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Introduction

Introduction

This website technical Manual will guide you through the main content of your Admin
Area and teach you how to configure and customise your website all by yourself. The
system is very user friendly and we know that you will learn it quickly so good luck

and have fun.

Copyright

Copyright© 2008 Aqua Websites
All rights reserved. This publication or any part of it may not be reproduced or
transmitted in any form or by any means, electronically or manually without the

written consent of Aqua Websites.

Disclaimer

While every care is taken to ensure the accuracy and quality of this manual, all

material is provided without any guarantee or warranty whatsoever.

NOTE: All screen clips have been taken from the Aqua Websites operating system.
Due to continuous upgrades to the Aqua Websites Shopping Cart Website
software, this manual is continuously being updated.

Latest updates are always displayed on the home page of your Admin Area,
when you first log in.

See the Resources Area for latest manual updates.
Contact

Address Agua Websites
PO Box 38, Maleny QLD 4552

Phone 07 5478 6088
Mobile 0407 527 779
Email support@aquawebsites.com

Website www.aquawebsites.com
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Website Applications

To allow for ease of administration of the Website’s content, Website software has
created a unique customised Administration Area to allow you full control over the
entire website.

Websites software is designed to provide your customers anywhere in the world the
ability to purchase online with secure credit card protection for easy ordering, as well

as providing other payment methods.

e Search Website and Site Map are displayed at the top of each page for easy
use.

e The Administration Area has the ability to verify orders placed and even has
the function of adding the Merchant Fee charged for Credit Card orders to
customers’ total order cost.

o Tax settings can easily be enabled so you can specify the amount of tax for
Australian or international orders.

« All Orders that are verified and Confirmed are added together to provide
Monthly Total Reports and will supply total Tax received, if enabled, on all

confirmed Orders to simplify administrative accounting.

Admin Area

The Admin Area is designed to be easy to use. Please let us know if we can help
you use this Area easier.

For security purposes the Admin Area is set to time out at 45 minutes after the last
time you request a page from the Server.

On the Admin Home Page you will see the contents and links that allow you to

perform the duties within your Admin Area.



Website Applications

Product Admin

e The website is designed to display all the available items and products in a
range of categories and sub categories as edited by you in the Admin Area.

e All the products are edited and configured from the Admin Area including the
Category, Sub—Category, Product Name, Description, Price, Quantity in Stock
and Images displayed to the customers.

o Other settings for the product you can edit include currency conversion
settings, countries supplied to, freight prices, merchant fees and payment
methods.

e Add many images easily

Website Builder Admin

o Create a customised and unique look to brand your business, you have the
ability to customise your Shopping Cart Website at anytime.

« Edit the colours, background colour, add your logo

e Add and edit WebPages easily.

« Upload many different files to you website.

Newsletter Admin

e Using the Administration Area allows you to look after the Email Newsletter
Database and send out Newsletters at will and even display them in the
Newsletter Archive Area on the Main Website for customers to view.

« Edit existing/past Newsletters.

Statistics Admin

e The entire website’s performance can be assessed and improved by using the
Website’s Statistics Area to track which keywords are working in the search
engines

« Automatically provides data to calculate sales statistics compared to visitors

to the website each month.
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Product Categories

Categories are created by you in the admin Area to display products in a catalogued

layout in specific categories.

Shopping Product Details

Displays large image/s and product details for each specific product entered and
chosen by the customer in each category or sub-category. This page also allows the
customer to make a request on the individual product for further information which
will send an email and/or SMS. (See Edit SMS Settings for more info on your

website sending SMS)

Subscribe to Email Newsletter

Allows customers to subscribe to your regular Email Newsletter to keep them
informed of the latest specials and additions to the range you are keeping. An
unsubscribe link is provided only to the Email Newsletter recipient and is not
provided on the main website to avoid people unsubscribing other people. All
aspects of the Email Newsletter operation are compliant to the Australian, United
States, EU and UK regulations for SPAM and unsolicited mail minimum

requirements.

Newsletter Archive

This web page provides a list of all the Newsletters that you have sent out and
approved to have displayed in the archive. You can send Newsletters and specify
for them not to be displayed in the archive and edit them at any time in the Admin

Area.

Technical Support

Technical support is offered to you 7 days a week 365 days a year.
Access Technical Support by sending an email from your Technical Support Area in

your Admin Area. Follow instructions on Add Support Ticket page.
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Tick the boxes heside the phone and fax numbers you want

displayed and write the humbers in the field provided below
Tick a box and type in the number to display for the phone numbers

Phane W |

Orders Phone ™

|
Fa}{pl
|

International Phone

International Fax W I

Tick the box beside one or all of the email addresses you want to use

MOTE: Refer Resources section for setting up an email account
Edit Email Addresses andior, tick a box
to display on Website Contact Details WehPage

General Infarmation Ermail |if'lf'2' [ e com [Alvways displayed)
Sales & Order Enquiries ™ ISEIIES I ———
Support Email @ [support D ———
Admin Email W |admiﬂ P —————

v Display Contact Details and Copyright at hottorm of every page.

Update Contact Details

3. Click Update Contact Details to apply the changes to your website.

Add Code Modules

Use the Add Code Modules when adding video or audio files to your website.

To add Code Modules:

1. Click on Code Modules under Website Builder.

2. Click on Add Code Module.
3. Enter your video or audio details and create a code module to easily insert

onto any page you want to play your video or audio file from.
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Web Page

Module Name |‘."'.fhale‘."'.fat|:hing +--- Name for |easy reference

Cr module name in
Module Replace Phrase |[wha|e watching video] 4--- Square Esrackets, this is
' ill copy and paste

o a webpage to play your file
Module Code | <jframe width="320" height="240' frameborder="0°
marginheight="0" marginwidth="0" noresize
scrolling=no
src="http:ifravenas razorstream.com:80/eve-
service/player jspx?enc=6T0bHp Dtk
2F90pKlgse%2BXa%30%
AD&h=240&w=2320"==/iframe=

A

&

Paste the code for your video or audio file here

3. Click ADD Module to add your new code module. You can copy and paste
the Module Replace Phrase you created onto any page you like.

Note: See the Edit Webpage topic for instructions on how to access your webpages.

Edit Code Modules

To edit Code Modules:

1. Click on Code Modules under Website Builder.
2. Click on Add Code Module.

3. Select the Code module you wish to edit, and edit details as required.

Select a Module Mame ta Edit ar Delete Add Hew Code Module

Installing Libuntu Linu EDIT DELETE

Click here to
adit the code

module
Managing Your Wehsite EDIT DELETE

How to lUse CMS EDIT DELETE

4. Click Update.

Using Code Library

1. Click on Code Modules under Website Builder.
2. Click on Code Library.
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3. Now you are given module codes for each category. You can navigate in to
these sections and use the module code available there to define your own

module codes.

Send Emails from Subscribe to ,
: T e e Signup as Member
Website Email Newsletter
Gothrough the Code to send  Allow someane to Subscribe to Email Flace thiz code an a
Emails to Email Addresses  Mewsletter from any Wehbhpage yvouwant  Wehpaoe to allow people to
wou specify. them to. You can also specify a different  signup as a member from a
webpage other than the standard different page other than the
successfully subscribed wehpaoe. standard signup page.
Signup as Affiliate Customer f Affiliate
Logn
Flace this code on a Flace this code on & Wehpade to allow

Wehpaoe to allow peopleto people to Log In to the Customer Area. .
signup as an Affiliate from a

different page other than the

standard sighup page.

4. Now you have the facility of inserting testimonial graphics using the code
library. There are four testimonial graphics templates to choose from and
these can be added to any web page.

Insert Code from Libra

Sample Subscribe to Email Newsletter Form

Sample Country Dropdown List for a Form

Testimonials from Satisfied Buyers

Testimonials from Satisfied Customers

Testimonials from our Satisfied Users

Testimonials Customer Feedback

Order Now 30 Day Money Back

Order Now 60 Day Money Back

Order Now 90 day Money Back

PayPal Order Now

PayPal Buy Mow

PayPal Sign Up

PayPal Join Now

PayPal Act Now

PayPal Download Mow

Large Submit Button - Free Instant Access Now
Large Submit Button - Free Report Now

5. You can insert Buy / Order Now graphics to your webpages using the code

library. There are 9 Buy / Order Now graphics available.

146



Insert Code from Library

Sample Subscribe to Email Newsletter Form
Sample Country Dropdown List for a Form
Testimonials from Satisfied Buyers
Testimonials from Satisfied Customers
Testimonials from our Satisfied Users
Testimonials Customer Feedback

Order Mow 30 Day Money Back
Order Now 60 Day Money Back
Order Now 90 day Money Back
FayPal Order Mow

FayPal Buy Mow

FayPal Sign Up

FayPal Join Now

FayPal Act MNow

FayPal Download Mow

Large Submit Button - Free Instant Access Now
Large Submit Button - Free Report Now

Send Email

Intermediate Use

To send an Email:

1. Click Send Email to view instructions.

Note: Instructions are provided on the webpage itself.

Redirect / Cloaked Links

Have any link you want to count how many times it is clicked on or if you need to
hide the destination link from the viewer by using a Cloaked Link. It is easy and the
link provided is one on your website that is able to be used anywhere from an Email
to a Webpage.

1. Navigate to List of Cloaked/Redirect Links page.

2. Click Add a Cloaked/Redirect Link button.

Total Links : 1 Click here ——— [ Add a Cloaked/Redirect Link

3. Enter the link to cloak and click CREATE Link.
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On the next age you will be provided with a link to be able to use on the Website to have visitors go to the link, be counted
and then redirected to another page whether it be a page inside your website or an external webpage.

Enter the Link to Cloak hitp://WwWw_eXample-one COM =———————Enter the link here

eq. hitp:fiwww.google.com/
{Must contain the http:// and be exatly what is in the URL/Address bar of your Internet Explorer or Firefox Browser)

Click here to create the link ———— | CREATE Link |

4. Use the link provided by the system for tracking counts of the cloaked link.

On the next age you will be provided with a link to be able to use on the Website to have visitors go to the link, be counted
and then redirected to another page whether it be a page inside your website or an external webpage.

Cloaked Link  hitp/fwww.example-one.com

Enter the Link below to now count the amount oftimes it is clicked on and Redirect the person who clicked on the Link to the Cloaked Link.

hitp /s spesssiaies_com/webpage asp?r=72697465
This link will work on any webpage or email that you put it on.
Use it on your website, external websites, email newsletters, blogs - anywhere!

Enter this link in the website or email for
counting the times it is clicked

Send Link to a Friend

This will allow visitors to be able to click on the navigation link and be able to enter
their details and up to 5 of their friends' email addresses and then click on Send and
it will send the emails for them. Please note that it would be a violation of standard
privacy policies for you to store or record these details or add them to any list and so

this page is provided for visitors use only to promote your website.

To send link to a friend:

1. Click Manage Webpages under Website Builder in the left navigation.
Click Edit STANDARD Pages in the page appears next.
3. Enable Display in Navigation checkbox for Send Link to a Friend and click

EDIT button beside the same page.

12~ | @ []  Send Link to a Friend EDIT| [VIEW ||  Textimage Navigation

%y

1. Enable this checkbox 2. Click here

4. Make necessary changes to the page and click UPDATE to save the
changes.
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Return to List of All Webpages ] I Add New Webpage ]

Page Name Send Linklo a'Friend SEt thE Rage:name and
/ title here

_ 5end a Link to a Friend
Page Title . . ) . )
{this is displayed on the Top of the Browser Window and is good to put keywords for Search Engines)
Should be between € and 12 words.

You can assign another Edit Text Colours for Page Navigation
page using this if require EditImage used for this Page in Navigation

\ Link directly to this Webpage

Rtp:/estie: ejgimesiies comisend_friend_link asp

[¥] TICK to Display Page in Navigation Tick this to make this available
[you t to NOT df. th while you are building it and cam i i i i
bt ;"‘::j;geemgr?nefﬁs:reeadﬁ St in the navigation for clients

[T] TICK to make this Page for Customers Only
(ticking this box will make this Page not accessible unless they are a logged in Customer]

Your Page Contents
Insert a Code Module H Insert Code from Library -

HORQRS &Y 5B EES ¢ ADre@ee O

e A Paragraph = Forthame + Size B i U ¥ a? a;

Send a Link to a Friend

Simply fill in your Details and up to 5 Friend's Email Addresses
You can on the next page choose to send more friends this link or return to the Webpage Link.

1
Il
il
[
nire
1
F
1

Page Meta Description Tag (this is used for Search Engines only}
Place a brief description of your Website that may be displayed to people

by the Search Engine on the Search Engine website in one or two sentences.

It is recommended to have a maximum of 200 characters which should be between 12 and 24 words.

Send a Link to a Friend A

Page META Keywords Tag (this is used for Search Engines only)
These keywords will be used to display the relevant search terms for this product to the Search Engines.

This is not sentences but search terms for the product.

It is recommended to have a maximum of 874 characters (48 words)l.

Cnly use words that appear on the Page if you want to achieve best results.
Please note use the following method in order of first as highest importance
- keyword, keyword2, keyword phrasel, keyword phrase 2, keyword3

z Click here to save the

— changes
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Request Support

Request Support
Add Support Ticket

To add a Support Ticket:

1. Click Add Support Ticket in the Request Support Admin Area as displayed.
Copy and paste the

[ram
| I v «...Select priority level
URL if you are asking about

Emall ]'I'IH- ;@-uun"--n.q Sl COMmM a s-pgcf'fjc page

URL Ihttp:h- A IE L SR ---mret:nEudrnim‘hen:h_sum::lurl;fadu:l_tiu::k:et.asp'it

Suhject |Examp|e of Support ticket - TYpE squect here

MESEEQE Hello Support,

Please type message here with as much information regarding the request such
as particular page, product or customer.

Frﬂm Wi @ Bage R e R‘.

Type your support question here

View Support Ticket History

To view Support Ticket History:

1. Click View Support Ticket History in the Request Support Admin Area. You

can view all of your previous support tickets, edit a ticket, and/or resend it.
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Log Out

Log Out

Automatically and securely log out of the Admin Area.

To Log Out:

1. Click Log Out.
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Resources

Resources

See the Resources section in your admin to find manuals on how to achieve the

following things.

See the Resources Section to Find Out How to:

— Read and download Shopping Cart manual

— Set up Email Account in Outlook

— Set up Email Account in Outlook Express

— Set up Payment Gateways to accept credit cards from your website by Eway,
PayPal and BPAY.

- Free submission to search engines

- Advertise/pay in search engines

- Updates to website software history

Due to continuous upgrades to the Websites Shopping Cart Website software, this
manual is continuously being updated.
Latest updates are always displayed on the home page of your admin Area, when

you first log in.

Note: See the Resources Area for latest manual updates

155



AQUA

WEBSITES USER MANUAL e

Notes

156



Search Engines

Search Engines

The Search Engines section is to help you submit your website to the search

engines most effectively.
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Glossary

HORS ¢ 3 b 2|+ e

% A | Paragraph ~ FontMame - Size B { U ¥ a2 a,

=

mo B
mo &
[T
g

B
i
(i
)
Il
Lr
=]
T
Y

See button applications for use
below

Save:

Click the icon to save the content.

@ Full Screen:

Click the icon to increase the size of the HTML editor to the full size of your computer

monitor. Click again to return to normal view.

Preview:

1. Click the icon to view how the content will look like as a webpage.
2. Select the size of the preview window from the drop down menu.

Q
E0x430 |
{g00xE00 |
1024768

3. Click Close to end preview.
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£]Preview -- Web Page Dialog

Click Prieview to view the Webpage Content
in different preview sizes

[tz ffwss s S s ajeditorscriptsjpreview. htm | Internet

= Print:

1. Click the icon, the print window will open
2. Click Print to print the content of the page.

Q Print @

General | Elptigngl

Select Printer

[ 2] Add Printer o Fax
g Auko Canon B1C-55 on FREEDOMS th
£ Auko PDF99S on FREEDOMS =y

Statuz:  Ready [ Prirat b file
Location:
Comment; Find Printer...

Fage Range
®al MWumber of copies; |1 @

() Pages: 1
Enter either a zingle page nunber ar a zingle

page range. For example, 512

[ Pririt ][ Cancel ]

Click to print *
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Search:

1. Click the icon to search for a word.
2. Type in the word you are searching for and click Search Next.

-
#1%earch & Replace -- Web Page Dialog
Search: | Shopping Cart Websites| K.. Type in the word you
. " want to search for and
RapkiE [ER:3ce click on the 'Search
[ Makch case [ ] Match whale waord replace all Next’ button.
HtEpeffis Mot s & Internet :

3. To replace a word type the old word into the Search space and type the new

word in the replace space. Click Replace All.

Fie —~
©1Search & Replace -- Web Page Dialog
Search: |Websites
Replace: ﬁhnpping Cart ‘Websites
type the old word you are
[] Makch case [ ] Match whale ward replace all | replacing into Search:
" type the new word into
EEEE Replace: and click on the
- - 'replace all' button
hikkp: fass Bl Bt (4 Inkernet 4

4 Check Spelling:

In order to use this feature you must first go to this website www.iespell.com and
download this browser plug in which will automatically allow you to check the spelling

and make corrections.

Note: See Manuals for a IESpell Download Manual to download the blug.
1. Click the icon to use Spell Check.

2. If there are any spelling errors go through and change them in this window.
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ENttp: [/ Menel Supipitug witontiestin. < - Check Spelling ... (=] [

Check your

&] Done e - A
ol ieSpell - English {U.5.)
Mot in Dictionary: Mt for commet cial ise
] spelign Ignore | Ignore Al

Replace with: Change I hange 4l
L]

] spelling o

: ; Add lick Change tof
_Suggestlnns: Look up meaning apply the new
spelling [ | spelling
spieling =

Select the correct spelling | =|

sparing™ ot the word from the list

sapling
spilling ",

spline \w|  Options... | Cancel

3. You will be alerted once you have completed the spell check. Click OK.

B= ~

ieSpell

L]
1 J The Spelling check is complete.

I

»

4. Click OK to close the text window.
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Click 'OK" when Spell Check is

Completel]
'IL:'
&1 Dane 8 Irternet

* Cut:

Use this feature along with the Paste feature to cut and move content.
1. Highlight text and/or image you want to cut out and move to another Area of
the page.
2. Click the icon. The content you highlighted has now been cut out and is not

visible on the screen.

Note: See Paste to learn how to paste the content on another part of the page.

Copy:
Use this feature along with the Paste feature to copy and duplicate content on the

page.
1. Highlight text and/or image you want to copy.
2. Click the icon. The content you highlighted has now been copied.

Note: See Paste to learn how to paste the content on another part of the page.

Paste:

Use this feature along with the Cut or Copy feature to paste content on the page.
1. Click on the Area of the page you want to paste the cut or copied content.

2. Click the icon. The content will appear onto the page.
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Paste from Word:

Use this feature when copying from Word.
1. Click the icon to open a pop up box.
2. Paste your text into this box.
3. Click OK to add pasted content to the webpage.

&1 Paste From Word -- Web Page DHalog
Paste \Word conkent: here (CTRL-Y)

Paste copied text here....... |

(eoneel) [ak]

http:,l",l'h--- T s ---~~:-:'§.Internet

Paste Text:

Click the icon to paste text onto the webpage.

ot |

Undo:

Click the icon to undo the last action you made.

L

Redo:

Click the icon to redo the last action you made.

Edit Colour:

1. Click the icon to edit the text colour.

2. Select the text you want to change the colour of.
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EHLGELLRTE ][5 to our Demo Website

Select text to be coloured, this example shows 'Hello and Welcome' has been selected

Click the icon while the text is still selected.

A colour table will appear, choose a colour by clicking once on the colour of

your choice. You can access more colours by clicking on more colours as

displayed.
A
EEEEEEERN
HEEEEEERE Click on a colour to
lect
EEEEEEEE ™
ENENEERN
* More Colors.., Or click on More
Colours
&1Colors - Web Page Dialog B

Web Pallete Named Colors 216 Web Sale

M., 1.clickona
colour

Cuskom colors: [ Add to Custom Colors ]

* 2. click apply to
* apply the colour

| cancel || removecelor || spply

2 3. Click OK to
it f . . ——————— ) Internet Al *sclose the window
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5. If you select more colours, click on the colour of your choice then click Apply

and then OKk.

i <A | Paragraph * Font Mame = Size - z' U ¥ a2 a,

{— qu

=

ih|
il
L]
[i
(]
[l

Hello and welcome to our Demo Website

LS

Background Colour:

1. Click the icon to change the background colour
2. Choose a colour from the Colour menu by clicking once on the colour you

want.
A
EEEEERENEN
EENEEEEERER « Click on a colowr to
select
ENEEEEN "
| [ |
® Maore Calars... Or click on More
FM Colours

3. A colour table will appear, choose a colour by clicking once on the colour of

your choice. You can access more colours by clicking on more colours as

displayed.
4. If you select more colours, click on the colour of your choice then click Apply

and then Ok.

Bookmark:

To be updated.

Insert Hyperlink:

A hyper link is a link to another webpage or website. You can create a hyperlink

using an image and text.
1. Select the text or image you are creating a hyperlink from.
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HOQS K Y L HQAG@EIY - A2 +vede o

j A | Paragraph = FontMame = Size '| i U ¥ a® a. |

8]

CHOCI Nere [0 got Jial (o0 andg 3ot wWiltl TO0S e ave avaiaore 1T OO Freoaite AT Ar oo

Select an image or text
* -
+»* L)

TO get SiartEd you can look around this website now by clicking

on the links and seeing for yourself the layout of how your products, services or
information can be displayed. You can also try subscribing to our Demo website’s
Email Newsletter service and see how your Customers would be sent an Opt-In email
to ensure they are subscribed according to the Australian and other countries SPAM
laws.

GUARANTEED

2. Go to the webpage that you want to link to and copy the web address as
displayed, leaving out the http://

Go to the website and select the web address and copy it

’f
o - |t'?.]htu::f
G{H_’:glﬁ (b | Go u-;;"'_f_"; E] ~ 9% Bookmarksw

: Links @@ | Customize Links @ | Free Hotmall @ | Windows %2 Windowes Marke

="

W [[f] Dema Website Website Admin Area

3. Go back to your admin and click the icon.
4. The hyperlink pop up box will appear. Paste the web address in as shown
below. Select http:// from source the drop down list.

be: | Hyperlink -- Webpage Dialog

£ | http:f fanann S S i S dlitor facripts fhyperlin ¥

(&) Source: |h’t|:|:|:,.’,.r vEwww.ynurdnrn_ainname.u:u:um [| bl
| |
(") Bookmark: | ' s,
o ihm?ﬂ“_ e Paste the webpage
Select http:/l mailto: | |[Bark ¥ address here
Title: fp://

=
news: ___ Optignal: Select Blank for
javascript: |

the link to be
opened up on a new webpage

cancel ||insert

httpiff e e g g @ Internet

5. Click Insert.
6. Click Copy.
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7. Click OKk.

Note: you can link to a file you have stored on your PC by clicking on the yellow folder,

locate the file, select and insert it.

Note: By choosing blank from the drop down list as displayed is optional and is so that the

link will open up a second page.
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Insert Image:

Click the icon to insert an image from your computer files.
1. Click on the Area of the page where you would like the image and click the
icon , a pop up window will open.
2. Click the Yellow Folder in the Source field.

@ 'lmge - Web P;age [I*ialng

&

Source:

Tikle: Spacing:

Alignment: | || Top: . | px
Border: | Border Style ) Bottom: pix
Widch: | px Left: pix
Height: | px } Right: | |px

Lorem ipsum dolor sit amet, consetetur sadipscing efitr, sed diam

recruny eirmod terpor invidunt o labore et dolore magna aliquyam

erat, sed dism volupbua. Ak vero eos et accusam et justo dua dalores

el ea rebum. Stet dita kasd qubergren, no sea takimata sanchus est
Liorem ipsum dobor sit amek.

ks v St Pt ssmbines. < | o) Inkernet

3. Another pop up window will open, click Browse.
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£ Asset manager -- Web Page Dialog - o&

Assets v New Folder Del Folder [meges ]

:@ complete systemz.ipg & 2.5 kh del
:@J-usader imane. g o 6.0kb del

Upload File:

hittpes s S B s e [Ediborfassetmanager fassetmanager.a | 4 Internet

4. Select an image and click Open.

Choose file

Loak ir: ||r'_] Camputers
My Recent " = E’
Documents B
ey -
@ \ et .
CeskoP | Eomplete systemzipg]  complete_system.jpg computer jpg
I |

ty Computer
ComputerServers.gif cordless_mouse, jpg DORAM. jpg
. [ae]
: .
Mypl«l\:_letwmh File name: |complete_system2.jng =l Open
CEs

N
Files of type: | Pictures [ of. * ipg) =
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5. Notice the file name is now inserted in the Upload pop up window, click
Upload. The image will take a few seconds to upload. When you see the

image you selected appear in the window, click OK.

2] --Web Parge [Halog i @
[Assets (] new Eolder Del Folder Images [v]
oz complete svstem.jog 25k del
' E P d header image.qf % 6.0kh dal
= - -
| g
W

JEditor fassetsfcomplete_svstemz, jpg

Upload Fie: |[_Browse.. | upload

Rkbprf fiewoss  darar | bt e ﬂﬁdhr!amtmnagaﬁaﬁ&mmager.a I' Internet

6. Return to the first window, click Insert, to upload the image onto your

webpage.
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] Image -- Web Page Dialog

Source: JEditor/assetsfamd_logo.jpg

Title: Spacing:

Alignment: | V_] Top: p

Border: | Border Style | Bottom: p

Width: Left: b

P '1-
E
Height: o | Right: px

Larem ipsum dolar sit amek, consetetur sadipscing elity, sed diam
nonune: girmod tempor invidunt uk labore et dolore magna aliguyam
erat, sed diam woluptua, Ak vero eos et accusam et justo duo dolores
et ea rebum, Stet clita kasd gubergren, no sea kakimata sanctus est
Lorem ipsum dolar sit amet,

'HtEp:ﬁ'--- R f.glﬁ.lﬁ.t.erné.t

Insert Flash:

This feature allows you to insert a flash file.
1. Click the icon.
2. The Insert Flash window will open, click on the yellow folder

==

@ Insert Flash -- Web Page [Halog 1. Click the yellow]

folder
Source: L
Background: B Fick

Width: 100

Height: 100

pualiy: EQE B

Aligr m.;a_':_\_r]
Loop: %) es () Mo

cancel

e f " — Hﬂ Inkernet

3. Another window will open, click on the ‘Browse’ button.
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£ Asset manager -- Web Page Dialog {5 @
|.0.ssets |V] Mew Folder Del Folder F_Iash |Vi
l@iwe flash,owf oF 31 kb del

Upload File: CHidEe - o | upload
LTl
2. Click 'Browse' to
find a flashfile
Http:,l',l'm [ S s Editor fassetmanager fassetranager . a :ﬂ Internet - ‘j

4. Insert a file by clicking on a flash file, then click open.

Choose file Bx|

Fs

Look in: | [ Deskiop | @ @
,__.-é E}My Documents
: ; My Cormpuker " —

My Recent WMy Network Places 3. Find and select a
Docurents | flash file
=
Desklop
g2

by Documents

ty Cornputer 4. When you have
selected a file click
on "Open’

Places

by Metwork, File narme: Ifull_sc:reen j Open

Carnicel

i

Filez of type: I Pictures [*.qif, * jpal
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5. Click on the ‘OK’ button to close this window.

@ Asset manager -- Web Page Dialog

| Assets

Upload File:

iv; Mew Folder Dl Folder

@) iwe Flash.swf 2

i| | upload

[Flash_[]
3.1 kb del
5. Click "OK' to
close this window ",
p |

REEpr: [ eoess B Bt it --'-|,|'EcIitu:nr,l'assetmanager,l'assetmanager.aéi Internet

6. You have now returned to the first and original window. Finally click on ‘OK’ to

upload the flash file and close this window.

@ Insert Flash -- Web Page Dalog

=

SouUrce:
Backaround:
Width:
Height:
Ciualicy:
Align:

Loop:

hEE ) —— Htﬂ Internet

JEditorjassetsfive_Flash.swil e,
| e
100 You can select a

background
coulour by clicking

100 on Pick and
R P clicking on a
ﬂ?h_:j colour
<hot Set> |v|

(&) Yes () Mo

LT}
6. Click OK to
closa the window
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Insert Media:

Use this feature to insert a media file.
1. Click the icon.
2. The Insert Media window will open, click the Yellow Folder in the Source field.

g o
€1 Media -- Web Page [Halog
Source! | 3
i ) {Illt-
width: =20 1. Click the yellow
Height: a0 Tolciee
Auko Stark:
Show Controls:
Shiow Status Bar: [
Shiow Displa: ]
Auko Rewind:
http:,i',l'--- [ ﬂ Inkernet
3. Another window will open, click Browse.
@ Asset manager -- Web Page Dialog {5 @
|.0.ssets |V= Mew Folder Del Folder _F_IEsh r;-;
l@iwe flash,owf oF 31 kb del

upload

K. 2 Click 'Browse' to
search for a media

il

FILE f fhsstont bt b s i 4 st --r-'|,|'El:IitI:ur,l'assetmanager;’assetmanager.aEﬁ Internet

Upload File: CHEe T

4. Insert a file by clicking on a flash file.
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5. Click Open.

Fas

Choose file

D

-l o2

L':,}My Documents

_J My Compuker L
My Recent Wy Metwark Places 3. Find and select a
D ocuments flash file
7
Dezkiop
by Documents
=
b .‘5
-
by Computer 4. When you have
selected a file click
. on "Open’
My Metwork File rarne: |fu||_su:reen j Open
Flaces
Files of bype: |F'i|:tures [*.qif, * jpa] ﬂ Cancel
6. Click OK.
&1 Asset manager -- Web Page Dialog . @
| Assets |Vi Mew Folder Del Folder |_M_.3£I@ Rf-i
) sound.mid & 0.2 kb del
@ sound. way o 26.7 kb del
@suund.wma & 45,7 kb del
Upload File: (CABACKUPYMy Documer | Browse. . upload
5. Click "OK"

RIEEp: [ f v Mg Bt o e --ﬂ,I'EdiI:nrIl'assetmanageriassetmanager.aEﬁ Internet
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7. Click Insert to insert media file onto webpage.

&7 Media -- Web Page Dialog
Source: sow_rmedial T
Width: a0 |
Height: |290
Auko Start:

£ USSR *.rl‘-ir.:k any features

show Stakus Bar: [ for your media
Show Display: [ How

R ook 6. Click ‘Insert

rI;|-I:I:|:| :}}__T-—_ b A 'i Internet ;
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@ Insert table:

Use this feature to insert a table.
1. Click the icon.
2. Select the amount of rows across and columns down from the drop down

menu.

Drag your mouse over »
squares to create table

Eg, to create a table with 2
rows and 4 columns: Select 2
squares down and 4 squares
across as display

Edit Table:

Use this feature to edit an already inserted table.

1. Click the icon and select an option from the drop down menu.

Y

Table =ize
Edit Table
Edit Cell

A. Edit Table Size
When you select this option a pop up window will open with
options for you to edit the table size.

1. Click Close when you have edited the table size.
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] Table Size -- Web Page Dialog
Click here to Insert Row Insert Column:
insert a row sfir—= :
Click here to
ﬁ @"' insert a column
: IncreaseiDecrease Increase/Decrease
Click here to Rowspan: Colspan:
merge two __ I\
- 1
Eﬁge’iﬁﬂf HH | EH = - Click here to
merge 2 columns
Click here to Delete Row: Delete Colurmn:
delete a row e
‘B &35 |#--  Click|here to
deletaja column
i‘lttp:,l',l-'; iy E.i_internet o
B. Edit Table

Use this feature to edit the table Autofit, Properties or Style.

1. To add a border to the table click Properties and follow the
example below.
Click Apply to apply each change you make.
3. Click OK when finished.
] Table Properties -- Web Page Dialog
AutoFit  Properties  Style
Aligriment: i center !EK
Left: px Right: | px ) 3Iil::1;t on ttii;;e ar;low to
. Margin - align the table
E#:g;natgif&:? yip Top: px  Bottom: px to the left, right or
thickness from t T i — centre of the page
drop down menulr Borders: | 3px El Collapse: | Yes :E|
Background: ]
Cell Spacing: e
Cell Padding: | p
ihl':tp:,l' e Mt i | D Internet %_q

C. Edit Cell

Use this feature to edit an individual cell within a table.
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1. Click Apply to apply each change to the cell.
2. Click OK when finished.

&1 Cell Froperties -- Web Page Dialog

AutoFit  Properties  Style

Text Alignment: i nak sek v iru:ut set i\_fj
Left: p Right: s

Padding
Top: px  Bottom: P

white Space: | Mok Set v/

Background: |:|

Presiew;

: Texk 123

Text Formatking ] [ Border Style ]

apply ko |

bbb /i - it ) Internet

Show/hide Guidelines:

1. Click the icon once to hide guidelines of a table.

2. Click the icon again to show guide.

Absolute:

This feature allows you to move an image around anywhere on the page.
1. Select image you want to move.
2. Click the icon. Now you can move the image anywhere on the page.

3. Click the icon again to disable the feature.

Special Characters:

This feature allows you to insert special characters on the page.
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1. Click on the Area of the page where you would like to insert your special
character.

2. Click on a special character (example © ® ™) to insert onto the page.

3. Click Close when finished.

-~ =
@5peciﬂl Characters -- Web Page Dialog
it |E|=|EV ] (@2 2] @ ||| 2|z TIL I EN R A
RN 3 I 1 3l N I I R ot P 9 P = L S O R R
CIE|E|E|E(T|T|T|I|e|M|&[A|E|EE [ «|@|o|0|0|0lv|e|6|alalalaals|=
cle|e|é|eli|i|i|i|a|f|o|d|d|d|d|+]|a G0 vl |9 [ Ele |55 ¥ ¢ @
HTML Code:  &cent;
L R e -MIeditnr,l';s;ﬂ Internet L

E Line:

Click the icon to insert a line across the page.

Form Editor

To be updated.

Remove Formatting:

Click the icon after pasting text from word to remove formatting that could be
disruptive to the webpage.

Switch between HTML/Text:

This feature allows you to view the HTML code for the page, in order to add the
code to your website.
1. Click the icon to view the code for the current page.

2. Click the icon again to return to normal view.

Clear All:

Click on this button to clear all content on the page.
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»

Paragraph Fnrmattig

List Formatking
Box Farmatking
Cuskom 255

Text and Formatting:

1. Click the icon and select Text Formatting from the drop down menu.

2. The text formatting window will now open, edit text as required.

1. Select Font
type

&) Text Formatting -- Web Page Dialog
Font : Style : Size 1.-Bo Id, ltalic or
I [ *-" regular
rial ~ ~ [Regilar & ~l
il = =
Arial Black Eg;'c'f '?ﬂ Ell
Brial Mearmowe = 'Butd It 11 ‘
--.'* |B|3-:|k Antiqua =11 12
| o bl , i, | [[l14 >l
Foreground: D Background: D k‘
Decaration: Text Case! Mirdeaps: ‘hertical: ‘1
(& Mok Set @ Mot Set (@ Not Set @ Mot Set 1. Select text
) Underline )y Capitalize (O Small-Caps () Superscript slze
() Overline (T Uppercase () Normal (O Subseriph
() Line-through () Lowercase ) Relative 1 | Middle e
O Nene O hone ) Baselne ==
Character Spacing :
3. Click OK to
2. click to apply closg fhe window
changes
"i
[cancel ]
hitpifjwess St oy s, mﬁe&tor.l’scﬁ:%* Intemet o

3. Click Apply to apply the changes and then click OK to close the window.

5

Text Formatting

List Formatking
Box Farmatking
Cuskam 255

Paragraph Formatting:

1. Click the icon and select Paragraph Formatting from the drop down menu.

2. The formatting window will open, edit text as required.
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] Paragraph Formatting -- Web Page Dialog 11 _Advanced
#Y paragraph
Alignment; Indentation: k‘ options
Wiord Spacing: Character Spacing:
Line Height: . . Texk Case: Mot Set E]
wehike Space: FJEIEI:_I'E

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonurmey: eirmod
kernpor invidunt ot labore et dolore magna aliquyam erat, sed diam waolupkua, Ak
wern ens ek accusam et justo duo dolores et ea rebum, Stet clita kasd gubergren, no

sea takimata sanckus est Lorem ipsum dalor sic amet, 2. click to apply

"i changes
-
= — : oy 3. Click OK to
hibp: i S— e < ) Internet |close the window

3. Click Apply to apply the changes and then click OK to close the window.

4

Text Formatking
Paragraph Formatking

Eox Formatking %

ustam 33 List Formatting:

1. Click the icon and select List Formatting from the drop down menu.

2. The formatting window will open, edit list.
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Mumber Format

Bullet Format

@ List Formatting -- Web Page Dialog '

Fom ~
&1 List Formatting -- Web Page Dialog

Starting Mumber 1|1

. lem|VI

Left Margin

Mumbered Bulleted

1, - B eee a, -

2. - B, - b, -

3. - T e Lo e
Lo i

]
I - i, e *u
. - ji, ----- Click on an
number style

| "

.,

if starting form
a number above
one enter here

hbbp: s S S 4 In

Mumbered Bulleted
. - Q- | -
[ —— [ J— [ J—
o - | Lo " -

Click here to
browse for an
image to create
your own bullet

point. h:"F

sing Image - url | JEditorfassets/abe =

: IV!

n
Click on any &
bullet style

Left Marain

kernet ﬁ*. 7 o

http: s Sl B |4 Tnternet iE" i _j

Click Apply,
then OK

Click Apply,
then OK

3. Click Apply to apply the changes and then click OK to close the window.

4

Texk Formakking
Paragraph Formatking
Lisk Formatking

|Custu:um 55 k |

Box Formatting:

1. Click the icon and select Box Formatting from the drop down menu.

2. The formatting window will open, edit border formatting.
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Select the width Select visible
of the border lines for border
5
#1Box Formatting -- Web Page Dialog < i‘
| |
W B 11 e — ck on 'Pick’
| folour border
= P, e =
LIC I N RN NN R e ick on "Pick’
P | | taljadd shade to
O . a4 box
[ | | Sp ——— [
Click onany | —®
border style || mégin Padding
Left: pe Right: pe Left: px Right: P
Top: px  Botkom: px | Top: g Bokkom: P
Dirnension
Width: pixels Ivi
. ' - L ¥
bbb | e Seed S st © i Internet %
Click Apply,
then OK

3. Click Apply to apply the changes and then click OK to close the window.

5

Texk Formakking
Paragraph Formatking
Lisk Formatking

Box Formatking

T

Click the icon and select Custom CSS from the drop down menu.

Custom CSS:

The formatting window will open, edit CSS.
Click Apply to apply the changes and then click OK to close the window.

Use this feature to make selected text bold.

Bold:

1. Highlight text you want to make bold.
2. Click the icon once to make the text bold.
3. Click the icon again to remove the bold formatting.
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Italics:

Use this feature to make selected text italic.
1. Highlight text you want to make italic.
2. Click the icon once to make the text italic.

3. Click the icon again to remove the italic formatting.

¥

Underline:

Use this feature to make selected underline text.
1. Highlight text you want to underline.

2. Click the icon once to underline text.

3. Click the icon again to remove the underline formatting.

¥

Strikethrough:

Click the icon to put a line through selected text.

Ay

Subscript:

Click the icon to change text format to Subscript.

32

Superscript:

Click the icon to change text format to Superscript.

Align Left:

Click the icon to align text to the left margin.

Centre:

Click the icon to centre the text down the middle of the page.

Align Right:

Click the icon to align text to the right margin.
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Justify:

Click the icon to align text to the left and right margins evenly.

Numbering:

Use this feature to add numbers to paragraphs.

1. Click at the beginning of the paragraph to be numbered

2. Click the icon to insert number 1.

3. At the end of each numbered paragraph press Enter on your keyboard and
the next number will automatically be displayed at the beginning of the next
numbered paragraph.

4. Press Enter on your keyboard twice at the end of the last numbered
paragraph to stop the numbering.

Bullets:

Use this feature to add bullet points to paragraphs.

1. Click at the beginning of the paragraph to be numbered

2. Click the icon to insert a bullet point.

3. At the end of each numbered paragraph press Enter on your keyboard and a
bullet point will automatically be displayed at the beginning of the next
paragraph.

4. Press Enter on your keyboard twice at the end of the last numbered
paragraph to stop the bullet points.
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Decrease Indent:

Use this feature to indent paragraph to the previous tab stop or selected item one
character width to the left.

Increase Indent:

Use this feature to indent paragraph to the next tab stop or selected item one
character width to the right.

fontMame T change Font:

Use this feature to change the font type of the text.
1. Select the text on webpage to edit font.
2. Click the icon to open the font drop down list.
3. Select a font by clicking on it once.

Arial (Arial) Modern (Madern)

Avrial Black (Arial Black) Monotye Cowva(Monokype Corsiva)
Arial Marran (Arial Marrow) Palating Linotype (Palating Linotype)
Book Antiqua (Book Antiqua) Roinen (Roman)

Bookman Old Style (Bookman ld Style) i (SCripL)

Century Gothic {Century Sathic) Small PuulaiSmall Fonts)

Comic Sans a5 (Comic Sans M3) Ezfion (Symbol)

Courier New (Courier Mew) Ttha (Tahams)

Franklin Gothic medium (Franklin Gothic Medium)
CGaramond (Garamond)
Qeorgia (Geargia)

Times Hewr Foman (Times Mew Roman)
Trebuchet M5 {Trebuchet M3
Verdana (Yerdana)

R .
Impact{Impact) 3T Yol |k {Wﬁbdlﬁgs}

Lucida console (Lucida Consale) FH WV D WY {Wlngdlngs} .
Lucida Sans (Lucida Sans) SOPac@F4@ O (Wingdings 2)

Lucids Unicode (Lucida Unicode) LeaElesyo- MWingdings 3)

Size =

Change Font Size:

Use this feature to change the font size of the text.
1. Select the text on webpage to edit font size.
2. Click the icon to open the font size drop down list.
3. Select the size by clicking on it once.
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Size 1
Size 2

Size 3
Size 4

Size 5
Size 6

Size 7

Paragraph = Change Font Style:

Use this feature to change the font of the text to a preformatted font style.
1. Select the text on webpage to add preformatted font.
2. Click the icon to open the drop down list.

3. Select a preformatted style by clicking on it once.

Heading 1

Heading 2
Heading 3

Heading 4
Heading 5
Heading &
Preformatted
Mormal (P
Marrnal (DI
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Site Map

Home Page

First Page showing Image and website navigation options for the website allowing a
visitor to click on a link to another page in the website. The Home page is the
introduction to your business website.

About Us

Page with Company details, mission statement, any recent news for customer’s.
Basically what you are all about.

Contact Us

Page providing contact address, email and phone details as well as an Instant
Request facility that allows the visitor to send an email or SMS notice direct to
Admin.

Privacy Policy

Privacy Policy as standard practice for compliant Australian and International E-
commerce Websites stating how you treat and handle customer information that you
collect. This page already displays a sample privacy policy for you to edit by placing
your Business name in the Areas outlined.

Ordering Policy

Terms and Conditions for Online Ordering, not covered in the Privacy Policy. This
includes Refunds, Back Orders, Returns and Incorrect Listings. This page already

displays a sample privacy policy for you to edit.

Site Map

Is a map of all of the pages that are contained within the front end your website.
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