
o Create the Link(s)

To create the Links, click on the Edit button (| ) <) for Content: L,:lkm e ey ey | L:T;f Tomoret | ekt
the module that contains the image and/or text that you will B | ik Type T B e
turn into Links. Start with the image: 1) Click on the image to b B | fe e (Hork),. [ Herk

Protocol

select it, 2) Click on the Insert/Edit Link ;E'button, 3) Paste e/ B
the destination address you copied into the URL field (Ctrl+V
for Windows, Command+V for Mac), 4) Since you are linking to
a page off of your site, you will want that page to load in a new
window so your visitors do not permanently leave you. Click
on the Target tab, click the Target Drop-List, and select New
Window, 5) Click the OK button. Repeat the process for the text, 6 Test the Link(s)
but be sure to drag and highlight all of the text when you create
your Link. 6) Click the Save Module button when finished.

Topmost Window {_top)
B Same Window {_seff)
Parent Window {_parent)

Click on each Link you just created and make sure they work.

51



. Glossary

‘ ~‘
Watch the Video Launch Step-by-Step

L

. Contents

Tutorial: Working With Links

’
e Create a Link to a File

Before you can create your link, you must find or enter an image and
some text that will become the link your visitors will click on to go to
the target destination. In this Tutorial segment we will use a short
text phrase as our link.

&) Click on Repository in the Admin Toolbar New File
. Choose New File if you want to upload a PDF file, a Word Document, or one of many other
e Upload the File types of files to your website. Supporied file extensions are:
Click on +New Page > New File, and in the File Title field, enter Documents/Productivity csv, doc, docx, .pdf, ppt, pptx, rif, bt xis xisx
the name for the file. Click the Browse button and search your :‘;1:3:';5 g{;f 'i';"pg' Lk

computer for the file. Once you’ve selected the file, click the Video avi, flv, mov, mpg, mp4, gt swf, wmv
Save button. While the file is uploading do not navigate away in
your browser or you will interrupt the upload and have to start
over again from the beginning.

Types of files you can upload into your website Repository.

6 Copy the Web Address for the File

Learning Center  Preview Site  Manage Site  Logout

In the Admin Toolbar, click on Repository and scroll down until

you see the file you just uploaded. Beneath the file’s title you New Page
will see a full web address. Highlight everything in the address _
(you can do so with a triple click) and copy it (Ctrl+C for Windows, S web page @ ‘

Command+C for Mac), as in the example to the right.

Acme Spring Newsletter . N
file - Not in Navigation
http://siterepository.s3.amazonaws.com/00375201004221257498164.pdi g @

{) Go to the Page for Your Link
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Creating a Link to a File, Continued

&) Create the Link(s) | B i e ; R - & B
- ) » - Format  Nomal v | Size e Tﬁ" %" :

To create the Link, click on the Edit button (| )

for the module that contains the text that you will turn into a _ ;
il 1) Highlight the text that will become the Link. Be sure to For all of your generic product and dont have to look any further than Acme Inc., the world

hurry? Mo problem! Meeda s ; be
drag and highlight all of the text without any spaces to either craft? We are your go-to snur;_ |
side when you create your Link, 2) Click on the Insert/Edit Link '
button, 3) Paste the destination address you copied into the URL
field (Ctrl+V for Windows, Command+V for Mac), 4) Since you are
linking to a file, you will want it to load in a new window so your

Link ‘ Link

Link Info | Tamget Upload Advanced Link Inffo = Target Upload Advanced

Link Type arget Broct Frame Name

visitors do not permanently leave you. Click on the Target tab, URL = e Widan [ Bz 1] fblank

click the Target Drop-List, and select New Window, 5) Click the Pfocs — = |

OK button. 6) Click the Save Module button when finished. aan l e Window { Diaric
O Tc-po W|now tc-p}

Parent Window {arent}

G Test the Link(s)

Click on the Link you just created and make sure it works.

What's Up With Amazon?
You may have noticed in links to anything in your Repository that the
link contains a reference to Amazon, the huge online retailer. The
reason you see that is because our website system uses the same Site
Repository system Amazon uses to keep its information safe. The
Repository information (all information for your website) is stored in
three separate geographical locations across the U.S. and the system
has the highest security and the best server hardware available in
order to keep things running smoothly and safely.
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Create a Drop-List Navigation Link to a Product Category in
Your Online Store

The purpose of your Navigation is to offer pathways for your visitors
to get to whatever they want to see on your website, so it is a good
idea to give them some shortcuts when you can. This type of linking
offers your visitors the opportunity to jump straight into whatever
Category of Products in your online store they’d like with a single click

instead of having to click into your online store and search from there.

It may seem redundant to you, but in this case redundancy is good
because it offers your visitors multiple paths to their destinations.

&) Go to the Destination Page for Your Link

In this Tutorial segment, we will be linking to the Toys category

in our online store. 1) Click Preview Site (if you’re not already
viewing your web page previews), 2) Click on the link in your
Navigation for your Online Store, 3) Click on either the image

or the text link for the Category you are linking to. Of course,
before you can link in this way, you need to have already set up
Categories and Products in your Products Module. If you haven’t
already done this, click here to learn how.

0 Copy the Web Page Address for the Destination Page

Look in the address bar (the larger bar at the top of your
browser) and where you see http:// is where you will copy the
address from. If your website is live, highlight everything in the
address (you can do so with a single click) and copy it (Ctrl+C
for Windows, Command+C for Mac). If you are on one of the
temporary staging domains (e.g. onyx58.info) you cannot copy

Acme Store About Acme

Home

Hunting Classes

8 Explosives

Blueprints
FailSafe Rocket Packs

| Guns, Bows and Rocket Launchers
Spring Loaded Gadgets

= | Sale ltems

i Toys

Hunting Classes About Acme

Blank Page!!!

everything or the link will not work when your site goes live. All
you need to copy is everything that is after your www.onyx.info,
beginning with the slash (/) and all the way to the end of the
address, as in the example above.

L
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Create a Drop-List Navigation Link to a Product Category in Your
Online Store, Continued

&) Create the Link in Your Navigation

To create the Link, 1) Click on Navigation in your Admin Toolbar,
2) Click on +New Page, 3) Click on Link to Existing Web Page, 4)
In the Link Title field, enter the name of the Category of products
you are linking to (e.g. Toys), 5) In the URL field, paste the desti-
nation address you copied (Ctrl+V for Windows, Command+V for
Mac), 6) Click Save.

) Test the Link

Move your mouse over your Online Store link in your main Navi-
gation and you’ll see the Category appear in the drop-list. Click
on the Link you just created and make sure it works.

Link Title

Enter a title for this vou would like it to appear in the main
navigation on your

URL

Enter the full U he page that you want to link to.
Example: hitp: ahoo. Com

L
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o Create Anchor Links on a Long Web Page

An Anchor Link is a special type of link that lets you jump far down

a long web page (such as a blog) to the section of the page you are
interested in. This is an easy form of linking that can be very useful
for your visitors if you have long pages on your website. Note: You
cannot create Anchor Links that will take a visitor to a different page.
They must be created to link to part of the same page the link is on.

&) Create Your List of Links

Anchor Links can be made with images in the normal way, but

in this Tutorial we will create the most common type of Anchor
Links using short text phrases only. 1) While previewing your site,
click on the Edit button ({ ) < ) for the Content Module
that contains the long content, 2) It is best to place your Anchor
Links at the top of the page; enter the Title for each section you
wish to create Anchor Links for in a single-column list format.

0 Create Your Anchor Points

Anchor Points are markers the Content Management System
uses to jump to different parts of the page. 1) Scroll down the
page to the heading for the first section in the list you created,
2) In the Content Editor, click your mouse at the beginning of the
text for the heading, your cursor will be flashing at the beginning
of the line, 3) Click on the Insert/Edit Anchor i'button, 4) In
the Anchor Name field, enter a simple name for the Anchor Point
with no spaces (e.g. ArticleOne), 5) Click the OK button. You will
see a small yellow Anchor Point icon appear at the beginning

of the heading text line, 6) Repeat this process for each Title
heading you are linking.

‘-.'-!:EGeographi-: Range

L

Jump Tos

Geographic Range

Food and Foraging Habits
Behavior and Breeding
Thermaregulation

In Fopular Culture

Anchor Name
_HE;'“LE*EJ

= a large, slender, black-trown

and an aversized dark bill. The tall1s broad with White tips on the three outer (3l reathers. The oin

streaky, and has a smaller bill. The bird is terrestrial; although capable of flight, it spends most o
During flight, the wings are short and rounded and reveal a white crescent in the primary feathers
members ofthe cuckoo family have zygodactyl feet (two toes in front and twa toes in back)
of up to 20 miles per hour (32 kmih) and generally prefer sprinting to flying. Roadrunners will fly ti

= Backio Top

Road
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Create Anchor Links on a Long Web Page, Continued

Link
€) Create the Links in Title List You Made Link Info | Target | Upload | Advanced
Link Type
To create the Links, 1) Scroll to the top of the content and - URL ix]
highlight the text for the first Title in the list you created, 2) Click ﬁ, s T
the Insert/Edit Link button, 3) Click the Link Type drop-list and e
select Link to Anchor in the Text, 4) Click the drop-list for Select

an Anchor By Anchor Name and you will see a list of all Anchor
Points you’ve created, click on the one for the top item in the
Title list you created, 5) Click OK, 6) Repeat the process for all
Titles in your list, 7) Click the Save Module button when you are

finished.
) Test the Links :
Link
Click each Anchor Link you created and make sure it jumps to the Link Info | Advanced
correct part of the page. —_—

Link to anchorin the text

Note: It is a good idea to create an Anchor Point at the top of the P —
SEIeCt an ar
page and then after each section have a link to it that says Back By Anchor Name By Element Id
to Top. I v -
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% The E-mail Marketing Module (Utility)

The E-mail Marketing Module is your hub for all of your mailing

activity. Whether you’re sending out your latest newsletter or getting
a new online promotion to your client “St, the E-mail Marketing Messages | Create New Message | Email Addresses | Search | Lists | Bulk Import Email Addresses | Settings
Module is where you’ll go to actually send out such messages. e

Email Marketing

Email Messages:

To go to the E-mail Marketing Module, click on Manage Modules in
the Admin Toolbar, and then click on E-mail Marketing. Once there,
you will see a list of all Messages you have sent through the system DRAFTS:
to date, if any. They are listed chronologically and if there are any you
need to remove, each entry has a Delete button. Note: As with all
deletions in the system, be sure that you look at the message you are 2010-06-07 : Header Test
deleting to make sure you have it saved somewhere on your comput-
er. Clicking on a message will show you the statistics for its delivery,
as illustrated in the image in the lower right.

New Email Message

SENT MESSAGES:

2010-05-20 : Summer Blockbuster Newsletter

2010-05-05 : Wiley Newsletter

Also, if you have saved any Drafts for messages you plan to send out
later, those will be listed as well.

You can manage your E-Mail Addresses by clicking on that link, you
can also search for a specific address by clicking the Search link. The status: .
Lists function allows you to create and manage different e-mail lists. recipients:

If you wish to add a large number of E-mail addresses, click on Bulk
Import E-mail Addresses, paste the addresses into the window, check
the box for the List you wish to add them to, and click the Import failed:
button. The Settings area allows you to specify the e-mail address,
Subject, and Message content you want for the Autoresponder E-mail
that gets sent to anyone who signs up to join your mailing list through
your website. Your Settings should be configured for you when your
site goes live by one of our Deployment team members.

delivered:

pending:

Opens:
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Sending an E-mail Marketing Message

1

2
3

o
(5

o

To create an E-mail Marketing Message, click on Manage
Modules in the Admin Toolbar, click on E-mail Marketing, then
click on either New Message, or Create New Message.

Enter the title of the message in the Subject field exactly the way
you will want it to appear to your readers.

In the Body area, you have the opportunity to add rich content
using our Content Editor (click here to learn more on how to use
the Content Editor O). You can add images, links, tables,
anchor points (special links that let you jump down a long page
to a certain point), and you can embed special content with html
code, if you like. Compose your message here.

If you wish to add the Message to your Newsletter Archive, put a
check in the box. Be sure to select the E-mail list(s) to send to.

You can enter your e-mail address and click on the Send Test
E-mail button to see if the message will go through spam filters.
Please see the Note on the next page about how to correctly
format your content to avoid being blocked by spam and junk-
mail filters. If your message has not come through within ten
minutes, most likely you need to decrease the amount of image
content and increase the amount of text content.

When you're ready to send the Message, click the Send button. If
you need to work on it more before sending it, you can click Save
Draft.

Subject:

Body:

‘E:Forrnai ~ P g g 2 F ] = § [E] Source

%

B & &: {7

Newsletter Archive:

W Do you want to save this email in your newsletter archive?

Email Lists: check the emai list(s) that you want to receive this message.
M Newsletter
M Sales Events

Check out how your email looks before sending it to your email lists Your test email may not arrive for up to 10 minutes.

Email Address: _ Send Test Email
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Sending an E-mail Marketing Message, Continued

After sending it out, if you wait an hour or two and then go back to
Manage Modules > E-mail Marketing and click on the name of your
mailout, you can see statistical information about how many people
it was sent to, how many have opened it, and how many people have
clicked on links you had in your message.

How to Format Your Message to be Spam-Safe

Subject:
When composing a message to send out, it is important to understand
how the spam and junk-mail filters ‘critique’ an e-mail to determine if Body:
it is safe or if it is spam. The filters look at the percentage of content i@ 2] === Ly RREie g

that is made up of images and compare that to the percentage that

. . . . . : Format | Normal (DIV) - * | Size large Ak Tﬂ' {h' = [ = & [= Source
is text. Text-heavy e-mails (200 words or more) will be just fine no =

. . . Youve been waiting, and now it's almost here! The Mega-Desert High-Speed Marathon
matter how many iImages they have, but if your word count is below is coming Arizona's way in just two weeks, and you can participate! Prizes for the

. o/ . . . . winners include an all-expense paid trip to the Hole-in-the-Rock, the famous cookbook
200 words and a Slgnlﬁca nt area of your message IS filled with Images, Deser Fowl Delicacies, and even $500 of online credit at the Acme Storell!

the spam.ﬁlters will st-art Ioc?klng at your' message a.s spam. If your T e
message is all text or if you just have a single small image and a

paragraph of text or if you have 200 words or more in your message
you will not need to send yourself a Test E-mail at all. If you think
your ratio of image content to text content is in question, send the
test e-mail to be sure. If the message does not go through, most likely
the way to fix it is to add more text.

Other elements that can flag your Messages as spam include the
following: Punctuation in Your Subject Line (colons, semicolons,
hyphens, commas, and periods should be fine; watch out for
exclamation points, asterisks, etc.). If your message contains any
broken links, it will be flagged as spam, so check every link you
include!
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% Facebook Comments (Utility)

The Facebook Comments Module allows you to empower your
visitors to comment to all of their Facebook friends about your
content. For example: if you have a craft store and you sell a kit that
you created yourself, you could add a Facebook Comments Module to
the page promoting your kit. As visitors read about the kit, they will
see any Comments posted by others and have the opportunity to post
their own comments. A check-box is provided for any who want their
comments to also appear on their Facebook profile.

How to Add Facebook Comments to a Page

Find the appropriate Add Content link on the page you wish to
place the Facebook Comments Module and click on it.

o Scroll down to Facebook Comments and click Add.

Click on Fine Tuning ([ ) <) in the Module Toolbar if the
new module needs any adjustments in its position on the page.

Note: Facebook Features are part of our Premium Package. If you
don’t already have the features please call us at (877) 909-6699 to
add them to your site. Also, in order for the Facebook Features to
work, you must have a Facebook Fan Page for your business and you
need to create an App ID to activate these powerful social networking
utilities. Click here to learn how. o

Wiley's Fowl-Fryer Plasma Cannon DIY Kit

For Do-lt-Yourself-ers out there, Acme offers this fully
functional 8.2 kilowatt Fowl-Fryer series Plasma
Cannon! You too can create a smoking-hot engine of
bird-crisping excellence with this build-by-the-
numbers kit for novices. With a range of over 600
yards, smart targeting system, and a fuel-cell that is
rated for a half-life over 18 years, your self-built
Plasma Fowl Fryer will provide fully cooked avian
meals and a guarter lifetime of entertainment and
good clean fun. Only $16,799 while supplies last!

[¥| post comment to my Facebook profile E

Andy Wheeler 2:2¢ zm

I am something of a connaisseur of Plasma Weapon Kits and I found this particular kit to be far
above par in its simplicty of setup, effidency of power use (hardly any Uranium needed at all! Less
than 2 kilos!), and capability in turbo-flash-frying sage hens, chickens, even a 25-b turkey!

[eizte

Andy Wheeler 2:23 =»

This Kit is amazing! I was able to put it together in less than three hours and I had a fully functional
Flasma Rifle when I was done! No more neighborhood bullies!

Cizlate

Andy Wheeler =:21 zm

Comment Test: GotFabric.com has thousands of different fabrics, mostly Hawaiian patterns, and is
the largest online seller of fabric in Hawaii.

Delzts

Displaying all 3 posts.

%
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C}{ Facebook Like Button (Utility)

The Facebook Like Button is an excellent means of networking your
website and the products you sell. When a visitor clicks on your Like
button, all of that person’s Facebook friends are notified and are
provided a link to click and view the page. If you have the Premium
Facebook Features enabled for your site, all of your products already
have a Facebook Like Button like the one to the right. You can also
manually add Like Buttons to any pages on your website. You can only
add only one per page (when people click, they are telling Facebook
that they like the whole page, so there is no need for more than one).

How to Add a Facebook Like Button to a Page

Find the appropriate Add Content link on the page you wish to
place the Facebook Like Button and click on it.

o Scroll down to Facebook Like Button and click Add.

Click on Fine Tuning (__ ( ) <) in the Module Toolbar if the
new module needs any adjustments in its position on the page.

Note: Facebook Features are part of our Premium Package. If you
don’t already have the features please call us at (877) 909-6699 to
add them to your site. Also, in order for the Facebook Features to
work, you must have a Facebook Fan Page for your business and you
need to create an App ID to activate these powerful social networking
utilities. Click here to learn how. o

Star Wars X-Wing

36" x 18" Build one of the most
famous ships of the Star Wars
saga! In the hands of the Rebel
Alliance's brave pilots, the X-wing
starfighter helped to destroy two
massive Death Stars. With S-foil
wings that open to attack position,
folding landing gear, a cargo hold
and lots of authentic details, this
special edition Star Wars set
includes the first-ever LEGO
minifigure of Rebel hero Wedge
Antilles, as well as several
hard-to-find characters. Features
parts to customize your starfighter
as either Luke Skywalker's Red
Five or Wedge's Red Three X-wing!
Includes Wedge Antilles, Luke
Skywalker, Princess Leia, Han Solo,
Chewbacca and R2-D2 minifigures.
(Source fext from Lego.com)

| %) < 987 328 Peaple Like This

SALE: $2000 $§ 34.99 per yard

quantity: EIIEd RS varo(s)

h
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Tutorial: Facebook App Setup

How To Set Up Your Facebook App facebook

Note: This process is necessary in order for your Facebook Features

(Facebook Comments and Like Buttons) to work on your site. You also Sign Up

need to create a Facebook Page for your business. These functions Henclhgout Seey conpeci! Its free, and always will be,
st Facebook.com on your moblke phone.

are part of our Premium Features Package.

First Name:

Last Narme
furt Facelsnk Holale

Part One: Create Your Business Facebook Page

Your Email:

Hé-ardos biridul:

o Open your internet browser and go to FaceBook.com.

New Passsord:

Tam:| Select Sex: [=

If your browser automatically logs you into your personal Facebook
account, you need to click on the Account drop-list in the upper right
corner of the page and click on Log Out to begin setting up your
business page.

Birthday:  sonsh: [=| || Day:l=] vear: [=]

iy o | festd B Srividle Tail
fmlr a Page bor a celebeity, hand ur businesn

In the lower left of the Facebook Sign Up page, click on the
Create a Page link beneath the green Sign Up button to begin
setting up your business page. You do not need to do anything
else on this page.

Creale a Page

o . C ity Page Official Page
On the Create a Page screen, click the radio-button for Local i o e isinn i apysamainipiit. [ o v S sy
. . . = e R uis [atirachreg Shoussnds of fard), & wll be sdopbed and affiaal I posbaook Pisge
Business on the right side of the page. oo e Pk oy, st
N {rg.ama P:ge.lura:
@ Loscal brsianeas
o Enter the name of your business in the Page Name Field. I Locs Ao 2 I
B, orodat, o arpariann

Arit, baredl, o pulic e

Click the check-box to verify that you are an official

. . IPagenarle: hame Ire.,
representative of the business.

o Click the Create Official Page button.
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Part One: Setting Up Your Business Page, Continued
facebook ==

Log into your Facebook account and click the Login button
(see below).

Link Your Page to Your Twitter Account

. . . You can now export your Facebook Page updates to Twitter. Click here to enable this feature,
If you have an account, click the radio-button ‘I already have a

Facebook account’ and proceed to enter your e-mail and password.

If you need to set up a Facebook account, click the radio-button ‘I do P poELIL
not have a Facebook account’ and proceed to set up the account. P, GetStarted  Wall Info +
Enter images and information about your business to build i Welcome to your new Page. Let's get started!
your Facebook profile for your Business Page (see example to o
the right). S EY A animage
Sugaest to Friends
Follow the on-screen instructions to complete your profile. l;ﬂ'rf:?_&?‘gcﬁ?l;ﬁgf
Remember that this page is how your visitors will see you on it Smsiiei : '
Facebook so enter complete information and use plenty of images. m—
For your main image, we recommend using your logo. See Al
0 Monthly Active Users i
e Bl etvour o
facebook e S pazcurniesioenculidilierbo s
2 arie vidhle to e ke oy, | [ Import Contacts
Create a Facebook Account E Provide some basic information
T I — ¥ Share Let people know mare about you.
(7) I do not have a Facebook account @
Email: | wileyc@wb, com|
Password:  sessessess n Post status updates
P IKeep me Togged 11 Share your latest news.
% F,
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Search

Part Two: Creating Your Facebook App

. . D tati Fi Policy | Bookmark Devel A Hel
Go to this website: http://www.facebook.com/developers oy e =
& Developer http://www.facebook.com/developers + Set Up llew Application
You may need to log into your Facebook account to begin the process. News My Applications
Displaying 1 of 348 stories See All | Subscribe See My Applications
o Click on the + Set Up New Application button. E Platform Updates: Live Stream, Like Lf share | Test App more -
Button and Real-time Maonthly Active Users ]
Monday, September 27, 2010 at 12:15pm People Who Like This a

Published by Namita Gupta

In the Application Name field, enter the name of your

business.
facebook Search
6 Click on the radio-button for Agree in the Terms area. Wi Create Application seck to Hy Applcations
o Click on the Create Application button. Fesential Information
Application Nlame J sample Appication Sl
For the Security Check, enter the warped words that you see R
. Terms Do you agree to the Facebook Terms?
In the TeXt BOX. {@: agree ) Disagree

o Click on the Submit button.

facebook Search

Security Check
Enter both words below, separated by a space.
Can't read the words below? Try different words or an audio captcha,

sources the|
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Part Two: Creating Your Facebook App, Continued
In the About section, it is not really necessary to fill out any facebook
information or upload your logo / icon because you are _ _
. . . Kl edit Sample AppBcathon Ssd: oy Apglcetons
probably the only person that will ever see the information.
TR | - ot
o Click the Save Changes button at the bottom of the page. :"":;M t Aeuhcaton Rame  <uroe sopcaten
Mobde and Devices A I
Acdwanoed
Language Ergiad (L15) =
Lhuer Seppart Address @ Tmad L
Termm ul Service (R1
Drevelopers
Pevekeprin T
Save Changaa
% F
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Part Two: Creating Your Facebook App, Continued ——
facebook Search
After you've completed the setup of your Facebook App, you will see Back to Developer Home
the screen to the right. & My Applications PSS
o wrlte dOW.n the Appllcatlon ID glven to you by FacebOOk (See Changes saved. Note that your changes may take several minutes to propagate to all servers.
image at right).
o Sample Application Sample Application
Copy and paste the ID into an e-mail. Address the e-mail to e Directory Status: Not Submitted
the appropriate e-mail address below:
Monthly Active Users People Whao Like This Total Users
support@onyxwebsites.com 0 0 0
support@likesewwebsites.com Send Application ID | et Ei;f:ﬂgpﬁl —
to us via email or e hs
support@igovwebsites.com call: 877.909.6699 455c4d70ba4834653canBBc dedeb Tfac Translations
Application Secret Advertise
. . . agspsds 159ddfe7013c8a82210e2f3a44 R:set ?'mplic —tion Secret
The Subject line of your e-mail should be: Facebook App ID. Site URL
hitp:/fmilolebaron. com/
Silte Domain
We will activate your Facebook features and contact you with iosteren cam
confirmation of your activation. miolebaron @onyxwebsites. com
Support Email
milgﬁabaron@onyxwebsites.com
Sample Code
Get started quickly with some example code!
Delete Application
% F,
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g The Forms Module (System Managed)

If you need to allow your site visitors to fill out on-screen forms you
can use the Forms Module to provide that functionality. The Forms
Module is extremely basic in its set up and will provide a holding place
for the information entered by your visitors.

To create a new Form, follow the steps below. As with most of our
other Modules, the process of creating this content begins with going
to Manage Modules where you will create your Form, and then you
place it on the appropriate page on your site. You can edit an existing
form from within Manage Modules as well, or you can go to the

page on which you’ve placed the Form and click on the Edit button
(C « ) for that Form to edit its content.

The First Step in setting up your Forms Module is creating a Form
within the CMS.

To make a new Form, click on Manage Modules in the Admin
Toolbar, click on Forms, then click on New Item.

Type the name of the Form in the Form Name field the way you
will want it to appear on the web page.

A Description field is available if you want to provide any
explanation or instructions for the Form.

o If you wish for the system to send you a notification e-mail every
time someone fills out your Form, enter the e-mail address you
want the notifications to go to into the Notification Email field.

Click Save to begin creating fields for the new Form. The Form
Editing window will open.

h

Form Name [required)

Description

Notification Emall

$SavO Hazardous Materials Requisition

Please fill out this form in triplicate. The white copy goes to the EPA, the yellow copy must be submitted to
your local police department, and the pink copy is for your records.

Name Wile E. Coyote

Phone (877) 555-9123

Hazardous Material Semtex High Explosive (military grade)

I am a model citizen with an impeccable record of never
having been convicted. I am highly responsible, skilled
at repairing collateral damage, and I'm greatly in need of
an explosive device that can atomize everything within a
half mile or so of the desert location I target. Thank

Why | Should Be Allowed to
Purchase the Material

| am sane.

| am not a terrorist.

S Mg v
following illegal acts: Destruction of public roadway. ~

68



. Glossary

. Contents

%G

Watch the Video Launch Step-by-Step

The Forms Module
o To add a single-line field, click Add Text Box (e.g. Name to the
right). Type in the name for the field in Enter Label, and then

click Save.

To add a multi-line field, click Add Text Area (e.g. Street Address
to the right). Type in the name for the field in Enter Label, and
then click Save.

To add a Check Box (an excellent way to provide the ability for
people to affirm a required condition, for example, [checkbox]
| have mailed a voided check), click Add Check Box. Enter the
name for the field in Enter Label, and then click Save.

To add a Drop Down Box (a great way to list optional answers
for a question, for example, Experience Level: Beginner,
Intermediate, Advanced), click Add Drop Down Box. Enter the
name for the field in Enter Label, and then add each of the items
you want on the list of options. Click Save when finished.

You can re-order the fields by changing the numbers in the lines
for the appropriate fields. To save your changes to the field order,
click Update Order.

o
8
o
10

You can delete a field by clicking its Remove link. To edit a Form, click
on its name in Manage Modules > Forms, then click on the Edit link
to the right of the Form name. You can view information entered into
the Form by clicking View Form Submissions. When you are done
entering your fields for the Form, there is no need to save it in any
way; our system saves your Forms every step of the way.

Add a Text Box Control
A text box control allows the user to enter a single line of text. This is ideal when you want the
person filling out the form to enter 30 words or less.

Add Texi Box

Add a Text Area Control
A text area control is similar to a text box control. However, it is designed for lenghty answers.
There is no limit to the number of words a person can enter in a text area control.

Add Text Area

Add a Check Box
A checkbox is designed to have visitors answer a yes or no question.

Add Check Box

Add a Drop Down Box

A drop down box provides the ability to offer visitors a choice of answers. For example, you could
create a drop down box that asks "What is your favorite color?" and then limit the possible
responses to red, yellow, and blue.

Add Drop Down Box

Name

Remove
Remove

3 Remove

Remove

Remove
E Remove
Remove

Update Order

Phone

Hazardous Material

| am sane.
1 am not a terrorist.

| have commitied the following illegal acts:

Destruction of public roadway. -

Dwop

Enter label

b
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The Forms Module

The Second Step in setting up your Forms Module is placing the new i Hazardous Materials Requisition
Form on the appropriate web page.

Please fill out this form in triplicate. The white copy goes to the EPA, the yellow copy must be submitted to
your local police department, and the pink copy is for your records.

o Click on Preview Site in your Admin Toolbar to go to your Home

page. From there, go to the page on your site where you will Name
want the new Form to appear. Phone
0 Click on the appropriate Add Content link, scroll down to Form
. . . I am a model citizen with an impeccable record of never
and Clle Add YOU W|” be taken tO the Add Forms W|nd0W. having been convicted. I am highly responsible, skilled
at repairing collateral damage, and I'm greatly in need of
_ _ ) Why | Should Be Allowed to i S e ol Ly e
o You will see a drop-list of all available Forms you’ve created, scroll Purchase the Material s A ool ek sl s s Sy
down to the one you want, click on the Form name, and then click e
Add. I am sane.
. . . . | am not a terrorist.
Your Forms will look a little cramped in the left side columns of your _
i i o
web pages if your field labels are longer than one or two words. The following illegal acts: :
forms will still work just fine, but they won’t have much room to
display. For most Forms, you will want to place them in the larger | Submit |

column on the right side of the page.

Your visitors can now go to the page, fill out the Form, and click the
Submit button to send you the information. You will be notified by
e-mail every time this happens, and such e-mail messages will contain
the information submitted. To check your Form submissions manually
and to see the entire list of responses, click Manage Modules in the
Admin Toolbar, click Forms, click on the name of the Form, and then
click on View Form Submissions.
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The FAQ Module (System Managed)

If you have questions about your products or services that come up on
a regular basis adding an FAQ (Frequently Asked Questions) resource
on your website is a good way to get those questions answered for
your customers. The FAQ Module is simple to set up and will display
those questions and your answers on a single page.

Your primary way to enter information into your FAQ should almost
always begin with Manage Modules in the Admin Toolbar, from there
you can click on FAQ and work with your content. As an alternative,
you can go to the page on which you’ve placed the FAQ Module and
click on the Edit button ({ « ) for that Module.

The First Step in setting up your FAQ is creating Categories for your
guestions. For example, if you provide repair services you might want
to create a Category for Common Repair Questions. Make a Category
for each major area of questions you will have.

. To make a new Category, click on Manage Modules in the Admin
Toolbar, click on FAQ, then click on New Category.

. Type the name of your Category and then click Save. Your
Categories will appear in an alphebetized list.

If you wish to change the order of your categories, in the FAQ
Categories window (Manage Modules > FAQ) you can use the up
and down arrows on the Category title bars to change the order.

FAQ Categories

== New Category

Handling Explosives

Physics lssues

Heads Up! There is currently no Undo feature when deleting
J| FAQ Categories in the CMS. IF YOU DELETE A CATEGORY AND
" 1Ts FAQ ITEMS IT WILL BE COMPLETELY GONE. If you accidentally
delete something that you cannot replace or recreate, you can call
Support at (877) 909-6699 and we can restore the lost content for you,
but it may take several days.

To edit a Category, click on its name in the FAQ Categories window,
then click on the Edit link to the right of the Category name. To
delete a Category, click on the Delete button. The following
warning will appear; Are you sure you want to delete this category?
Click OK to delete the category and all FAQ information within the
Category. Click Cancel if you do not wish to delete the category.

b
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The FAQ Module, Continued

The Second Step in setting up your FAQ is entering your Q&A info. B ation:

(required)

o To do this, go to Manage Modules > FAQ, and then click on the
Category for which you wish to enter Q & A info.

Answer
(required):

o Click New Item. The FAQ window will appear.

o Enter the Question the way you will want it to appear on the web
page. Word the question as if you are the customer asking it (e.g.
Do you repair vacuum cleaner motors?).

o In the Answer area, enter a complete answer with full details the
way you will want it to appear on the page, when done click Save.

To edit an FAQ entry, click on Manage Modules > FAQ and click on
the appropriate Category, and then click on the FAQ entry name.
Need help with using the Content Editor? Click Here: o

The Third Step in setting up your FAQ is placing a copy of the FAQ
Module on the appropriate web page. The FAQ Module will display
the list of Categories alphabetically, with the questions under each
Category also listed alphabetically. Py

Frequently Asked Questions

To place the FAQ Module on a page, go to the page you want the Handling Explosives
Module to appear by clicking its name on the main menu (or in
Navigation on the Admin Toolbar).

How do | keep from blowing myself up?

This is one of the most commonly asked questions that we get here at ACME. What y@uml.ﬁt
understand is that first and foremost, we are not liable in any way for injuries you inflict upon
yourself. The following points are also important: )

« Make sure you don't allow any sources of sparks or flame near your explosives

o In the widest column of content available (usually on the right

side) click Add Content. « Make sure that you have been trained and certified and have the proper
explosives and triggers you use.
9 « Make sure that your enemies do nof have access {o your triggering dmwﬁm
o In the Add Module screen, scroll to FAQ, and click Add. your final Inspegtion on your explosive array. X e
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B The Job Listing Module (System Managed) Job Title: (required)

o Chief Testing 'Engineer

If you have positions open within your organization you can use the
Job Listing Module to invite job applicants online. The Job Listing
Module is simple to set up and is an excellent way to take advantage
of your presence on the web.

Description:
Normal = [[Defauttront  <|[sze -] F % 4 Qa2 @ - @5 &
BIUSESAY- SitEE =S=3i@vry aasana

Have vou ever wanted to be instrumental in bringing truly
great things about? Things like flawless death traps. speed
enhancement mechanisms, and contraptions that injure and

To create a new Job Listing, follow the steps below. As with most of

our other Modules, the process of creating this content begins with maim in unlikely ways? If your answer is YES, then you
3 . A.ng should apply to be our Chief Testing 'Engineer', where you
going to Manage Modules where you will create your Job Listing(s), sl ke ol roks i estias cak e ace

and then you place them on the appropriate page on your site. You technologies and making sure they work well
can edit an existing Job Listing from within Manage Modules as well,
or you can go to the page on which you’ve placed the Job Listing and
click on the Edit button ({ ) « ) for the Module.

The First Step in setting up your Job Listing is creating your first Job
Listing within the CMS.

EIHTML CiFreview

0 To list a new Job, click on Manage Modules in the Admin Toolbar, Salary:
ez M B el e T
. Type the name of the Job in the Job Title field the way you will Contact Info-

want it to appear on the web page.

The Description field lets you provide information and details
about the Job. We encourage you to use images if available.

. You may enter compensation information in the Salary field in
whatever format applies to the position.

o Enter contact information for the individual who will be hiring for

\ Click Save t lete the Job Listing.
the position (e.g. name, e-mail address, phone number). o RS ERERSHS Ehis Sl Sl
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The Job Listings Module

The Second Step in setting up your Job Listing is placing the Job List- = Job Listings
ings Module on a web page.

@ Contents.

Job Listings

If you have not already done so, create the appropriate page (e.g.
Careers, or Join Our Team) in your Navigation. For help in how to
create pages for your site, click here: o

Go to the the page you want to put your Job Listings on, either by
clicking on the page name in your main Navigation menu, or going Job Listing - Chief Testing 'Engin.....
to Navigation and clicking on the page name.

. . . . q Job Title : Chief Testing 'Engi r
Click the Add Content link on the right side of the page (it should PR ReE IR SN
. . o g o Job D iption : H i ; ted to be
have the most available width; if it does not, click on the Add ini;rurﬁggﬁg'lﬁ;i'.,’;.ngiﬁ;i,ﬁ’;;‘;g;}*;,?,?gs ey
Content link that has the largest area). Things fike Tawioss Cectil iRt T S
enhancement mechanisms, and contraptions that
injure and maim in unlikely ways? If your answer is
In the list of available Modules, scroll down until you see Job YES, then you should apply fo be our Chief Testing
L. ) 'Engineer’. where you will play a pivotal role in
Listing and click the Add button for that Module. testing earth-shattering new technologies and

making sure they work well

If you wish to customize the Heading “Job Listings,” click on the
Fine Tuning button (. ( ) < ) and in the Heading (optional)
field enter the new Heading as you would like it to appear (e.g.
Acme Careers).

Salary : $ B.25/ Hour
Contact Info : Call Mr. Coyote at EEENTDITLEUELY — EEENCTFEAITIC

You will see an alphabetized list of available Jobs (see upper right).
Clicking on a Job Title will take the visitor to a page with full details on
the position (see example to the right for Chief Testing ‘Engineer’).
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B The News Module (System Managed)

Having presence on the internet provides you the opportunity to
actively promote the special things you do that are noteworthy. One
way to take advantage of this opportunity is with the News Module.
The News Module is easy to set up and maintain and is an excellent
tool for promotions.

To create a News Item, follow the steps below. As with most of our
other Modules, the process of creating this content begins with going
to Manage Modules where you will create your News Item(s), and
then you place the Module on the appropriate page on your site. You
can edit an existing News Item from within Manage Modules as well,
or you can go to the page on which you’ve placed the Module and
click on its Edit button ([ ) x1).

The First Step in setting up your News is creating your first News Item
within the CMS.

To create a News Item, click on Manage Modules in the Admin
Toolbar, click on News, then click on New Item.

. Type the name of the News Item in the News Subject field the
way you will want it to appear on the web page.

The Description field is where you enter the News story itself and
all pertinent details. We encourage you to provide additional
images here if available. Note: We recommend that when inserting
additional images this way, in the Image Info tab, for Image
Alignment, select Left. This might look best because the default
Image (see below) will appear to the right of the body of the News
Item (for an example, see the image bottom right on the next page).

News Subject: (required) RG]

Description:

.F':? & Gy @ -&l:il j

B UEERAY- ZERE SedLEy Qa3
Mr. Covote was given the prestiious Persistent Predasor of the Millnonen Award by the
Copperhead, AY Lions club, o highly sought-after oveard thot Mr. Wile E. Coyote has eamed

through blood, swent. and memmied broken bones. M Coyole was gquoted as savmg, "Ti's

Mowmal = | Defadk Forml wl |

about tme "

- For the main image for the story, in the Image field, browse your
computer and select the appropriate image file.

o Click Save to complete the News Iltem.

b
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The News Module

The Second Step in setting up your News is placing the Module on the
appropriate page.

If you have not already done so, create the appropriate page (e.g.
News, or About Us) in your Navigation. For help in how to create
pages for your site, click here: o

0 Go to the the page you want to put your News on, either by
clicking on the page name in your main Navigation menu, or going
to Navigation and clicking on the page name.

Click the Add Content link on the page area you want the News
o to appear. You will be placing a News Preview of the four most
recent News Items on the page, which will fit in any of your
columns of content.

o In the list of available Modules, scroll down until you see News
and click the Add button for that Module.

o If you wish to customize the Heading “News,” click on the Fine
Tuning button (.. ( ) < ) and in the Heading (optional) field,
enter the new Heading as you would like it to appear (e.g. Acme
News).

You will see a chronological list of News Items (see middle right) with
the most recent at the top. Clicking on a News Item Title will take the
visitor to a page with full details on the News Item (see example to the
right for Wile E. Coyote Awarded).

Clicking on News Archive will take the visitor to a page with brief
summaries for all news stories, also listed in chronological order.

",

Wile E. Coyote Awarded

Mr. Coyote was given the presiigious Persistent Predator of the Millinnium Award by
the Copperhead, AZ Lions club, a highly sought-after award that Mr. Wile E. Coyote
has earned through blood, sweat, and uncounted broken bones. Mr. Coyole was
guoted as saying, "lt's about time."

Hi, I'm misc news!

Hi, I'm misc news!

Hi, I'm misc news!

The RSS Feed button allows your visitors to have changes in your News
appear automatically in their RSS Reader. Clicking on the RSS Feed button
will allow your visitors to select the RSS reader they prefer to use (e.g. the
free Google Reader).

a Subscribe to this feed using l@ Live Bookmarks - l

[T Always use Live Bookmarks to subscribe to feeds.

Subscribe Mow

- Gloss.
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Newsletter Archive

) The Newsletter Archive (System Managed)

New Newsletter

The Newsletter Archive is a holding place for newsletters you have sent
out that you want to make available to visitors who might have missed
the mailout. The E-mail Marketing module is where you actually go 2010-05-05 : Wiley Newsletter
to send out newsletters and other promotional mailings. In the E-mail
Marketing module you can automatically have anything you send out

2010-05-20 : Summer Blockbuster Newsletter

2010-04-26 : Acme Summer Newsletter

added to your Newsletter Archive. Click here to learn how. o 2010-04-22 : Acme Spring Newsletter
If you have past News.letters that .you would I|.ke to manually add to Edit Newsletter
your Newsletter Archive, the section below will help you do so.
To manually add an item to your Archive, follow the steps below: Title: :
Acme Winter Newsletter 2008
In the Admin Toolbar, click on Manage Modules. Body-
Scroll down the list and click on Newsletter Archive. LAl ‘e A B o i

- | Fort '3%'%'§D—§:E|50urce

Cant get enough of Acme, can you?

You will see a list of all Newsletters currently in your Archive.
You can click a newsletter name to edit its content. You can also

Thank you for being part of our family, and please have a Merry

delete an entry with the delete button on the far right of the title WY christmas and  Happy New year!
bar. To manually enter a newsletter, click on + New Newsletter. Click here to view the Acme Winter Newsletter for 2008.

Here are some highlights of what's going on:

In the Tltle ﬁE|d, enter the name and Orlglnal malllng date Of your ® Special article by the master hunter, Wile E. Coyote himself on cold-weather
newsletter, bird hunting techniques.

¢ A mouth-watering recipe for Herb-crusted Holiday Bird bake.
® Special Oniine Only Discount Coupons!

In the Body area, enter the content of the newsletter including
images and links. If your newsletter was a PDF (Adobe Acrobat),
make sure you link to it here. Click here to learn how. o

Click the Save button.

@ 6 0666
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To add your Newsletter Archive module to a page on your site, fol- pi= O Acme Newsletters
low the steps below:
o Goto .the page where you v.vanjc to add your Newsletter Archive December 27. 2010 -
and click the Add Content link in the appropriate area of the
page. Note: most websites in our system have the right side of May 20. 2010 -
the page as the largest column of content. We recommend that May 5, 2010 -
you add your Newsletter Archive to the largest content area. April 26, 2010 -
o The Newsletter Archive will appear in that area. To view any of April 22. 2010 -
the items in your Archive, click on the link for its name.
When viewing items in your Archive, links remain active and the con- Acme Winter Newsletter 2008
tent will appear as it was when it was originally mailed out and/or
added to your Newsletter Archive. NF, g, Cantgetenough of Acme, can you?
qﬂ Thank you for being part of our family, and please have a Merry
' Christmas and a Happy New year!
Here are some highlights of what's going on:
» Special arficle by the master hunter, Wile E. Coyote himseif on
cold-weather bird hunting techniques.
= A mouth-watering recipe for Herb-crusted Holiday Bird bake.
= Special Onfine Only Discount Coupons!
\ /
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k}{ The Newsletter Signup Form (Utility)

The Newsletter Signup Form is an automated form you can place
anywhere on your site. Anyone submitting information through
the form will be automatically added to your mailing list and an
autoresponder (an automated reply e-mail) will be sent to the
individual. Click here to learn how to edit your autoresponder. o

Note: This form is for use only if you are using our built-in mass
mailing system through the E-mail Marketing module. If you are using
your own service (such as iContact or Constant Contact), contact
Support at (877) 909-6699 and we will help you put a signup form for
your service onto your site. You will need your login information for
your mass-mailing service.

The First Step in setting up your Newsletter Signup Form is to
find the area of the page you want to add the form to and click
the Add Content link.

Scroll down the list of Modules and click the Add button for
Newsletter Signup Form.

In the Explanatory Text field, you can enter information on any
special offers available for people who join your mailing list.

If you wish to capture name information, click the checkbox for
Prompt for First and Last Name.

Click the checkbox under Lists for the mailing list you want names
and/or e-mail addresses added to for this signup form.

Click the Save button.

A S - )

Newsletter Signup Explanatory Text:

i = =]

- | Font

- o

* | Size

®

i TEr % i@ O = i E Source

: Format [Heading 1

Acme Mailing List Signup

Join the Acme mailing list to receive periodic updates on the latest gadgets, explosives, unnecessarily complex spring-
loaded traps, and hunting paraphernalia. Get a free blueprint for a Bird Masher smash-plate trap for use in desert
hightway hunting, complete with instructions on how to flawlessly camouflage your Bird Masher to look like
sun-weathered asphalt!

The Acme Team

Prompt for First and Last Name:

Lists:

Newsletter
B sales Events

Save

Lci&e1Pailing List Signup

Join the Acme mailing list to receive periodic updates on the latest gadgets, explosives, unnecessarily
complex spring-loaded traps, and hunting paraphernalia. Get a free blueprint for a Bird Masher smash-plate
trap for use in desert hightway hunting, complete with instructions on how fo flawlessly camoufiage your Bird
Masher to look like sun-weathered asphalt!

The Acme Team

First Name: Last Name:

Email Address:

%
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gi Polls (System Managed) Edit Poll

Adding a Poll to your website is a wonderful way to either gather
useful information from your visitors, add a fun element to your site,
or both. Polls offer your visitors a multiple choice question and then G Bugs Bunny
display all of the results from other visitors so they can see how their
answer measured up.

#1551 ould be
any Warner
Brothers cartoon
character, who
would you be?

If you could be any Warner Brothers cartoon character, wk

Tweety

Daffy Duck
To add a Poll to your site, follow the steps below:

Road Runner

After logging into the CMS, go to the page on your website where
you want to add the Poll. P

In the area of the page where you want to place the Poll, click on
the Add Content link below whatever content is already there. It Thank you for your vote.
is recommended to place the Poll module into a smaller column
(usually the left-side column).

Scroll down the list of available modules and click the Add button

for the Poll module. @1{5/5u@ould be

; any Warner
Enter the question for your Poll in the Title field. . " Brothers cartoon
character, who
Enter four possible answers in each of the Option fields. would you be?

Click the Save Poll button.

Bugs Bunny -

GeeC 6 6

1 votes. (50.00
Visitors will be able to make their choice, click on the Vote button and Eeew_ﬂ
go to a page that thanks them for voting and that displays the results votes. (0.00 %)
to date. Every time they return to the page they will see updated Daffy Duck -0

votes. (0.00 %)

Road Runner
-1 votes.
(50.00 %)

Total votes: 2

results on any Poll they have voted on (see image to the far lower
right).
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Products - Categories

The Products Module (System Managed) Edit Category

The Products Module is one of the most powerful and time-saving Category Name: 5
features of the Content Management System. It allows you to enter
information and upload images and then the module does all the
work for you. It creates pages, lays out all of the content, sets up the Image:
necessary links, and manages all future changes for you as well. Our
Products Module also manages the system Shopping Cart, which links

seamlessly with your PayPal or Authorize.net account. e Look! Im a short marketing blurb that brags about quality and selection in this
Description categoryl

(optional):
To begin working with your products, follow the steps below. As OF oy

with most of our other Modules, the process of creating this content
begins with going to Manage Modules, where you will create your
Categories first, followed by your Products, and lastly you place the
Module on the appropriate page of your site. You can edit an existing Step One: Setting Up Your Categories
Category or Product from within Manage Modules as well, or you can
go to the page on which you’ve placed the Module and click on its Edit
button ( «3 ).

To create a Category, click on Manage Modules in the Admin Toolbar,
click on Products, and then click on New Category.

There are two major processes to complete in entering your product

o Enter the name of the Category in the Category Name field the
information into the Products Module. The first is to create all of your

way you will want it to appear on the web page.

Categories and Sub-Categories. It is recommended to get out pencil o For the main image for the Category, in the Image field, Browse
and paper and write down your categories and the sub-categories that your computer and select the appropriate image file. Jpeg

go under them, as many levels down as you need to go. To help you, images are best. Note: once you select the image, you will not
click here to download our Category Worksheet. T_-'\‘" @ see a thumbnail of it as in the example above until after you have

saved the Category. It is recommended that you use a small
image (150 - 250 pixels wide) for your Category images since
they will never be displayed larger than that on your site. Itis
highly recommended that you have an image for each of your
Categories. Any that you leave empty will have a large blank
space on the web page where the image should be.

Once you’ve figured out how you will organize your categories, you
need to create them in the system complete with images. It is a good
idea, if you have a physical store location, to take pictures of the
different sections of your store and use those for Category images.

If you do not have a physical location, laying out groups of products
within the category and photographing them is a good alternative.
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Step One: Setting Up Your Categories

. The Description field is where you may enter a short marketing
message, usually about the quality or size of your selection in the
Category. If you decide to write a description, please do so for all
of your Categories and Subcategories.

o Click Save to complete the Category.

After creating your first Category you should add all Sub-Categories
that need to go underneath it. You can also look at the top of the
Category area where it says Home and (Category Name), there is an
Edit link you can click on any time you need to change information
about the Category. We recommend strongly that you finish entering
all of your Categories before you begin entering Products.

If you ever wish to change the order or the heirarchy of your
Categories and Sub-Categories, you may do so from Manage Modules
> Products (this is known as the Products Home Page; when working
within the Products Module the Home link is always to the left of the
Category tree in which you are working).

Moving your Categories around in their heirarchy or order is exactly
the same as moving pages around in the Navigation section of the
Admin Toolbar.

To change the order of the Categories, click once on either the Up
arrow or the Down arrow (for the appropriate direction) on the right
side of the Category’s title bar. Make sure to click just once, wait for it
to move, and then if needed you can click again in the same manner
until the Category is in the proper place.

b

Products

Advanced

Candy -~ @

Explosives =t )

FailSafe Rocket Packs

—a

Gift Cards el )

=y <)

Guns, Bows, and Launchers

To move Categories or Sub-Categories to different heirarchy levels, in
the same group of arrows on the right, use the right-pointing arrow
to move the Category into a Sub-Category level of whatever Category
is above it on the list. To move a Sub-Category to a higher level in the
heirarchy, click on the small arrow that points to the left.

Products that you might have underneath Categories and Sub-
Categories that you move in this way will stay under their original
Category or Sub-Category.

Clicking on the larger arrow to the left of the Category name will
expand and show you what Sub-Categories, if any, are underneath

it. It will also move the New Category link so that any Categories you
create at that point will be Sub-Categories under the one you just
expanded.
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Step Two: Entering Product Information

After you’'ve created all of your Categories and Sub-Categories, you
can begin entering Products. The main reason it is important to wait
until this point is because some of your Products may logically belong
to several different Categories. For example, a hot-selling Craft Kit
that you offer may be in a special sale, so you would want it to be
under a Category such as Kits as well as a Category for Sale Items.
Work through the following steps to enter your Products:

o Go to Manage Modules > Products > and then click on the proper
Categories and Sub-Categories until you get to a Category that the
Product will be in.

o Click New Product.

_ Enter the Product’s information into the following fields: Note:
o Required fields will be open and will not have (Optional) after the
name. Optional fields are marked as such and must be clicked on
in order to enter their information. If you save a Product without
filling out all required fields, your Product will not save and all
information will be lost.

SKU / Product ID: (Optional) It is recommended to use manufacturer
SKU numbers for your products. Some visitors will use such numbers
in your Search Module to go directly to a product they are shopping
for, so even if you use a custom numbering system, having the
manufacturer SKU in this field is a good idea. Some of our clients
enter the manufacturer SKU and then their own internal ID for their
products so they can find products both ways. This field can contain
numbers, letters, hyphens, spaces, and underscores (no other special
characters).

SKU/ Product ID: 2

Product Title:

Category: 7

b

Edit Product

Enter SKU | Product |D (Ophional)

Star Wars X-Wing

Spnng-Loaded Gadgols
Toys

Product Title: (Required) Enter the name as listed by the
manufacturer for the Product.

Product Category: (Required) You will notice that the Category

the Product is in is already highlighted on this list. If you want the
Product to appear under multiple Categories, you may add it to as
many as you like. If you look through your Category list, you will see
every Category and Sub-Category you have entered. In the example
above, you can also see the heirarchy of the Categories, for example
Toys > Lego > Star Wars. To add the Product to more Categories,
hold down your Ctrl key and click on Category names. If you highlight
the wrong one by accident, continue holding down Ctrl and click the
Category name again and it will no longer be highlighted. When you
are done entering all the information for the Product, when you save
it, it will be entered the same way under each Category you have
selected.
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Entering Product Information, Continued

Images: (Required) You can select up to four Primary Images for your
product. These four will have the ability to be viewed at a larger size,
so it is very important that the size of the images is at least 500 - 600
pixels wide. If you use smaller images, the system will stretch them
to 500 pixels wide for the product preview at the larger size and the
image will look bad. To add new primary images, simply click Browse
and search for a .jpg or .png image and then double click on it to load
it into the field. To change an image, click the Delete Image checkbox
and then Browse for a new image.

?"‘l'

iteca) SSIENN -/

W Dt image

The topmost of the four Image fields is for the main Product image,
and will be displayed on the Category page where all other products
under the same Category are listed. It will be displayed in a thumbnail
size (150 pixels wide) and will have a link to View Larger Image. It will
also appear on the page for the Product itself, and beneath it will be
four micro-thumbnails to click and view the other images.

M Deiste Image
Short Description: (Required) The Short Description should contain [ Bowse. |
only key details about the product, selling points, and perhaps a short
marketing blurb. Your space is limited for this description and if you
write too much it will be cut short (truncated). The Short Description E:;:::;:ﬁjﬁpm,lwgmmminm Expert Buikder Series and is of particulany fine
will be shown on the Category page where all the Products in the Short Description; (¥
Category are displayed. It will also be shown in place of the Long
Description if you leave that area blank.

Price: (Required) Enter the regular selling price for the Product into

this field. You do not need to enter a dollar sign; the system will take leave the drop-box where it defaults to Each. If the Product is sold by
care of that for you. There is a field further down that will allow you the yard, click the drop-box arrow and select Per Yard. You can leave
to enter a Sale Price for the item. If the Product is sold by the unit, the Price field blank if you don’t want to sell the product.
LY A
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Entering Product Information, Continued

Long Description: (Optional) The Long Description allows you to
work with our Content Editor (Click here to learn more about working
with the Content Editor O), which empowers you to add rich content
to your Product pages. You can add Secondary Images (see example
to the right), links, tables, and other types of content. If you wish to
add secondary product images, it is recommended that you create a
table and position the image(s) on the right side (as in the example).
The reason it should be on the right is because your Primary Image(s)
will display on the left side of the page, so balancing them will look
best. The Long Description will appear on the page that is exclusively
for the Product.

Your Long Description should contain a full marketing message about
the product, with as many details as would be interesting to the client.
Feel free to go to manufacturer sites and copy-and-paste their long
descriptions of the Product. They will have no problem with you using
such content, since you are selling their products, but even so it is a
good idea to give credit for the text with a brief note, such as: (Source
text from Lego.com)

Sale Price: (Optional) The Sale Price field is one that allows you to
discount your products. When you enter a price here, do not enter a
dollar sign. Visitors to your online shopping pages will see the regular
Price crossed out and the Sale Price will be highlighted.

Inventory: (Optional) The Inventory field is an excellent way to

track the stock you have of Products. Enter the number of items you
have. When customers are ordering, they will not have the option of
ordering more than you actually have in stock. For Products that you

Build one of the mosl lemous ships of he S Wes sagal
I B ands of e Fabal AlGnce's Brave plols the
X-wing siarkghier nedped to desinoy tva massive Dealn
Stais Wi S0l wings Mol open o SRack poasion. ioidng
Landng gear. a carge noid and lots of aulhensc cetalls
- Mg special edfon Sfav Wars gl ncludes the Bral-ovid

LU‘H'_.'_I De EETIDHUI'I: L LEGO minfiguns of Rebal hsrd Wadge snbles_ a4 wall 38
several hard-lo-And characlers. Fealuses parts 1o
cupinmize you SEaighter &8 aithes Luke Skpwalkers Red
Five or Wadpe's Red Thres X-wingl Includes Wedps
Antilles. Luks Skywalker, Pancess Lea, Han Soio
Crewbacca ang R2-02 mnidgures

Sale Price: 7

Inventory: ¥

sell by the yard, you can enter your Inventory amounts down to the
quarter-yard. Enter such numbers as decimal values. For Example:
If you have 22 and 3/4 yards of Red Licorice Rope in stock, enter the
value of 22.75 for the inventory. As customers order products, your
Inventory will be reduced accordingly. When your Inventory reaches
0, Out of Stock will display on your shopping page in red text.

| Gl Wiven You Neeel @

Throughout the CMS, and particularly in the Products
Module, you will see the help icon @ from time to
time. If you don’t know or can’t remember what to do in such an
area, hover your mouse over the Help icon and it will pop-up a short
bit of advice on what you need to do.
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Wholesale Information: (Optional) If you have set up member logins
for some of your customers, they can view wholesale information on
your product pages that your regular visitors cannot. (Click here to
learn how to set up a Member Login.O) You can enter the price for Whaiesals Information:
the item in the Wholesale Price field, and you have a Content Editor
for the Wholesale Description that allows you to enter rich content
such as secondary images, links and tables.

Weight: (Optional) The Weight field is only necessary if you calculate
your shipping charges based on the weight of the Product. If that is
how you do your shipping, you need to enter weights for every one of
your products. If you do your shipping charges by another method,
such as flat rate, the Weight field is optional. Enter your weight
amounts as decimal values.

Drop Down Menu: % Manu Option Name
Drop Down Menu: (Optional) You have the ability to list multiple
variations of the same item with the Drop Down Menu. You can have
up to ten items in the list, along with the different prices. Please note
that using this area will replace whatever you have in Price and Sale
Price above. So if the price you listed in the main Price field above
was for the primary ‘version’ of the Product, make sure that original
price and the item option name are in the top fields, respectively.

An example of when to use the Drop Down Menu would be selling

a T-shirt in multiple sizes at different prices. Note: The Drop Down
Menu does not work with Inventory and Sale Price information. T T T ]

Dwakarow Sripes Rifla [G--H.".

Click on Save Product (don’t worry, we haven’t forgotten about =B

Suggested Products, please keep reading).
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Entering Product Information, Continued Suggested Products

After completing the entry of all of your Products, as a follow-

up step you should go through and begin entering Suggested
Products. Your Suggested Products will appear in two columns
on the page for the Product you are working with, so it is good to
select an even number, we recommend 2 or 4. Choose products
that are accessories to the Product you’re working with or that
are complementary to it in a logical way. Select them by holding
down Ctrl and clicking on them in the list.

o If you have not already added your Products module to your
shopping page, click on Preview Site and go to the page for your
online store. On the right, click Add Content > Products > Add.

Online Coupons

The Products Module gives you the ability to create electronic
Coupons that you can distribute to customers to give them discounts.
This can be a powerful tool in driving sales by increasing customer
awareness of your store. You have probably seen or even used
electronic coupons on other online shopping sites; they usually
involve entering some kind of code into a Coupon Code field when
you are checking out for your order.

P Blank Page!!! About Acme

Enter Promotional Code

Your Shopping Cart provides customers
an Enter Coupon link. When they click
the link, they can enter a Coupon Code
to get a discount on their purchase.

Our system works exactly the same way. When you go to Manage
Modules > Products, look at the bottom of the page and you'll see
Coupons. The Coupon function allows you to name your Coupon,
create a code for it, and establish the type of discount you will give
your customers.
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How To Set Up Coupons

0 Go to Manage Modules and click on Products.

== New Coupon

o Scroll down near the bottom of the page and click New Coupon. T

o In the Coupon Title field, enter the name of your Coupon as you'd :
Andy's Super Mega Hyper Discount!!!

like it to appear to your customers.

_ In the Coupon Code field, enter whatever code you feel is Rodney’s Une Day Ouly Sale?
o appropriate for your Coupon. We recommend using an alpha-
numeric code that will include a mix of letters and numbers. It is
good to capitalize one or more letters and to use a code that is 6
to 8 characters long. Coupon Title:

Enter a titie for your coupon. This title - .
will be viewed in the shopping cart Andy's Super Mega Hyper Discount!!!

o In the Coupon Type section, choose which type of discount you S
. coupon code.
want to give your customers. If you want to offer a set dollar

Edit Coupon

Coupon Code:

amount discount, click the radio button for the top choice. In o
the Spend field, enter the minimum amount the customer must el

spend to get the discount, and in the ‘Get $____ Off’ field, enter

. Coupon e: © Spend $ Get % oft (Example: Spend $20 Get $5 Off)
the amount of the discount (e.g. Spend $20 and get S5 off). If St

you wish to give them a percentage amount off of their entire e ot il pi oo SURS = M 5 oton e e RS

order, click the lower radio button and enter that percentage as a
number in the ‘% Off Your Entire Order’ field.

o Click Save Coupon.

Remember that any Coupons you create will remain in effect until

you delete them, so when you are ready for your promotion to end, you’ve created by using the up and down arrows on the right side of
go back into the Coupon section of Products and click on the delete the Coupon title bars. Clicking on a Coupon’s name will allow you to
button to delete the Coupon. You can also organize any Coupons edit any of the information for the Coupon.
LY A
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Advanced Functions
Advanced
The Advanced section of the Products module gives you Opl'iOI’IS in Category Columns: ’ - Change number of columns
several areas and also gives you the ability to work with spreadsheets  NEEETSTEIINES _ Change number of columns
and bulk image uploads for your products (if you have the Premium Checkout Method: .
functionality for Spreadsheets enabled in your service package). Show SKUSs: 1 - Change show SKUs

. . Enable Facebook "Like" Buttons:
In your Admin Toolbar, go to Manage Modules > Products and look in

the upper right corner for the Advanced link to view your Advanced

options. Note: depending on your site setup and service package, you [FYFEar " T
- orEEeT I T

may not see all of the options to the right. BRI

Enable Facebook Comments: - Change show Facebook Comments

Alphabetize All Cateqories

Category Columns: By default, your product Categories will display
in two columns running down the page. You can change this to any View Category IDs
number from 1 to 4 by clicking the Change Number of Columns link.
Note that most websites do not have the page width to display more
than two or three columns of Categories. Also, the length of your
Category names and descriptions can force your columns to display
wider on the page. If your columns are too wide and you increase the
number of columns, the rightmost column can run off the page. If
you change this number, be sure to click Preview Site and go to your

Download:

Category Spreadsheet
Product Spreadsheet
Fabshop-specific Inventory File

online store page to see how the columns display after the change and Product Spreadsheet
adjust further as needed. Product Images

Product Columns: Your Products will initially display in a single

column running down the page. If you wish them to display in Checkout Method: There are two checkout methods. The default is
multiple columns, you can click on the second Change Number of Sale, where your customers will have their cards charged immediately
Columns link and set the number to anything from 1 to 4. Note that at point of sale. The second method is Authorization, which authorizes
the change will apply to ALL of your products. Also note that if you the funds but does not charge the card until you review the order in
change the number of product columns to a number higher than PayPal and make any adjustments necessary to the final amount due
1, your Products will no longer have room to display their Short to shipping or inventory concerns. The customer does not see a final
Descriptions. amount until you finalize the order in PayPal.
LY A
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Advanced Functions, Continued
- . Advanced
Show SKUs: If you wish for your SKU / Product ID numbers to display SR — Bl e e
on your online store pages with the items, set this field to the On rodtet C ol e i St

option. Product ID and SKU numbers will display on all orders you S _

receive whether this option is On or Off. e © _ Change show SKUs

Enable Facebook “Like” Buttons: | Bl Like FEREEEERET TR AT Ealm e hom e s

q . . Enable Facebook Comments: - Change show Facebook Comments
If you have the Premium Facebook Features enabled in your service

package, the Like buttons for Facebook will automatically display on At Ot
the pages for individual products throughout your online store. If Must be a PNG image AE D LT Browse__Jf Upload

you do not wish them to display, change this option to Off. Note: we
highly recommend leaving this feature active as a means of marketing

Alphabetize All Cateqories

your products and website for free through Facebook. View Category IDs
Enable Facebook Comments: If you have the Facebook Features Download:
enabled in your service package, you can offer your visitors the Category Spreadsheet
Add a comment. ablllty to pOSt Produd Spreadshect
Comments on Fabshop-specific Inventory File
= the individual -
¥| post comment to my Facebook profile E
pages for your
products. Any comments listed will appear in a chronological list Product Soreadsheet
at the bottom of the page and your visitors have the option of also Product Images

having their comment appear on their own Facebook profile.

Add to Cart Button: By default all of your products will be given If you wish to change the default Add to Cart button, you can do so
the green Add to Cart button pictured to the right once your PayPal by clicking on the Browse button and searching your computer for a
account is made active with your shopping cart system (if your .png image to use as your new button. Once you’ve found it, click the
account is not yet active, please create a Business Standard PayPal Upload button and your change will be made system-wide.

account at PayPal.com and contact our support either by e-mail or by ) . o _ _ _ _
calling (877) 909-6699 and tell us the e-mail address associated with Alphabetize All Categories: Clicking on this option will automatically

your PayPal account). A free Button Pack is available above. alphebetize all Categories you have set up in your Products module.
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Advanced Functions, Continued Products
Advanced
View Category ID’s: As you create Categories in the Products module, SR — Bl e e
the system automatically assigns each a unique number. To view a Prodeict ol e i St
list of all of your Categories and their corresponding numbers, click S )
on this link. This function is mainly used when working with Product Show SKUs: . Chande show SKUS
Spreadsheets. Enable Facebook "Like" Buttons:
Enable Facebook Comments: - Change show Facebook Comments
Download

Category Spreadsheet: To download a spreadsheet file listing all of Addto cartButton:  GEETRcr:  TIEEEETS

Must be a PNG image

your current Categories and their corresponding Category ID numbers,
click this link. This function is used mainly when working with Product [EeiciEEstsieE e ics

Spreadsheets. View Category IDs

Product Spreadsheet: This is a useful function to save a ‘backup’ of Downloa:

your current Product module setup. It is also useful if you plan to Category Spreadsheet
begin creating a Product Spreadsheet to upload into the system. If Product Spreadsheet

you wish to do so, first create all of your Categories in the normal way Fabshop-specific Inventory File

(Click here to learn how) o and enter a single product to serve as an
example. After entering your sample product, download the Product
Spreadsheet by clicking on the link for it and use that as a template
for entering your other products into the spreadsheet. Entering

your Products via spreadsheet is typically much faster than entering
them individually through the Product module interface in Manage
Modules > Products. Product Images Spreadsheet: Clicking on this allows you to
download a spreadsheet detailing all product images you have
uploaded for your products. You will see the name and the web
address the system has given each image.

Product Spreadsheet

Product Images

Fabshop-Specific Inventory File: If you are integrating your inventory
with the Fabshop search engine you can click on this link to download
an Inventory file that you can send to Fabshop. Make sure that you
have all of your Categories and Products entered into the system
before doing so.
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Advanced Functions, Continued
Advanced

Upload Category Columns: : - Change number of columns

. . . . . Product Columns: - Change number of columns
Note: this section is enabled only if you have the Premium Product

: Checkout Method: -
Spreadsheet functions.
Show SKUs: - Change show SKUs

Product Spreadsheet: To upload a Product Spreadsheet, click on Enable Facebook "Like" Buttons: :
thls Ilnk. If you do not already have |t’ you need to download the Enable Facebook Comments: - Change show Facebook Comments

Spreadsheet Packet (click on the link above) which contains sample

spreadsheets and instructions on how to format your spreadsheet. Addto cartButton:  GEETRcr:  TIEEEETS

Must be a PNG image

Product Images: Alphabetize All Categories
Clicking on this link will
take you to a page that
will let you bulk upload Download:

View Category IDs

your Product Images. Category Spreadsheet
Click on the upper Product Spreadsheet
Browse button and g0 Fabshop-specific Inventory File

to the folder with your
product images. Hold
down your Shift button
and select all of the
images you wish to

upload, click the Open

button once they are

Product Spreadsheet

Product Images

Baniz ol dpaans all highlighted. Note:
your product image ID’s in the Product Spreadsheet. There is also a Browse function
files must have the that will let you test your product image upload. Simply click the
o same names as their lower Browse button, search your computer for a single test image,
| Browse. | corresponding product and then click the Submit button to upload it.
Submit
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3¢ Receive File (Utility)

The Receive File module allows you to create a place on your website
where a visitor can send you any file up to 100 megabytes in size. It
is recommended that you create a page in your Repository that will
not be available to the general public for this utility. That will prevent
you from receiving any files you don’t want. To learn how to create
pages in your Repository, click here. o

. Contents

Receive File

The First Step in setting up your Receive File module is to go to
the page where you want to place the module.

Receive Large File

o Find the area of the page where you want the module to appear, ) )
File Transfer Instruction

anywhere will be fine, and click the Add Content link beneath Message: Please click the Browse bution and search y
whatever content is already there, if any. L v a B e LB iy e Lo,

Recipient Email Address:

Scroll down the list of available modules to Receive File and click Enter the email address of the person you want
the Add button to receive the submitted files. This email ¥ "

address will not be displayed on your website.

. The File Transfer Instruction Message field is for writing
instructions to your visitor on what they need to do to send you
the file. A message like this covers what they need to know:
Please click the Browse button and search your computer for
the file you wish to send, and then click the Send File button.

In the Recipient Email Address field, enter the e-mail address you
want the download link for files to go to.

Q) cickthe save bton E—
Browse_

You will be notified by e-mail every time someone sends you a file :
through the Receive File module. Simply click on the link in the e-mail siandbile
message to download the file.
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%€ search (Utility)

The Search Module is a useful feature that provides your visitors

the ability to enter keywords and search through your entire site’s
content. The Search Module takes the visitor to a Results page that
will first display any products you have that fit the search, followed by
general text matches. It is recommended that you make the Search
Module available on each of your pages by setting it as a Global
Module. See the Fine Tuning segment below.

To add a Search Module to your site, follow the steps below:

0 The First Step in setting up your Search module is to go to the
page where you want to place the module.

o Find the area of the page you want your Search module to be and
click the appropriate Add Content link.

Scroll down the list of available modules until you find Search and
o click the Add button.

o If your Search module is in a narrow area, you should do some
Fine Tuning to widen it out as much as possible.

Fine Tuning Your Search Module: Click on the Fine Tuning button

in the Module Toolbar to start (.. ( ) « ). Most likely, you will
be reducing the Margins to either side. If your Search module is on
the far left or right of the page, it is best to leave at least 5 pixels in
the Margin on that side. The other side can be safely brought to 0 to
maximize the width available to your Search module. Adjust the top
and bottom Margins to your preference and click the Save Module
button. Checking the Global box will place the Search module on
every page on your site except for your Home page.

Receive File
Add a Recei ile Module to allow site visitors to upload a file up to 50MB in size and have a link to the file sentto an
email address that you designate.

Search

Add a Search module to search products and content from your site.

Slideshow

Add a Slideshow to display pictures that pan and zoom in and out.

Edit Module

T —

Margin Left:

Margin Right:

Margin Top:

Margin Bottom:

Global:

Checdk this if you want this component to appear on every page of your website other than the home page.

Save Module

b
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& Slideshow (User-Managed)

The Slideshow Module is an excellent way to add color, motion,

and visual impact to a page. You can load up to a dozen different
images into a Slideshow and the module will cycle through them
automatically, displaying each for 3 seconds (moving slideshow).

To add a Slideshow Module to your site, follow the steps below: P —-—

o The First Step in setting up your Slideshow module is to go to the
page where you want to place the module.

Slideshow Width: (required) E -

Slideshow Height: (required) 240 pi
o Find the area of the page you want your Slideshow module to be
and click the appropriate Add Content link.

Scroll down the list of available modules until you find Slideshow
and click the Add button. Slideshow Image #1:

o Enter numbers in pixels for Width and Height (typical
measurements might be: large - 640 x 480, medium - 320 x 240,
small - 160 x 120).

Slideshow Image #2: C\Users\hndy\Desktop)| Browse_| |

o For your Slideshow Images, click the appropriate Browse button
and search your computer for an image.

o When finished loading images, click the Save button.

It is strongly recommended that you use Jpeg images and that you size
them to roughly 20% larger than the dimensions of your slideshow (#4

above) and save them at the new size before uploading them. This Note: Uploading can take a minute or so. Do not navigate away in
larger size will prevent your images from pixellating and distorting your browser window before the process is finished or you will foul
as the Slideshow Module zooms and pans them. To learn how to the upload and have to begin again.

properly size your images click here. o
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Slideshow, Advanced Options

The Slideshow Module has several options you can configure. To
view the Advanced Options, click on the Edit Button in the Slideshow’s
Module Toolbar (. ) ). You will see the link for Advanced
Options to the right.

Slideshow Type: There are nine different types of Slideshow to
choose from. By default, the Slideshow is set to be a Moving
Slideshow, a type that subtly pans and zooms your images to add a
discrete amount of motion to the page. Each Slideshow type is useful,
interesting, and visually appealing. Click the links below to see
examples of each type of slideshow:

Moving Slideshow - Fully Automated
Photo Flow Slideshow - Automated / User Clickable

IArt Gallery Slideshow - Thumbnails on Left - User Clickable]
Art Gallery Slideshow - Thumbnails on Right - User Clickable
IArt Gallery Slideshow - Thumbnails on Top - User Clickabld

Art Gallery Slideshow - Thumbnails on Bottom - User Clickable
Photo Stack Slideshow - User Clickable
Box Slideshow - Automated / User Clickable
Simple Slideshow - Fully Automated

Overlay Image: This function is for advanced graphics users only. |f
you would like an overlay on your slideshow and you cannot create
the graphic yourself, call Support at (877) 909-6699 for assistance.

To place an Overlay image on your Slideshow, click the Browse button
and search your computer for a .png image with transparency. Enter

Slideshow Width: (required)

Slideshow Height: (required)

b

Advanced Options *

Slideshow Type:

Overlay Image:
(must be a PNG file)

Overlay Image Width:

Overlay Image Height:
Slideshow Margin Left:
Slideshow Margin Top:

EMDving Slideshow
Moving Slideshow
Photo Flow Slideshow
Art Gallery Slideshow - Thumbnails on Left
Art Gallery Slideshow - Thumbnails on Right
Art Gallery Slideshow - Thumbnails at Top
Art Gallery Slideshow - Thumbnails at Bottom
Photo Stack Slideshow

Box Slideshow
Simple Slideshow

the Width and Height of the image in the appropriate fields. For

the Margins, subtract the Slideshow Width from the Overlay Image

Width and divide by 2. Repeat for Height. This will center your

Overlay over the Slideshow. Overlay images must have transparency

and must be in the Adobe .png (ping) format.
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3{ Transfer Large File (Utility)

This useful module allows you to send large files to others through
your website. Unlike other modules, Transfer Large File does not
need to be placed on a page; it is simply a tool for sending a large file
to someone.

To transfer a file to someone, follow the steps below:

The First Step in transferring a file is to click on Manage Modules
in the Admin Toolbar.

o Click on Transfer Large File.

o In the File to Send field, click on the Browse button and search
your computer for any file up to 100 megabytes in size.

_ In the Recipient Email Address field, enter the e-mail address you
want the file link to be sent to.

o Click the Send File button to complete the process.

The recipient will get an e-mail a few minutes later that will contain a
link the individual can click on to download the file directly. This is a
useful function to use any time you need to send someone a file that
is larger than regular e-mail can handle (typically anything larger than
10 megabytes).

File to Send:

Select a file to send to the desired recipient

Recipient Email Address:
Enter the email address of the person you want
to send the file to.

b

Transfer Large File
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& Video (User-Managed)

Add Video
The Video Module allows you to upload videos that will play directly
from one of your website pages. Having a video on your website Video Width: (required)
is very good for your search engine results, so if possible, we ) - _
recommend that you add one or more to your site. Video files you Video Height: (required)

upload to the Video Module must be less than 100 megabytes in size

Automatically plays:
and must be in the Flash Video (.flv) format. y play

Starting Image:

If you need to convert a video file into the .flv format, click here to go (must be a JPG.GIF. or PNG file)

to Zamzar.com. o

. . Video: (required)
To add a Video Module to your site, follow the steps below: (Must be an FLV file. Convert to an FLV file here.)

The First Step in setting up your Video module is to go to the
page where you want to place the module.

Find the area of the page you want your Video module to be and

click the appropriate Add Content link. o If you have a specific image file that you would like to serve as

Scroll down the list of available modules until you find Video and the ‘cover” for th'e \{ldeo, you can upload it m.t(? the St.artmg

click the Add button. Image alfea by clicking the Browse-button. Visitors click on the
starting image to open the video viewer, and can then start the

Enter numbers in pixels for Width and Height (typical video playing.

measurements might be: large - 640 x 480, medium - 320 x 240, . ] )

small - 160 x 120). In the Video field, click the Browse button to search your

computer for the flv file.
If you wish for the video to begin playing as soon as the web page o ) ) )
loads, check the Automatically Plays checkbox. We recommend 0 ey el kel e wiee), Gl dne Sare Eusiem:
that you allow your visitors to manually start videos on your
site; experience has shown us that videos that begin playing
automatically will frustrate a majority of people.

C C QG

Note: Uploading can take a few minutes. Do not navigate away in
your browser window before the process is finished or you will foul
the upload and have to begin again.
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This glossary provides explanations of terms used throughout the
Content Management System as well as page number references
for pages in this Reference Guide that pertain to the term in
question where you can find step-by-step ‘How-To’ information.

Add Content Links p.26 - These are links you will see when viewing
web pages of your site and they will always be at the bottom of each
column of Modules on the page. Clicking on an Add Content link will
display a list of all Modules you can add to a page. From there you
click on a Module’s Add button to either place it on the page or to
begin its initial setup, depending on the Module.

Add to Cart Button p.90 - By default all of your products will be given
the green Add to Cart button once your PayPal account is made active
with your shopping cart system. In the Advanced area of the Products
Module under Manage Modules in the Admin Toolbar you can change
the button to something else if you like.

Adding a Border to an Image p.44 - See Border

Address Bar p.12 - The largest of the information ‘bars’ at the top
of your browser; the Address bar is where the browser displays the
address (or URL) of the web page you are currently viewing. If you

know the proper web address for a page you want to visit, enter it into

the Address Bar instead of entering it into the Search bar.

Admin Toolbar p.9 - The large black bar at the top of the CMS screen;
it contains the major functions of the CMS.

Admin Toolbar Hide/Reveal Button p.9 - An arrow in the upper
left of the Admin Toolbar that allows you to click to either hide the
toolbar or bring it back again.

Administrator p.20 - An individual who in the User Accounts section
of the Admin Toolbar has been placed in the Administrator Group
and has access to work with all of the content on the website and
also to manage system Users.

Administrator Group p.20 - A User Group in the User Accounts
section of the Admin Toolbar. All Users in this Group have access to
the entire website and can manage Users.

Adobe Flash Player Plugin p.5

Advanced Functions, Products p.89 - See Products, Advanced
Functions.

Anchor Point p.57 - Anchor Points are markers the CMS uses for
Anchor Links to jump to on long web pages such as blogs so that
visitors can click to jump to whatever section they are interested in.
When you are editing a Content Module that has Anchor Points you
will see them as small yellow anchor icons.

Anchors p.41 (Tutorial Segment: Creating Anchor Links) p.56 -
Anchors are a special type of link that is used on long web pages such
as blogs. Anchor links take the visitor far down the page to a specific
section, so they are on-page links.
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Authorize.net - One of the premier secure online transaction
processing companies. Authorize.net allows you to integrate with
almost all merchant gateway systems (provided through your bank),
allowing you to use the came transaction processing you utilize in your
store. Please call Support at (877) 909-6699 if you would like more
information on working with Authorize.net.

Autoresponder E-mail Message p.58 (Setup in E-mail Marketing
Module) - This is the automated message that is sent to anyone who
signs up to join your mailing list through the Mailing List Signup Form.
You can configure the e-mail address the Autoresponder is sent from,
the subject and message of the e-mail by going to Manage Modules >
E-mail Marketing > Settings.

Backup - There is no need to back up most of the content on your
website because it is stored centrally in Manage Modules. If you

plan to delete a Content Module, a Slideshow, or a Video Module
from your website, make sure that you have saved the content in

the module elsewhere first because when it is deleted you will not

be able to restore it. The CMS automatically backs up all of the
content on your website periodically throughout the day, so if you
have accidentally deleted something you cannot replace you can call
Support at (877) 909-6699 and we can restore the lost content for you
within a couple days.

Border (Adding a Border to an Image) p.44, (Removing a Border
from an Image) p.50 - You can add an image border of whatever
pixel thickness you like in the Image Info tab of the Image Properties
window by entering a number into the Border field. By default, the
border will be a black line. You can change the border color by using

the Text Color function. To remove a border from an image, such as
the blue line that appears around images when you turn them into
links, enter O into the Border field on the Image Info tab of the Image
Properties window.

Bulk Import E-mail Addresses p.58 - A function in the E-mail
Marketing Module that allows you to paste in any number of e-mail
addresses to add to your mailing list. Go to Manage Modules >
E-mail Marketing > Bulk Import E-mail Addresses.

Business Facebook Page p.63 - In order for the Premium Facebook
Features to work on your site, you must first have a Facebook page
for your business and then you need to set up a Facebook App.

Calendar Category pp.28, 30 - Categories in your Calendar Module
should center around major types of Events. For example, if you
offer classes, you would logically have a Classes Category in your
Calendar. You might also have a Store Events Category for things like
special sales, trade shows, and holiday hours.

Calendar Module p.28 (Tutorial) p.30 - A System Managed Module
that allows you to organize different events into Categories. The
Calendar Module, when placed on a web page, will display a preview
of the next four events coming up as long as they fall within the
current month or the following month and provides a link to View the
Entire Calendar that will display a full calendar grid for the current
month with links to all events in that month. The Tutorial How to

Set Up Your Calendar instructs on how to organize categories, enter
event information, and customize the Calendar Module if you only
want it to display certain categories.
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Category (Calendar) pp.28, 30, (Classes, Linking to Calendar
Category) p.35, (FAQ) p.71, (Products) p.81, 83 - Categories in the
CMS are used in several different areas and are ways of organizing

a great deal of information in manageable sections under the same
topic. In some areas, for example Product Categories, you may need
extensive use of Categories and Sub-Categories if you have hundreds
of products or more in your online store. Please see the respective
description page in this Guide for the type of Category you need to
work with.

Category Spreadsheet p.91 - If you have Premium Spreadsheet
functions enabled in your service package you can go to Manage
Modules > Products > Advanced and in the Downloads section you
can download a spreadsheet that lists all of your Categories for your
Products and the number the system has assigned to each.

Category Worksheet p.81 - A convenient tool to help you organize
your Categories and Sub-Categories for your Products Module.

Changing an Image Border Color p.44 - See Border

Classes Module p.33 (Tutorial) p.34 - A System Managed Module

that allows you to enter detailed information about your Classes. The
module displays classes that are coming up and will automatically hide
them from your web page for classes after the class is finished.

CMS Reference Guide and Workbook p.6

Content Editor p.40 - The Content Editor is a system component that
you will see in many of the different Modules in the CMS. The Editor
is like a simple word processor and allows you to add text, images,
tables, links, and other rich content to your modules.

Content Entry Process p.17 - A process that involves System-
Managed Modules that are in the Manage Modules section of the
Admin Toolbar. The process begins when you go to Manage Modules
and select the module you want to work with, then you enter the
content into simple fields for things like text and images, and finally
to view the web page where you want the content to appear and you
Add Module to place it on the page.

Content Management System (CMS) p.6 - The Content Management
System is a set of tools that overlays your website, tools that
empower you to add and edit the content of your pages, to add and
edit the pages themselves, and to administrate access to your site.

Content Module p.37 - The Content Module is a User Managed
Module that is your most versatile tool for placing content onto a
web page. Any time you need to put text, images, tables, links, or
other rich content manually onto a page the Content Module is the
one you will use. Because content for each Content Module is stored
directly on the page in the Module itself, if you delete a Content
Module that information will be gone and you won’t be able to get
it back from your side of the Content Management System. So be
careful when deleting Content Modules and make sure you have
backed up the information first. If you accidentally delete a Content
Module and need to get it restored, you can call Support at (877)
909-6699 and we can restore it for you within a couple of days.

Copy p.40 - The standard button for Copy may not work because of
browser security settings, so always use the keyboard shortcut for
this as well as for Cut and Paste. The shortcut is Ctrl+C (Windows) or
Command+C (Mac).
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Coupon, Online p.87 - The Products Module gives you the ability to
create Coupons that have codes you can distribute to your customers
so they can get a discount for their online purchase.

Create an Online Form p.68 - See Forms Module

Cut p.40 - The standard button for Cut may not work because of
browser security settings, so always use the keyboard shortcut for this
as well as for Copy and Paste. The shortcut is Ctrl+X (Windows) or
Command+X (Mac).

Data Entry - See Content Entry Process

Delete Button - In the Content Management System, Delete
Buttons are always a white circle with a gray X inside. When deleting
pages, you should be sure to look at the page content first and back
up any content in User-Managed Modules (see list below). When
deleting a User-Managed Module from a page, you should also make
sure that you have backed up its content elsewhere before deleting it.
The CMS will always warn you before you delete a page or a module.
User-Managed Modules include the following: Content, Slideshow,
and Video.

Design Wall - This functionality is part of the Premium Features
Package. An add-on to the Online Store that allows visitors to visually
compare items side by side on a ‘white-board’; an excellent feature for
matching colors or design styles for products.

Download p.91 - Under Manage Modules > Products > Advanced
(depending on your service package) you have the ability to
download a Category Spreadsheet, a Product Spreadsheet, a FabShop
Specific Inventory File, and a Product Images Spreadsheet. Most

of these options require that you have the Premium Spreadsheet
functionality enabled in your service package.

Drafts of E-mail Messages pp.58, 59 - In Manage Modules > E-mail
Marketing you can create a message and save it as a Draft if you need
some time to finish it up before sending it out. Such messages will
appear in the Drafts section on the main page of E-mail Marketing
under Manage Modules.

E-mail Marketing Module p.58 - The E-mail Marketing Module

is a Utility Module and is your hub for all of your mailing activity.
Whether you’re sending out your latest newsletter or getting a new
online promotion to your client list, the E-mail Marketing Module is
where you’ll go to actually send out such messages.

Entering Information / Data - See Content Entry Process
Event Category pp.28, 30 - See Calendar Category

FabShop-Specific Inventory File p.91 - If you are a member of the
FabShop Search family and if you have the Premium Spreadsheet
functionality enabled in your service package, you can go to Manage
Modules > Products > Advanced and in the Downloads section you
can download a data file of your current inventory that you can send
to FabShop.

Facebook App p.65 - This functionality is part of the Premium
Features Package. In order to activate Facebook Features on your
website, you must create a Business Facebook Page (p.63) and a
Facebook App. After creating your Facebook App you will be given an
App ID Number (p.67), which you need to send to Support so that we
can activate your Facebook Features.

. Contents
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Facebook Comments Module p.61 - This module is a Utility Module.
This functionality is part of the Premium Features Package. The
Facebook Comments Module allows you to empower your visitors
to comment to viewers of your web page and even to all of their
Facebook friends about your content. For example: if you have a
craft store and you sell a kit that you created yourself, you could add
a Facebook Comments Module to the page promoting your kit. As
visitors read about the kit, they will see any Comments posted by
others and have the opportunity to post their own comments. A
check-box is provided for any who want their comments to also
appear on their Facebook profile.

Facebook Features- This functionality is part of the Premium Features
Package. These include the Facebook Comments and Facebook Like
Button modules and represent an amazing way to network and market
your business for free.

Facebook Like Button Module p.62 - This module is a Utility Module.
This functionality is part of the Premium Features Package. The
Facebook Like Button is an excellent means of networking your
website and the products you sell. When a visitor clicks on your Like
button, all of that person’s Facebook friends are notified and are
provided a link to click and view the page.

Facebook Page for Your Business p.63 - See Business Facebook Page

FAQ Module p.71 - A System Managed module that is very useful in
keeping your visitors informed about common issues. If you have
guestions about your products or services that come up on a regular
basis an FAQ (Frequently Asked Questions) resource on your website
is a good way to get those questions answered for your customers.

The FAQ Module is simple to set up and will display those questions
and your answers to them on a single page.

Fine Tuning p.26 - A function of the Module Toolbar that allows you
to adjust a Module’s position in its area on the page so that it looks
good in relation to other Modules and graphical elements. You can
also edit or add a Heading for the Module with this function.

Flash, Adobe - If you want to incorporate an Adobe Flash module
of some kind into your website, most likely that will require some
custom programming on our part so please call (877) 909-6699 and
select the Sales option to discuss your needs.

Flash Player Plugin for Mozilla Firefox p.5 - See Adobe Flash Player
Plugin.

Form Submission Information p.69 - See View Form Submissions

Forms Module p.68 - The Forms Module is a System Managed
module. If you need to allow your site visitors to fill out on-screen
forms, you can use the Forms Module to provide that functionality.
The Forms Module is extremely basic in its set up and will provide a
holding place for the information entered by your visitors. You can
set up your Forms to automatically e-mail you whenever someone
fills one out.

Frequently Asked Questions Module p.71 - See FAQ Module

Groups p.19 - See User Groups
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HTML - A code system that governs the content layout of web pages.
The CMS was designed so that you never have to learn or use any
HTML to manage your website content. If you need to enter HTML
code into one of your Modules, you can do so using the Source button
in a Content Editor for the Module (usually in a Description, Long
Description, or Content section for the Module content).

Image Properties Window p.43 - Whenever you click the Insert/Edit
Image button in the Content Editor the Image Properties window

will open. In the Image Info tab you can adjust image properties
such as Width and Height in pixels, how the image Aligns to text,

the horizontal space (HSpace) or vertical space (VSpace) around the
image, and you can add a Border around the image of whatever
thickness in pixels you prefer. The Upload tab allows you to upload
an image from your computer into whatever module you are working
in. If you Right-Click (Windows) or Ctrl+Click (Mac) on an image that
is already in the Content Editor you can select Image Properties from
the pop-up menu as an alternate way of opening the Image Properties
window.

Information Entry p.17 - See Content Entry Process
Java Plugin p.5

Job Listing Module p.73 - Need to hire some help? The Job Listing
Module can help you use your website to find the right person for
the job. This is a System Managed module that allows you to post
information about whatever position(s) you have available as well as
contact information.

Learning Center p.9 - A link on the Admin Toolbar that allows you to
view an overview video of how to use the CMS.

Link in a Drop-List on Your Navigation to a Category in Your Online
Store p.54 - You can create links so that when a visitor to your site
moves their mouse over your Online Store in your main Navigation
menu they see drop-list links that will take them to Categories in your
Online Store.

Link to a File p.15 (Repository) p.52 (Tutorial: Linking to a File) - The
CMS Repository allows you to host computer files on your website
that your visitors can download as needed. In the process of linking
to such a file, you first upload it into the Repository and then create a
link your visitors can click on to download the file.

Link to a Page Off Your Website p.51 - You can create links to any
page on the internet. Links can be made in text or in an image.

Link to a Page on Your Website p.49 - You can create a Link to any
page on your website. Links can be made in text or in an image.

Link to an Existing Web Page p.12 (Navigation) p.54 (Tutorial: Create
a Drop-List Navigation Link to a Product Category in Your Online
Store) - A function in your Navigation in the Admin Toolbar when
creating a New Page link that allows you to link directly in your main
Navigation menu to any page on the internet, on or off your site.

Logout p.9 - A link on the Admin Toolbar that logs you out of the
Content Management System when finished with your work.

Mailing an E-mail Marketing Message / Newsletter p.59 - See
Sending an E-mail Marketing Message / Newsletter

Main Menu p.10 - A common reference to your main Navigation.

Make an Online Form p.68 - See Forms Module
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Manage Modules p.17 - The heart of the content for your website:
Manage Modules is an area you can use to do data entry for System
Managed Modules (Calendar, Classes, FAQ, Forms, Job Listings, News,
Newsletter Archive, Polls and Products) and is also where you can find
some Utility Modules (E-mail Marketing and Transfer Large File).

Member p.21 - You can create Member Accounts for visitors to your
site who will have access to pages and content that is only visible with
a Username and Password in the User Accounts area of the Admin
Toolbar.

Member Account p.24 - You can set up Member Accounts for any site
members you wish to add so that they can login and view pages and
content that is not available to the general public.

Member Login p.21 - This functionality is part of the Premium Feature
Package. You can set up special parts of your website that require

a Member to login in order to view the page in the User Accounts
section of the Admin Toolbar.

Member Login Link p.21 - A link for Members to click on that
takes them to a login screen where they enter their Username and
Password to access pages not available to the general public.

Module Toolbar p.26 - The primary tool set for working with your
modules on the web pages. Using the Module Toolbar you can Edit a
module’s content, Fine Tune its position on the page, swap its position
with another module Up or Down if it is in a stack with other modules,
or Delete the module.

Mozilla Firefox p.5

Navigation p.10 - Functions accessible from the Navigation link in the
Admin Toolbar allow you to add, remove, reorder and manage pages
and links to files that are in the main menu of your website.

New File p.11 (Navigation) p.15 (Repository) - A function that

allows you to upload a file that will be hosted by your website. In
Navigation, this function will place a link to the file on your main
Navigation menu. In Repository, the uploaded file will appear in the
Repository listing and will be given a unique web address you can link
to elsewhere on your site.

New User Group p.19 - You can add new User Groups that restrict
Users to have access to only those areas of the website approved
by a System Administrator in the User Accounts area of the Admin
Toolbar.

New Users p.20 - You can add new Users who have access to edit
the content on your website in the User Accounts area of the Admin
Toolbar.

New Web Page p.11 (Navigation) p.14 (Repository) - A function that
allows you to create a new web page on your site. In Navigation,

a New Web Page will appear in your main Navigation menu. In
Repository, a New Web Page will appear only in the Repository
listing, and will be labeled Web Page - Not in Navigation.

New Window p. 15, (Linking to a Page Off Your Website) p.51,
(Linking to a File) p.52 - An option in the Linking Properties Target
Tab to create a New Window for a link so that the visitor does not
permanently leave the website to view off-site pages or download
files.
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News Module p.75 - This is a System Managed module that allows you
promote yourself with any newsworthy events or accomplishments
your visitors would be interested to know.

Newsletter Archive Module p.77 - The Newsletter Archive is a System
Managed Module that serves as a holding place for newsletters you
have sent out that you want to make available to visitors who might
have missed the mailout. The E-mail Marketing module is where you
actually go to send out newsletters and other promotional mailings.
In the E-mail Marketing module you can automatically have anything
you send out added to your Newsletter Archive.

Newsletter Signup Form p.79 - This is a Utility Module that is an
automated form you can place anywhere on your site. Anyone
submitting information through the form will be automatically added
to your mailing list and an autoresponder (an automated reply e-mail)
will be sent to the individual.

Online Store p.81 - See Products Module

Page Info Edit Button p.9 - A pencil icon in the lower part of the
Admin Toolbar that is visible when you are viewing a page on your
website you can directly edit. Clicking the the Page Info Edit button
allows you to rename the current web page, enter Search Engine
Optimization information for the page, or enter metatags for the page.

Password p.20 - You can manage Passwords for all of your Users and
Members in the User Accounts area of the Admin Toolbar.

Paste p.40 - The standard button for Paste may not work because of
browser security settings, so always use the keyboard shortcut for

this as well as for Cut and Copy. The shortcut is Ctrl+V (Windows) or
Command+V (Mac).

PayPal - One of the premier secure online transaction processing
companies. PayPal is easy to use and integrates flawlessly with

our Shopping Cart system. To make your PayPal account active on
your website, you need to create a Business PayPal account (we
recommend the free Business Standard account) and call Support
at (877) 909-6699 and let us know the e-mail address affiliated with
your PayPal account.

Pixel p.7 - A contraction of Picture - Element: the dots on your
computer screen are pixels, and are typically 72 pixels to the inch.

Polls Module p.80 - This is a System Managed module you can use to
gather information from your visitors. Adding a Poll to your website
is a wonderful way to either gather useful information from your
visitors, add a fun element to your site, or both. Polls offer your
visitors a multiple-choice question and then display all of the results
from other visitors so they can see how their answer measured up.

b
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Premium Feature Package - For those who are interested in expanded
functionality, we offer premium features in the following areas:
Spreadsheet Functions - Unlimited uploads as needed directly from
your Products module in Manage Modules as well as access to
several different kinds of spreadsheets. Member Login - The ability
for wholesale, club, or site members to login to your website and
view content that is not available to the general public. Design

Wall - An add-on to the Online Store that allows visitors to visually
compare items side by side on a ‘white-board’; an excellent feature
for matching colors or design styles for products. Facebook Features
- These include the Facebook Comments and Facebook Like Button
modules and represent an amazing way to network and market your
business for free. Project Gallery (Coming Soon) - A module that
allows visitors to share images and comments in a community setting.
More Premium Features will be added in the coming months.

Preview Site p.9 - A link on the Admin Toolbar that takes you to the
Home page of your site from anywhere in the Content Management
System.

Primary Product Images p.84 - Our Products Module allows you to
enter up to four Primary Images for each Product. These images will
automatically be displayed at thumbnail size (150 pixels wide) on the
appropriate pages and can also be clicked on to View Larger Image.
The ideal size for Primary Product Images is between 500 pixels and
600 pixels wide, and as always, Jpeg images are best (some of the
older GIF image formats will not work at all in the Products Module).
On the web page, the first Primary Image listed for the Product will be
displayed on the page where the Product is listed out with all other
Products in the same Category or Sub-Category. On the page that the

system creates just for the Product, all of the Primary Product Images
will be displayed as micro-thumbnail images so visitors can view all of
the Primary Images (see example on p.84).

Product Category p.81 - See Category

Product Images pp.84 - 85 - See Primary Product Images and
Secondary Product Images

Product Images Spreadsheet p.91 - If you have Premium Spreadsheet
functions enabled in your service package you can go to Manage
Modules > Products > Advanced and in the Downloads section you
can download a spreadsheet that lists all of your Images for your
Products and the web address the system has assigned to each.

Product Spreadsheet p.91 - You can go to Manage Modules

> Products > Advanced and in the Downloads section you can
download a copy of your Products Spreadsheet. This spreadsheet
will have all Products you’ve entered into the system and can serve
as a periodic backup of that information. If you have the Premium
Spreadsheet functionality enabled in your service package you can
also upload Product Spreadsheets to add large groups of products in
the same area of the Advanced page for the Products module.

Products Home Page p.82 - The main page for working with the
major functions of the Products Module, such as adding and

editing Categories and Products, working with Coupons, and
managing Advanced functions of the Products such as working with
spreadsheets, changing the number of columns that display for
categories and products, etc (see Advanced Product Functions). Click
on Manage Modules > Products to go to the Products Home Page.
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Products Module p.81 - This is a System Managed module that lets
you organize and store all of your Categories and Products. The
Products Module is one of the most powerful time-saving features of
the Content Management System. It allows you to enter information
and upload images and then the module does all the work for you. It
creates pages, lays out all of the content, sets up the necessary links,
and manages all future changes for you as well. Our Products Module
also manages the system Shopping Cart, which links seamlessly with
your PayPal account.

Products, Advanced Functions p.89 - The Advanced section of the
Products module allows you to set options in several areas and

also gives you the ability to work with spreadsheets and bulk image
uploads for your products (if you have the Premium functionality

for Spreadsheets enabled in your service package). In your Admin
Toolbar, go to Manage Modules > Products and look in the upper right
corner for the Advanced link to view your Advanced options.

Receive File Module p.93 - This useful Utility module allows you to
create a place on your website where a visitor can send you any file up
to 100 megabytes in size.

Removing a Border from an Image p.50 - See Border

Repository p.14 - A holding place for files and pages that are not
accessible from your main Navigation menu unless you link to them;
go to the Repository from the Repository link in the Admin Toolbar.

Restricted Pages p.23 - You can create pages and then set them up
to be Restricted so that visitors who are members of your site and
can login to view the content are the only ones who have access to

the pages. You can manage your Restricted Pages from the User
Accounts area of the Admin Toolbar.

RSS Feed (Calendar) p.29 (News) p.76 - A function that automatically
notifies you of changes every time they happen. RSS Feeds are
something you subscribe to in a ‘reader’ application such as the one
provided in Microsoft Outlook or free ones such as Google Reader.
Most users won’t get much benefit from an RSS Feed unless it
changes frequently.

Rule #1 for Images p.44 - 1,000 Pixels Is Too Big: If you are working
with an image that is 1,000 pixels or more in either its width or
height, that image is too big for use on your website. You should load
the image into software such as Photoshop or Picnik.com, reduce its
size to 700 pixels wide or less, and save the image at the new size.

Rule #2 for Images p.45 - JPEGs Are Best: Use jpeg images if possible,
they have the best quality and color for their file size of any format
of images. Avoid formats such as .bmp and .gif images, which will
either be too large or may not even work at all in the CMS.

Rule for Text Links p.50 - No Spaces Before or After Your Text Link:
When creating a text link, make sure that as you highlight the text

you do not have a space at the beginning or end of the text. If you
do, when the link is complete the text will become underlined and
the extra space will cause the underline to hang off on that side.

Rule of Thumb for Pixels p.7 - 20 Pixels to the Quarter-Inch (or Half-
Centimeter): A good guideline to follow is 20 pixels to the quarter-
inch, or in the metric system, 20 pixels to the half-centimeter. This
rule of thumb is not perfectly accurate but will help you work with
pixels even so.
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Save an E-mail Message / Newsletter to Send Later pp.58, 59 - See
Drafts of E-mail Messages

Search Engine Optimization p.9 - SEO is a process through which you
maximize the search results for the pages on your website so they

are coming up as high on the search lists as possible. We offer free
monthly training webinars on this essential part of deploying your site
and we also offer additional services to help you with your SEO if you
like. Please call for more information (877) 909-6699.

Search Module p.94 - The Search Module is a Utility module and is a
useful feature to provide for your visitors, giving them the ability to
enter keywords and search through your entire site’s content. The
Search Module takes the visitor to a Results page that will first display
any products you have that fit the search followed by general text
matches.

Secondary Images - Any Module that offers you a Content Editor
(usually in a Description or Long Description area) gives you the
ability to add Secondary Images to your content. Such modules have
an Image field that lets you browse for the primary image for that
module entry. Secondary Images should usually be aligned to the

left (except in the News Module, where they should be aligned to the
right) so they will balance on the page with the primary image. Itis
recommended to keep Secondary Images small; somewhere between
150 and 250 pixels wide is best.

Send Large File p.97 - See Transfer Large File Module

Sending an E-mail Marketing Message / Newsletter p.59 - In Manage
Modules > E-mail Marketing you can compose and send messages,
promotional offers, and newsletters to your mailing list(s).

Shop Online p.81 - See Products Module

Shopping Cart p.81 - Also see Products Module. Your Shopping

Cart is a completely automated function of your website Content
Management System. Whenever a visitor to your site clicks on an
Add to Cart button for one of your products, the Shopping Cart
window will automatically load to the upper right of the screen. The
Shopping Cart window is slightly transparent and will keep track of all
items the visitor adds to the cart as they go continue to go through
the site. At any time, the visitor can click to Edit their shopping cart
to remove items or adjust quantities. When the visitor is ready, they
can also click the Coupon button if they have a Coupon Code to enter
(see Coupons). When they are finished shopping, the visitor can click
the Proceed to Checkout button to finalize their order, at which point
they are taken via secure connection to a page to enter their credit
card and billing information.

Shortcuts - There are many keyboard shortcuts you can use that will
save you a great deal of time overall as you work on your website.
Here is a brief list: Cut, Ctrl+X (Win) Command+X (Mac); Copy, Ctrl+C
(Win) Command+C (Mac); Paste, Ctrl+V (Win) Command+V (Mac);
Undo, Ctrl+Z (Win) Command+Z (Mac); New Browser Window,
Ctrl+N; New Browser Tab, Ctrl+T; Find, Ctrl+F; Full Screen (Hide
Browser), F11.

Slideshow Module p.95 - The Slideshow Module is a User-Managed
module and is an excellent way to add color, motion, and visual
impact to a page. You can load up to a dozen different images into
a Slideshow and the module will cycle through them automatically,
displaying each for 3 seconds (moving slideshow).
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Spam-Safe E-mail Messages p.60 - To make a message or newsletter
that is spam-safe, it helps to have a good deal of text. If you have
over 200 words in your message, most likely your message will be
safe no matter how many images you include. If you have less than
200 words, make sure your text content at least matches the amount
of space taken up by your image content. Avoid punctuation in your
Subject line such as exclamation points, asterisks, etc. Also, test every
link you include in your message; if any are broken your message will
automatically be junked.

Spreadsheet Upload p.92 - Part of the Premium Feature Package.
Unlimited uploads as needed directly from your Products module in
Manage Modules.

Store, Online p.81 - See Products Module
Sub-Category p.81 - See Category (Products)

System Managed Module p.27 - System Managed Modules store all of
the information you enter centrally within the system in the Manage
Modules section of the Admin Toolbar. Since this information is
centrally stored, when you place a System Managed Module on a page
you are only placing a copy of that information, and that copy can be
safely deleted if necessary. System Managed Modules include the
following: Calendar, Classes, FAQ, Form, Job Lisiting, News, Newsletter
Archive, Poll, Products, and Search.

Table p.46 - A Table is a very useful tool for laying out content in an
attractive manner. If you have multiple images you need to line up in
a row across part of a web page and you need to give each image a
caption, a Table is the only precise way to make sure that everything
lines up properly and is evenly spaced.

Target Tab p.15 (Repository - Linking to a File), p.51 (Tutorial:
Create a Link to a Page Off Your Website), p.52 (Tutorial: Create a
Link to a File) - The Target Tab is one of the major functions of the
Link Properties window and is primarily used to either create a New
Window for the link to open in or a Popup Window.

Thumbnail Image - A small image, often used as a graphical link.
Thumbnails are typically 150 pixels wide.

Title Bar p.13 - Title Bars are seen throughout the CMS and often
allow you to reorder items, view them, or delete them.

Transfer Large File Module p.97 - This useful Utility module allows
you to send large files to others through your website. Unlike other
modules, Transfer Large File does not need to be placed on a page; it
is simply a tool for sending a large file to someone. You can send files
up to 100mb in size and of any file type.

Tutorial: Create a Link to a File p.52
Tutorial: Create a Link to a Page Off of Your Website p.51
Tutorial: Create a Link to a Page On Your Website p.49

Tutorial: Create a Navigation Drop-List Link to a Category in Your
Online Store p.54

Tutorial: Create Anchor Links on a Long Web Page p.56

Tutorial: How to Set Up an ‘Under Construction’ Page and Bring It
Live p.16

Tutorial: How to Set Up Member Login p.21
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Tutorial: How to Set Up Your Calendar p.30
Tutorial: How to Set Up Your Classes p.34
Tutorial: How to Set Up Your Facebook App p.63
Tutorial: Working with Links p.49

Tutorial: Working with Tables p.46

Tutorial: Working with Text and Images p.43

Types of Modules p.27 - See System Managed Module, User Managed
Module, or Utility Module.

‘Under Construction’ Page p.16 (Tutorial: How to Set Up an ‘Under
Construction’ Page and Bring It Live) - If you want to work on a page
for several days and not have the page visible to the public, you can
create it in the Repository and then link to it. View the Tutorial to
learn how.

Upload an Image p.43 - To upload an Image into a Content Editor, click
on the Insert/Edit Image button, click on the Upload tab in the Image
Properties window, click on Browse to search your computer for the
Image file, click on the Send It to the Server button. You can then
adjust the image properties as desired in the Image Info tab of the
Image Properties window. When you are ready, click the OK button to
load the image into the Content Editor.

Upload Product Images (Bulk Upload) p.92 - If you have Premium
Spreadsheet functions enabled in your service package you can go to
Manage Modules > Products > Advanced and in the Uploads section
you can perform a bulk upload of any number of product images.

Such images should be jpegs around 500 - 600 pixels wide and should
have names identical to their corresponding Product IDs.

Upload Product Spreadsheet p.92 - If you have Premium
Spreadsheet functions enabled in your service package you can go to
Manage Modules > Products > Advanced and in the Uploads section
you can upload a spreadsheet.

URL - Uniform Resource Locator - An acronym that is commonly
used for a web page address. The URL of the page you are currently
viewing in a web browser appears in the Address Bar of your browser.

User Accounts p.18 - A major function in the Admin Toolbar, User
Accounts allows you to manage accounts for people who you give
access to edit your site content as well as members who log in to
view restricted access content on your site.

User Groups p.19 - User Groups are created in order to limit certain
Users to have access to edit only part of the website. For example, a
User Group you might title Products would have access to work only
with your online store page and the Products module.

User-Managed Module p.27 - User-Managed Modules store the
information you enter locally in the module itself where you place
it on a web page. Because this information is stored only in that
location, if you delete a User-Managed Module you will lose that
information, so it is a good idea to back up content elsewhere
before deleting such a module. User-Managed Modules include the
following: Content, Slideshow, and Video.
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Integration et
Watch the Video
. -
Username p.20 - You can access and edit the Username for any User View Form Submissions p.69 - To view all information submitted by
for your website by going to User Accounts in the Admin Toolbar and visitors through one of your online Forms, go to Manage Modules >
clicking on the name of the User. Forms and click on the Form name. You will see a link for View Form
_ _ S _ Submissions.
Users p.20 - Users in your website are individuals you’ve given a
username and password to work on part or all of your website. You Wholesale Buyers p.21 - See Member Login
can set up new Users in the User Accounts section of the Admin . _ _
Toolbar. YouTube Video - The CMS supports the embedding of YouTube video
content. If you wish to embed a YouTube video in your website,

Utility Module p.27 - Utility Modules each provide a special please call us at Support (877) 909-6699 and we will be happy to
function. Unlike other Modules, they do not store content, so they assist you.

never need to be backed up and can be safely deleted if necessary.
Utility Modules include the following: E-mail Marketing, Facebook
Comments, Facebook Like Button, Newsletter Signup Form, Receive
File, Search, and Transfer Large File.

Video Module p.98 - The Video Module is a User-Managed module
that allows you to upload videos that will play directly from one of
your website pages. Having a video on your website is very good for
your search engine results, so if possible, we recommend that you add
one or more to your site. Video files you upload to the Video Module
must be less than 100 megabytes in size and must be in the Flash
Video (.flv) format.
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Watch the Video Launch Step-by-Step

Search Engine Optimization _ _ |
0 L )8 e action figure Search
One of the most essential aspects of making your new website a AR, 100,00 P10 st ANEpce el
success online is to configure your SEO (Search Engine Optimization) *§ Everything Related searches for action figure:
for your site pages. You can directly configure what text will show ) images nlh: HEaehhd B0 s mhe) e
. . . - Videos Stores: Big Bad Toy Store Toys RUs ToyWiz Entertainment Earth
when someone finds one of your pages in a search engine. eBay
= News Types: toys clone wars batman joker iron man
A good way to visualize what you will be doing for this portion of 5 Shopping t,qction Fiﬂure Insider — Best TO§ News on the Web! !1
: ; Book e ly and
your setup WOU|d be to g0 to your favorlte search engine and enter a MOO : t:i:king, "These tl?irﬁ;s shgﬁrdn{;ocnns?th; m:,:h"'g;ur:sgﬂ:ge:in_ .l.e.y -
H 0 ¥/ More F - Galleries - DCUC Fan Bracket 2010 - Archi
popular search term for your industry. (Example: | have a toy store, so e e i e gl i
| go to Google.com and enter ‘action figure’ as a search term.) Provo, UT .
Change location actionlfigure

Looking at such a search (see example to the right), the link titles in B calic
blue are the SEO Titles, and the two lines of text beneath the Titles are
the SEO Descriptions. In our system, there are two key areas where | AcmeTnc. Home
you can enter information for those two fields. They are SEO Title and Mavigaion Reposioy ManageModules UserAccounts  Website Configuration
SEO Descrlptlon- PAGE TITLE: Home  SEOQ TITLE: Acme Inc. Home
To add SEO information to a page on your site, follow the steps
below:

The First Step in setting up SEO for a page is to log into the

CMS_and. go to the page by CIICkmg onitin the Opemng SeEEn Home Acme Store Hunting Classes Blank Page!!! About Acme

(Navigation).

o In the Admin Toolbar click on the Pencil Icon in the lower part of l:'agf_gl '!'ithl_e - N
nter a title for this page as you wou ike it to appear in the main navigation on your
the black bar. wabite.
Search Engine Optimization (SEQ)
Click the Search Engine Optimization (SEO) link beneath the Page
Title ﬁeId Advanced Options

b
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Adding SEO Information, Continued Search Engine Optimization (SEO)
. In the SEO Title ﬁeld' enter a Short (50 _ 60 characters) title for ':':;:::;T:;E:: t::_:-_;li-:t‘::hh:i!-!::-:::tl:::':szrllginEE-.-:n:-'.'.".'.'hat'.'.':-{-:li and phrases they should look for on this page. Filling out these fields can help draw more fraffic to
o the page. This title will not appear directly on the page, but it will T
appear in the Title Bar for your web browser program and if you - Enter attle for this page a2 you: it to appear to search engines.

" This title will not sppear isitors o Acme Ind Your Source for Generic Excellence | |

0
ge in this title.

are using tabbed browsing, it will also appear in the tab for the
web page. In the search engine result pages, SEO Titles that are
too long are chopped off at the end (truncated). SEO Keyword / Phrase |
Your SEO Title should relate specifically to the page you are T m——
working with; so a Home page SEO Title should be about your : 2y S
company. In the same manner, an SEO Title for your online store i e poae
page should say something like, ‘Acme Inc Online Store: Generic your page sound people will e

Excellence.” Titles that directly pertain to the content and name

of a web page get better search results than those that do not.

In the SEO Description field enter a brief description (two short
0 lines of text, as in the Google example above; about 20 - 25

words) of what the page is about. Descriptions that go too long o

will be truncated. Your SEO Description will not appear anywhere | %1 OnyxWebsites - Calendar . | [ Acme Inc: Your Source for Generic ...

on your page or in the browser.

This should be a marketing message and should tie directly with
the content of the page. An example for an online store page
might be: ‘Your source for premium toys by Hasbro, Lego, and
BanDai. Many out of production toys in stock!” Whatever you
put in this description should agree with actual content on the
page, or it will be counted against you in your search results. So
if your description claims that you sell Hasbro toys, the page that
has that description must have Hasbro on the actual page.

You do not need to put any information into the SEO Keyword /
Phrase field. That field was intended to provide additional function-
ality in your keyword optimization, but is not currently an active part
of our system. The CMS automatically does keyword metatags for
each of your pages based on the actual page content, so you never
have to worry about keywords on your site.

Ce
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Adding SEO Information, Continued

. After you have completed entering your SEO Description, click the How Google Ranks a Web Page

Save button.
1) Content on the Web Page

It’s a good idea to make sure your entries into the SEO fields of the

CMS are just the way you want them, because changing them at a > Title
later time will ‘reset’ your search results for that page. The search en- > Description
gines will have to re-check the information on the page and re-register > Bolded Text and Headings

the search result information, a process that can take the web-crawl-

ers they use several weeks to complete. > Proper Frequency of Keywords

> 200 Words or More on Page

It is best to get your SEO the way you want it from the first and then i
> Web Page Name in the URL

leave it alone unless you add something major and noteworthy to a

page. Your page content, however, is something you should change 2) Off-Page Considerations

on a regular basis. Search engines will rank you higher if your page

content changes periodically. Weekly changes are ideal, but monthly > Age of the Website (Older Is Better)
changes are acceptable. Itis also a good idea to add at least one new > Freshness (Newer Content Is Better)

S8 PR 1 EL Bl amely (e > Number of External Links Going to Site

It is a good idea to generate as many links as you can that go to dif- > Quality of External Links to Site
ferent parts of your website. Two excellent ways to do this are: 1)
Submit your website to as many Directories as you can (do a Google
search for Directory in your industry and submit your web page for
a listing), and 2) Create a blog that you update weekly. In each blog

After your initial SEO setup, you should plan on spending around 15
minutes per day on web marketing doing things like updating site
content, entering a new weekly blog post, working on mass mailouts

post have a link going to a different part of your website each time. to your web mailing list, and adding new pages and content to the site.
Make sure that your links use keywords that are specific (e.g. ‘firetruck This effort WILL pay off in the long run in better search results, increased
quilt pattern’ instead of ‘home’ or ‘pattern’). web traffic, and increased sales.

It does not hurt you to have links going to other websites from yours,
but you should have many more links going toward your site.
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Top Ten Mistakes Made on Websites:

Content and Design Mistakes

1) Unprofessional Web Design - Many sites are designed with an out-
dated look and feel, with pages that stretch content as wide as the
window (this looks terrible on a large display), with cheesy, animated
GIF images, and with content that has no clear focus and no call to
action.

2) Poor Formatting of Content - We often see this in sites that have
very long paragraphs, with pages in which the primary page content
is centered, and with content that uses poorly formatted text, inap-
propriate fonts, and unattractive color / contrast.

3) Not Enough Information - Many sites do not provide good informa-
tion about the company. For example, visitors should be able to see
if you are a brick and mortar or not. The message of the site should
encourage decision-making and return visits and should be regularly
updated.

4) Outdated Product / Class / Event Listings - Products, Events, and
Classes that are expired / out of stock should not be listed; the con-
tent should look at what is present and to the future.

5) Wrong Resolution for Images - Images should not be too small
(thumbnails should be at least 150-pixels wide). When images that
are too small are enlarged they look grainy. Images should not be too
large (the largest images on your website should be no larger than
700 pixels wide; for your products 500-600 pixels wide is ideal). Im-
ages that are too large load slowly and can frustrate visitors.

Web Marketing Mistakes

6) Unable to Update Website Yourself - (Don’t worry, you can do this
in our system with ease, even if you don’t like computers!) Your site
service provider needs to give you the tools and training to update
your website at your convenience.

7) Not Doing E-mail Marketing - Many sites do not effectively ask for
e-mail addresses and are not sending out weekly or monthly e-mail
promotions / newsletters. This doesn’t need to consume a lot of
time, two to three hours per month will be enough.

8) Not Doing Basic SEO - As in Appendix |, many sites do not use
SEO Titles, do not have enough content (the more pages the better;
word count on pages is ideally more than 200), and have a bad URL
structure (shopping carts on a different domain, pages with numbers
instead of names in the URL, pages with outdated names that do not
reflect actual topic / content.

9) Not Updating Your Site Regularly - Site visitors and search engines
want to see new content on a regular basis. If you are doing it right,
your home page should be updated at least monthly. You should
also be adding a new page to the site at least once per month.

10) Unrealistic Expectations - Your website cannot equal or replace

a brick and mortar store with only part-time effort. Your website
should complement your store and drive more sales your way. It
takes time and persistence to build an effective web presence. Many
give up: 95% of all blogs are active less than 6 months.
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Making an Attention-Grabbing Home Page

(From Formstack.com. Click here for original article.)

1) A Nice Looking Headline - Your Home page headline and the word-
ing in your marketing text should complement each other.

2) Clear and Concise Headlines - Your headlines should flow and com-
pel your visitors to take a closer look. It is helpful if headlines address
a specific, interesting point instead of trying for broad appeal.

3) Impeccable Grammar - Poor grammar can jeopardize trust; visitors
who see typos are less likely to be willing to enter sensitive informa-
tion in an online order.

4) Take Advantage of Trust Indicators - Provide testimonials, press
articles that mention you, guarantee seals, and 3rd party trust and
security certification (e.g. Better Business Bureau, PayPal, etc.).

5) Use a Strong Call to Action - Show your visitors what to do next.
Word your call to action as an order. For example, Mozilla Firefox
started with a message that said ‘Try Firefox 3’ and changed it to
‘Download Now - Free’ - the new message outperformed the original
by 3.6% and generated a confidence level of over 99%, resulting in 500
more downloads during the test period.

6) Buttons and Calls to Action Should Stand Out - Use words like
‘Free’, ‘New’, and ‘Buy’ to prompt action. Orange and yellow buttons
help catch a viewer’s eye, and the button should be positioned so that
the viewer won’t have to scroll to get to it.

7) Go Easy on the Links - Too many links can confuse visitors; find a
balance between functionality and clutter.

A

® NICELANDINGPAGE.COM

€ e o
&) A NICE LOOKING HEADLINE

A SECONDARY HEADLINE

NICELANDINGPAGE.COM

=

(8 ] >

= Lorem ipsum dolor sit amet, consectetur adipisicing elit.
= Sed do eiusmod tempor incididunt ut labore et dolore.

* Ut enim ad minim veniam, quis nostrud exercitation.

? E"“oouwow%

A TESTIMONIAL! MORE INFORMATION
Lararm ipsur r sit ST Tl et sect
L '.'I t idldunt ot o ot d t '.'I F I - iclidL Jtut 1zt

Y

8) Use Relevant Images and Videos - Motivational speeches, testimo-

nials, demonstration videos, and product images can help drive traffic
to buy your products.

9) Keep it Above the Fold - What is visible in the opening screen of
the home page should be your most important content and should
contain your call to action buttons / links. If the entire page can fit
within a single screen with no scrolling, that is ideal.
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