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3. Select a folder that the file should be uploaded. 

 
4. Browser the files to be uploaded and click UPLOAD FILES. 
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 To view files in a specific folder: 

1. Click on Manage Files/Assets under Website Builder. 
2. Select the directory from the dropdown list and click View Files in Folder. 

 
3. Then the files in that folder will be displayed in the page. 

Upload Background Image 
 To upload your own Background Image: 

1. Click Upload Background Image in the Web Page Builder Admin Area. 

2. Select ENABLE. 

 

3. Click Update. 

4. Click Browse to select an image from your computer and click Upload.. 

 

5. Click Update to upload background image to website. 

6. Advanced Settings: 

 

 To upload a Custom Background: 

1. Click Upload Background Image in the Web Page Builder Admin Area. 

2. Select ENABLE. 
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3. Click Update. 

4. Select the colour to choose it. 

 

5. Click Update to upload the colour you choice. 

Edit Main Head Tag 
Intermediate Use  

 To edit Main Head Tag: 

1. Click Edit Main Head Tag in Website Builder Admin. 

2. Insert your head tag and click UPDATE to save changes. 

Note: Instructions are provided on the webpage itself.  

Edit Contact Details 
1. Click Edit Contact Details in the Web Page Builder Admin Area. 

2. Edit your business details in the appropriate fields as displayed. 
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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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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. 

 
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. 

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. 

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

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

 
3. Enter the link to cloak and click CREATE Link. 

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

2. 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. 

 
4. Make necessary changes to the page and click UPDATE to save the 

changes. 
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Request Support 
Add Support Ticket 
To add a Support Ticket: 

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

 

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 
Automatically and securely log out of the Admin Area. 

 To Log Out: 

1. Click Log Out. 
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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 
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Search Engines 
The Search Engines section is to help you submit your website to the search 

engines most effectively. 
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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. 

 

3. Click Close to end preview. 
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 Print:  

1. Click the icon, the print window will open 

2. Click Print to print the content of the page. 
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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. 

 

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. 

 

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

 

4. Click OK to close the text window. 
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 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. 

 

 Paste Text:  

Click the icon to paste text onto the webpage. 

 Undo:  

Click the icon to undo the last action you made. 

 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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3. Click the icon while the text is still selected. 

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

and then Ok. 

 

 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. 

 

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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2. Go to the webpage that you want to link to and copy the web address as 

displayed, leaving out the http:// 

 

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. 

 

5. Click Insert. 
6. Click Copy. 
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7. Click Ok. 

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. 

 

3. Another pop up window will open, click Browse. 
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4. Select an image and click Open. 
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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. 

 

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

webpage. 
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 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 

 

3. Another window will open, click on the ‘Browse’ button. 
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4. Insert a file by clicking on a flash file, then click open. 
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5. Click on the ‘OK’ button to close this window. 

 

 

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

upload the flash file and close this 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. 

 

3. Another window will open, click Browse. 

 

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

 

6. Click OK. 
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7. Click Insert to insert media file onto webpage. 
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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. 

 

 Edit Table: 

Use this feature to edit an already inserted table. 

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

 

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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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. 

2. Click Apply to apply each change you make. 

3. Click OK when finished. 

 

C. Edit Cell 

Use this feature to edit an individual cell within a table. 



96 

                     

  

1. Click Apply to apply each change to the cell. 

2. Click OK when finished. 

 

 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. 



97 

Glossary 

 

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. 

 

 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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 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. 

 

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

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

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

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

 Custom CSS:  

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

2. The formatting window will open, edit CSS. 

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

 Bold:  

Use this feature to make selected text 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. 



102 

                     

  

 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. 

 Subscript:  

Click the icon to change text format to Subscript. 

 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. 

 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. 

 

 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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 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. 
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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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