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Introduction

Website Publishing Tool is a powerful and feature rich application that allows you to create
websites without the need to learn the HTML language or web design skills. It comes with
ready-made templates that can be modified with text or images, allowing you to create a
website that suits your needs. Website Publishing Tool is offered in three packages, you can

upgrade these at any time.
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Adding Content

Text

Click a block of text to open the text options.

Settings Button: . . .
———— Click this to open m

= s W imnas —

the text box for

editing. In libero ipsum, volutpat sit amet molestie sitf —
amet, vestibulum nec inenm. Quisque et purus
eu
Drag Handle: Use mauris dictum vari| ™= nec elit mi, poSuere =
. vel luctus vitae, vestibulum in velit. Vesti
o iiEmerEg e ulum id nis! egetnt vel id lorem
'R Ly

Textto a

different row.

Delete Button: Remove the text block from your web page.

Drag Boxes: Drag these to alter the size and the shape of your text box.

‘ n

Adding Text

O Note: Some software (such as Microsoft word) will add hidden formatting code to

your text. If want to copy and paste text into your website, make sure that you

“Paste as Plain Text”.
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To add new text, Drag the

Text block widget to the

WIDGETS MEDIA

area on your website that
you would like to enter = al
your text. =

Text Block

A new text box will appear
where you dropped it, You
can still move this text box,
or resize it by dragging the
edges of the box to fit your

needs.

Removing Text

Click the text you want to remove. An
options menu will appear above the text.

Click the Red Cross.

You will be asked to confirm you want to
remove the text, click Confirm to delete

your text.

Editing Text

Click the text you want to remove. An
options menu will appear above the text.

Click the cog to open the editing options.

Enter your text in the box.
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Formatting a block of Text

Quick tip: This will show you how to change one block of text. To change the

styles of text across your site please see Font Sets, and Font Styles.

Step 1

Double click the text you would like to format.

n libero ipsum,vokﬂpat.si! amet molestie sit ame Eros in quam lacinia sed dictum eros
vestibulum nec ipsum. Quisque et purus eu neque augue, sagittis eget tincidunt et

elit. Sed cursus faucibus tellus, actinc
vel luctus vitae, vestibulum in velit. Vesti suscipit eget. Duis lacinia quam et es’
ulum id nisl egeint vel id lorem iaculis. Donec elit mi, posuert

Step 2

Select the text you want to re-format and choose how you would like to re-format your text.

Styles V¥

 —
Add new type style

Paragraph
Heading 1

Heading 2

Heading 3

k “\«««»«“«w«D

Heading 4

Preformatted
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Formatting tool: Adjust the font, size and style of your text.

Justify Text: Choose how to align your text within the text box.

n Lists: Turn your selected text into an ordered or unordered list (bullet points).

Creating Links

Step 1

Double click the text box and select the text you want to turn into a link.

Step 2
Click the Add Link button.

ses v A IS EEE B === == P2 WML

Arsassasasaasaas

assured seasonal vegetables

available at the click of a butto

View seasonal Vegetables
1)

) SSURUOR py CORSHRRO |

Add a link to another page on your website

Step 3 Link Editor

In the Internal drop down menu, select )
Internal Link:

the web page you want to link to Farms == [farms] Elf\ﬂ
Select an internal page

Step 4 Home == [home]

P About == [about]

Click Save Link. Contact == [contact]
Vegetables => [vegetables
Opens in this window |E|
S - - R
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Add a link to another location

Step 3 Link Editor
Enter the URL you want to link to in _

Internal Link:
the address box provided. Select an intemal page E|
Step 4 External Link:

. . |
- /

Choose if you want the target link to http:/fwnw. yourwebsiteandemail.com. f"“ﬂ
open in a new window, or in an Link Target:

existing window. Opens in a new window E'rqn

SR - B
]

Generally, it’s better to open external

links in a new window so that visitors

can remain on your site.

Step 5
Click Save Link.

Images

Click an Image to open the image options.

1 Replace Image: Replace

this image with another

you have already

Settings button: Click

this where you can add
links, alt tag, title tag,

rollover or lightbox to an

image.
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Resize Image: Reset your image to its original size.

n

Drag Handle: Drag an image to a different row.

Delete button: Remove the image from your website.

H

n Drag Boxes: Drag these to alter the size and the shape of your image.

Best Practices

Images are important on a website, however large images (in file size, rather than area) can

slow your website down and use up your visitors data transfer quotas (if they have any).

When you add an image to your website you should always look at reducing the file size of the

image before you upload it. There are two main ways of reducing an images file size:

e How large is the image? Reduce the image to the size that you need it.

e What quality do you need? A camera may take a high resolution photo, but your
visitors will not need that level of details, and their screens may not be able to display
that much detail. You can reduce the quality of photographs without any reduction to

the quality of your visitors experience.

While many photo and image editing software will be able to do this for you. If you don’t have
access to any existing software, there are still plenty of free alternatives (such as

http://webresizer.com/resizer/) available online.
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Uploading images

WIDGET & MEDIA

Step 1 + ADD y)
Click in the Media tab in the left hand

side of the page, then click Add.

.
Step 2 N
p €0 0 L v My website Images « [ 43 | Scarch Bosckit images )
Browse to the image you would like to Qe el jokic £- 0 @
X Fovortes * Name B Date modified Ty
add and click Open. B Desitop = dairyjpg 07/08/2013 1645 IP
& Downloads . & dainy-farmeripg B LS P
] Recent Places | B meatpng U/0E/203 144l P
& meatfarmerpg LY TE e
4 Libraries — [ Vegetablesijpg oE0E Lz P
¥ Documents ] veg-farmeripg oE0LELEs2 P
& Music
&) Pictures
B8 videos
8 Computer b | 11 I | ¢

File name: dairy-farmer.,jpg v | Customised Files ~d

Add an Image

Once your image is VDTS e
+ ADD (v

listed, simply drag it to

P77 meat-farmer.jpg
| e
" .

the location you want

816 K8

it on your website. / . dairy-farmeripg

Lo

You can move or resize

the image by dragging
the edges of the box to

fit your needs.

Page 11



Additional Image settings

There are a number of additional options you can create with images. These are available

within the image settings panel.

Step 1

Click on your image.

Step 2

Click the Image Settings cog.

Locking the image aspect ratio

Locking the aspect ratio will stop your image being

. . o _ IMAGE:
distorted if you are resizing it. To lock the aspect ratio,
; Size (WIH):
click the Padlock.
a
@ Shows that the aspect ratio is unlocked. The Link:

height and width of your image can be changed Add Clear

independently of each other.

1 Shows that the aspect ratio is locked. Changing
the height of the image will affect the width of

the image and vice versa.
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Adding image tags

Alt Tag: Enter an alternative
description of your image. This tag is

used by speech reading devices, and
Title Tag:

browsers that are unable to displa
play +W/egetables on =ale at Ralphs

your image.

Title Tag: Used to give your image a title, this may be displayed in Search Engines.

Adding a rollover image
A rollover image can add movement to your site. To add a rollover image simply drag the

image onto the rollover pane.

WIDGETS MEDIA
+ ADD

SETINGE

IMAGE:

dairy-farmerjpg Size (WIH): Alt Tag:

 —
o e N7 meat-farmerj
yrful-kitchenware_1.jp... Link: Title Tag: -

KB

dairyjpg

In this example, the rollover image is lighter to the image used, but otherwise identical. You

can test your rollover image in the preview screen.
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Home About Contact Vegetables Farms Home About Contact Vegetables Farms

Sourced from our local farms, quality assured Award winning Cheeses Sourced from our local farms, quality assured Award winning Cheeses

Standard Image Image Rollover

Adding a lightbox

A lightbox allows customers to view a high resolution image if they want, without having it
download on your web page by default. To add a lightbox image simply drag the image onto

the rollover pane.

WIDGETS MEDIA
+ ADD v [v)

-farmer.jpg I

SETIINGS
IMAGE:

dairy-farmer.jpg Size (WIH): Alt Tag:
— - L S meat-farmer.jp:

w PN N

ul-kitchenware_1.jp... Link Title Tag:

dairy.jpg

The image you add to the lightbox should be a large, high resolution version of the image you

are editing. You can test your lightbox in Preview Mode.
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Image Links

You can add links to images within the Image settings SETTINGS CSS
panel.

IMAGE:

Size (W/H):

a
Step 1

Link:
Click the Add button to open the new links tool.

Add

Add a link to another page on your website

Step 2 Link Editor

In the Internal drop down menu, select _
Internal Link:

the web page you want to link to Farms == [farms] E‘r\‘n
Select an internal page

Step 3 Home == [home]

P About == [about]

Click Save Link. Contact == [contact]
Vegetables => [vegetables
Opens in this window |E|
SAvE LN S

]
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Add a link to another location

Link Editor
Step 2
Enter the URL you want to link to in _

Internal Link:
the address box provided. Select an intemal page E|
Step 3 External Link:

- i i /

Choose if you want the target link to http:/fwww yourwebsiteandemail.com. ““ﬂ
open in a new window, or in an Link Target:

existing window. Opens in a new window E'rqa

e R
)

Generally, it’'s better to open external

links in a new window so that visitors

can remain on your site.

Step 4
Click Save Link.

“No Follow”

The no follow attribute tells search engines not to follow the links from your image when
ranking your site. Setting the Link as No Follow shows that the link related to an unendorsed

document, or a paid for link.

Quick tip: More information of this attribute can be found at:

http://en.wikipedia.org/wiki/Nofollow.

Simply toggle the no follow setting on and off to change the [ ——

attribute in your image links. rel="nofollow™

© off (default setting)

® on rnofoliow™)
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Optimizing loading speeds
If your webpage is large and contains many images, you can improve performance by changing

the way your images load. Asynchronous Loading has two settings.

o Off: All the images on your web page will load at Asynchronous Loading:
@ Off (default setting)

the same time.

e On:Images will load as visitors try and view them ® on

by scrolling down the screen.

Finding the URL of an image you have added

From time to time you may need to find the URL of an image you have uploaded (if you want

to link to it from another site for example).

WIDGET 5 MEDIA

Step 1 + ADD Q O
Click Media, then hover over the image you

want the URL for. An Information icon will

meat-farmer.jpg
812.9 KB

appear, click this. !

The image URL will be displayed, you can copy

Copy Ctrl+C

this link for use elsewhere.

http:/fimage basekit.com/live24059 0
0_tra

Go to http://image basekit.comy

Print...

Inspect element
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Downloadable Files

Upload a file for visitors to download

You can upload the following file types for visitors to download on your site.
Documents:
'ndf', 'doc’, 'docx’, 'xls', 'xIsx', 'txt', 'ppt’, 'pps’, 'pptx,
Media:
'mp3’, 'aac’, 'ogg', 'wma’', 'mp4’, 'm4dv', 'm4a’, 'm4b’, ‘aiff', 'mov’, 'wmv', 'flv', 'swf', 'ico’
Archive:

'tar', 'gz','zip'

O Note: You can’t upload a file larger than 20MB.

WIDGETS MEDIA
+ ADD 'y

Step 1
Click in the Media tab in the left hand
side of the page, then click Add.

Step 2 e

( Uul » My Website Images
—

]

Browse to the file you would like to add Organize > Newfolder E- O @
T 4 Mame . Date modified T;.-I
and click Open. B Desktop [ dairyjpg 07/08/20131446 P
& Downloads _| [ dairy-farmerjpg 07/08/2031450  JP
| Recent Places 7| meat.png 07/08/201314:41 PN
=] mest-farmerjpg 07/08/201314:50  JP
9 Libraries — [ vegetablesjpg 07/08/201314:42  JP
| Documents [ veg-farmerjpg 07/08/201314:52  JP
& Music
&) Pictures
[ videos

- i »

File name: dairy-farmer.jpg ~ | Customised Files -

1% Computer
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Add a file

To add a file to your website, simply drag it to the location you want it on your website.

WIDGETS

O

makingthemostofyourwebsit..
3236 KB

440hz-5sec.mp3

29.7 KB

[ makingthemostofyourwebsite. pdf

choudanse7.swf
1278 KB

To update the text describing your file, click

on the file, then select the Settings cog.

e b

o Note: When you Publish your changes, this file will be available for visitors to

download.

Working with Templates

Templates allow you to copy and edit content across several pages at once. By Default, you will
have three templates already set up to use. These contain your Header, Logo and Footer

information.
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Creating a new template

Step 1
Click Widgets, then click Add next to the

WIDGETS

Templates section title.

B ()

Step 2

Enter a name for your new template and

Create New Library item

click Create Template widget. Name:

Jﬂe_wtemplate|

CANCEL CREATE LIBRARY ITEM

Editing a template

By Default, your templates are locked. To unlock them, simply double click the template.

o

DOUBLE-CLICK TO UNLOCK
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You can then edit your content as you wish. Any change you make to your template will be

reflected on other webpages that the template is used.

Adding a template to a web page

Step 1

Click Widgets, then expand the templates section to find the template you want to add.

WIDGETS MEDIA

Step 2

Drag the template onto % [Caal

your web page.

Themes - Changing the look and

feel of your site

Colours

When changing colours, you will often see the colour picker. The colour picker has four main

sections.
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Click and drag to

select a colour.

Move the slider to

select a different

hue.

Custom Swatches

. Pick a colour from
3

this colour swatch if

you want the colour

to change whenever
you change the

colour swatch.

n Set the colour to Transparent.

H . Add your chosen colour to the

custom colours swatch.

Changing all the colours in a theme

Step 1

Click the Website button to enter the design mode.

Mobile site Preview Themes Manage Publish
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Step 2
Click Theme Colors. A drop down menu of colour

swatches will appear. Preview Themes Manage

Theme Colors “ Theme Fonts A3

Color Swatches

Colour swatches are groups of colours designed to B T ] vinimal«

complement each other, they are used to set the BN | | vinimal 1
colours for a theme. [ I | minimai 2
B 1] vinimai s

Simply click on a swatch to preview it on your site,

once you have chosen your swatch click anywhere

on your web page to close the menu.

Background

Step 1

Click the Website button to enter the design mode.

Mobile Preview Themes Manage Publish

Step 2 Preview Themes Manage Publish

Click BaCkground' Theme Colors (s Theme Fonts A3 Background =

= W
Theme Background Q
Type
The background options .

will appear.
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Changing background colour

Set a solid colour as your

picker

e

background.

*

Colour f

Color v
Theme Background a e Swsdches
(]

Type =

[Color ____[~] -
Colour e
chip i

Centre

Click on the colour chip then
select a colour. You can either h A Theme
select a colour from the colour Swatches

picker, or from the theme

swatches.

Quick tip: If you choose a colour from the colour swatch, this will automatically

change whenever you change the swatch in Theme Colours.

Choose a background Image

Add an image as a background to your website.

To change the image, simply drag your chosen image onto the Image Preview. You can then
choose how to align it on the page and if you want the image repeated horizontally, vertically

or both.
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Preview Image

H

Align Image

E

Repeat Horizontally

n

Repeat Vertically

Quick tip: This option will show
your image at its actual size, if
you want your image to stretch
to the entire background use

the fullscreen mode.

Adding a two colour background

Background ™

Theme Background Q

Type

Image v

Theme Settings

Theme Width

Theme Position

Change your background to a two colour gradient. Choose the two colours you want to use,

then adjust the angle of the gradient using the drop down menu or slider provided.

Quick tip: If you choose a colour from the colour swatch, this will automatically

change whenever you change the swatch in Theme Colors.

Changing a full screen background image

Adds an image to the background and stretches to fit your entire web page. To change the

image, simply drag your chosen image onto the Image Preview.
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Step 3 920px | v

. . . 5E0px
Click the Theme Width menu and choose a width for your asngx
. . Lo . 800px
theme. While you can add more information into a wider
L . . . . 1040px
screen is visitors with lower resolution monitors will not be 1160px

able to see your whole website.

Quick tip: At the time of writing, a width of 920-1040 will be usable for most visitors

while filling a large area of their screen.

Step 4

Click the Theme Position menu to choose the alignment of

Centre |E|

your website. Centre

Left
Right

Creating a background pattern or texture

To create a pattern or texture you need an image that is tiled, or can be repeated. If you

haven’t already got one, you can create one at: http://patterns.ava7.com

Step 1

Upload your tiled image.

Step 2
Click the Website button to enter the design mode.

Mobile site Preview Themes Manage =
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Step 3 Preview Themes Manage Publish

Click Background. Theme Colors 8 ~ ThemeFonts Az ( Background =

Theme Background

Type
The background options will

[
appear.
Step 4

In the type drop down menu, select Image, then drag your image into the Preview Window.

+ ADD Theme Colors s Theme Fonts A3 Background

I Homepage
R Our Theme Background

[ | Type

CHALK DESIGN
LONDON UK m

?hn&ﬂeupg

Theme Settings

Width

Position

iry-farmer.jpg
1.8 KB

olorful-kitchenware.jpg
K8

*, background-tiles.jpg

753 K8

| blue-tiles.jpg
35.9KB

Step 5
Tick the boxes to repeat your image vertically and

horizontally to fill your background.

Click outside the background options menu to close the

menu and continue editing your site.
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Styles

Changing your websites font

Font sets allow you to change the default font of all the content on your website.

Simply Click Theme Fonts, then Preview Themes  Manage Publish

choose a new font from the drop Theme Colors @ (Theme Fonts A3 Background £

down menu. el b v B ront Swatches

. I ABCD efgh

: ABCD efgh
. ABCD efgh
ABCD@M

Changing Text Styles

There are a number of text styles that you can use to maintain a consistent look and feel

across your website. You can edit these styles yourself or create new styles for your text.

Create a new style set

Step 1

Select a text box and click the Settings

cog.

Step 2
Click Styles, then select Add new type

style from the drop down menu. I Add new style

Paragraph
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Title: Give your new theme Add new type style
a name.

‘ H

Title:

|Lea|:|.fLede Paragragh |-.!
B

Clone Class: Choose how

‘ H

. . Clone Class:
you will be using the style. !
Faragraph EL..
For example: If it is to be

q h select Element:
used as a paragraph selec !
p EFT

paragraph from the list.
Class Name:

leadlede _paragraph |~.,n
CANCEL ADD STYLE

Element: Leave as set.

‘ n

Class Name: Leave as is.

Once complete, click Add Style.

Your style will now be added to the styles list. You should now edit this style to meet your

needs.

Editing a Text Style

Step 1

Select a text box and click the Settings

cog.
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Step 2

sopes ) & S -

Click Styles, In the drop down menu,

click Edit next to the style you want to Add new style O

edit. Paragraph
Heading 1

Heading 2

Heading 3

Heading 4

Preformatted

Step 3
The Style Editor will appear. Edit your text style.

STYLE EDITOR css HTML
Editing Lead/Lede Paragraph

Theme Styles Custom o Lead/Lede Paragraph
Background

Spacing
Borders
Shadows

Visual FX
DELETE

SAVE CHAN

Style Attributes: Choose an attribute to edit.
Settings: See and change the settings for each attribute.

Preview pane: View how the text will look on your website.
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Editing Heading 1

Step 4
Click the Save Changes button

Background

once you have finished editing

Shadows
your text style. Ao

Visual FX

Changing the style of links

If your links don’t stand out visitors won’t click on them. The process for editing links is the

same as for editing text styles.

There are two link styles to edit:

e Link
. Add new style
e Link Hover

Preformatted

Link

Link Hover

Making your links look like buttons

You can create images to use as button in your website, but a quicker way of creating and

editing buttons on your website is to change your link style to look like a button.

Step 1 _

[ emmeeeereenemmsseeeenemsseeseensameeeeeneeseeene o OO, |
Select a text box and click the Settings
cog.
| |
D \\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\\ E uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu D
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Step 2
Click Styles, then click the Edit button

next to the Link Style.

The look and style of your button is up
to you. For demonstration purposes
we will create a green button for our

website.

Step 3

Add new style (%

Preformatted

Link

Link Hover

On the Font button, choose how you want the button text to appear. You can view the text in

the Preview Panel.

Editing Link

Theme Styles Custom
Background

Spacing
Borders
Shadows

Visual FX

Step 4

Click Background and choose a color for your button. In this example we will select a solid

green colour, but you could choose a two tone gradient or an image if you want.

Editing Link
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Step 5
Click Spacing and add some spacing around the text. In this example we have added a padding

of 3px to the top and bottom, and a padding of 8px to the left and right.

Editing Link

Font
Background Top:
Right:

Bottom:

®
a

Borders L
&

Contrast: @
Shadows e

Visual FX

Step 6
Click Borders. In this example we have added a solid White border, with a width of 3px. We

then rounded the corners with a radius of 5px.

Editing Link

Font
Background Style: Top:
Spacing Color Right:
Bottom:
Shadows Left

Visual FX Reset Borders

Step 7

Next click Shadows.

O Note: Older web browsers are unable to display Shadows or Visual FX on your

site.

In this example we have just increased the opacity of the Box shadow to 30.

Editing Link

Font
Background Opa et Shadows
Spacing Angle: brnE

Borders Distance: e

Biur: Blur:

Visual FX Color: Color.

Step 8
Click Save Changes.
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Step 9
Repeat the above steps, but this time modifying the Link Hover style in Step 2.

Quick tip: A nice effect is to use the same spacing’s, borders and shadows for both
styles. Only changing the font or background colours for between Link and Link

Hover.

Once done, you can view your link in Preview mode.

Sourced from our local farms, quality assured Sourced from our local farms, quality assured Sourced from our local farms, quality assured
SeRsoaalvegelables Al avasatie pttlic CHC UE seasonal vegetables are available at the click of a seasonal vegetables are available at the click of a
patron. button. button.
View seasonal Vegetables > % View Seasonal Vegelabios s
Original Text New Link New Link with Hover

Favicons

A favicon (Favourite Icon) is a small square icon that you can associate with your website. It is

shown. An example Favicon can be found when visiting http://bbc.co.uk, or when viewing your

bookmarked sites.

Show All Bookmarks

LB 8BC - Homepage Bookmark This Page
v bbecowk Subscribe to This Page...

E Bookmarks Toolbar

BEC - Homepage
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Creating a Favicon

A favicon is a special 16*16 or 32*32 icon that has a .ico file format. Your image software may
be able to create these images for you, if not there are a number of free online tools available

such as http://www.favicon.cc and http://www.favicon.co.uk .

Uploading your Favicon

Step 1

Upload your favicon, and then click Manage in the top menu bar.

Step 2

Click Favicon in the left hand menu.

Favicon

Step 3

A favicon is a small graphic that appears next to the web address in a brawsers address bar. The file type must be -ico

~ - )
O
Click Choose a file, then select the e AN
No favicon selected G\Jv » Basekit Images [ ¢ || search ga ages 3
favicon you have saved on your Orgaize = Newfoldcr -0 @
¢ Favorites ~ Name Date modified
[ basekit
t [ baseld Bl Desktop |4 440Hz-5sec.mp3 01/02/2008 18:17
Compu er. % Downloads 2| =l background-tiles.jpg 15/08/201308:25 |2
% RecentPlaces =] blue-tilesjpg 15/08/2013 08:41
B4 cow-head.png 15/08/201313:39 | |
" Libraries — =l dairyjpg 07/08/2013 14:46
[ Documents [=] dairy-farmerjpg 07/08/2013 14:50
@ Music |4 earlycarengine.wav 09/02/2008 00:17
&= Pictures ¥ favicon.ico 15/08/201314:17
B videos R favicon.png 15/08/201313:53
. =] file-tilejpg 15/08/2013 08:28
After a few seconds you will B Compute e — ;
Fiesame: Tavconico .
receive a message that your (o 1]
—_— ——————

favicon has been loaded.

Click Website in the top left corner to return to the editor.

You will now see your Favicon in the ®Dmepage

web browser. (- ralphsdomain.com/

Account -

Mobile site Preview Themes
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Editing pages

Page Structure

Each page is made from 8 rows. RowiColumn Editing (®

Row Visibility (%)

Header
4 Rows are available for your immediate use,

<]

Header2
if you want to add more rows to your site you

<]

Feature
can simply make and of the remaining 4 rows

o Feature2
visible.

<]

Main

Click the Row viewer in the top right corner of

<]

Main2

the screen and use the check boxes to toggle

<]

Footer

rows on and off.

<]

Footer2

Only visible rows will appear on your website.
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Customer Support | Website Publishing Tool Manual

Each row has an inner and

an outer part. The Inner
part of your row contains
all your website content
while the outer part of the
row stretches to the

outside of the visitors

browser window.

Unless you are designing ; —
Row 3 (Main)

specialist graphic effects,
you can ignore the outer

rows.

Editing Rows

By default, rows are locked so no accidental changes can be made to them. To unlock the rows

ready for editing, click Row Editing in the top right of the screen.

Row/Column Editing

Once row editing is enabled, the row
menu will appear to the right hand side

of any selected rows.
CHALK DESIGH

LOMNDOMN UK
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Reordering Rows

With row editing enabled, press the reorder

row button and drag your row to the new

position.

Renaming Rows

With row editing enabled. Click the

Row viewer in the top right corner of

the screen and click on the row name.

Enter a new name for your row.

Adding columns

CHALK DESIGN

LONDOM UK

Row/Column Editing [«

Row Visibility (3¢

Header
H2

Feature

There are two different ways of creating columns.

Using the Columns Layout Widget

Row layouts

Using the Row Layout Menu
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Advantages of using the Row Layout menu to create columns
While using the column widget is quicker, there are a number of limitations to this over

columns created using the Row Layout menu.

Columns created using the Row Layout menu are structural. You can add additional widgets

into these columns, and apply different styles to each column of this type.

Columns created using the Columns layout widget are not structural, you can’t add styles or

insert widgets into this type of column.

This chapter describes how to create structural columns using the Row Layout menu.

Step 1

With row editing enabled. Click the Row Layout : Row Layouts

button to the right of the row you are adding

columns to.

Step 2

Select the number of columns you want. You can

select up to 6 columns per row.

Your Columns will be added to the selected row.

)

B
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The Columns setting button will
appear for each column

highlighted.

Drag the edges of your columns to

resize them.

Changing the look of a page

Row styles

Each row has an inner and outer style, the inner style contains all your website content. The

outer style will extend from your content to the edge of your visitors browser window.

Creating a New style

Step 1

With row editing enabled. Click the Change

Row Style button to the right of the row you

want to edit.

Step 2

Click the + button at the foot of the menu.

Step 3
Enter a name for your new row and click ADD

ROW STYLE.

The row style editor will open, see the section

Row Style Editor.

Row Styles

No Style

header
header?
feature
feature2
main

main2

Add New Row Style

Mame:

Shop content

CANCEL ADD ROW STYLE
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Editing an existing style

Step 1

With row editing enabled. Click the Change

Row Style button to the right of the row

you want to edit.

Step 2

Click the Edit Row Style cog next to the

style you want to edit.

The row style editor will open, see the

section Row Style Editor.

Row Style Editor

Row Styles

Outer Woe
loe
=0e
Radius
o e
Eoe
Mo
Doe

SAVE CHANGES CAMCEL

Background Borders EoeE| W

Row Styles

Ho Style

main
main2

ooler

Margin

Hoe Opacity 0

Angle
Distance

Blur

Padding

Hoe
Ho o
o o

N ]

Spread

[ouer -2

® 100

360

Edit the inner or outer style. Unless you are designing specialist graphic effects, you

should leave this set as inner style.

Choose a background style or image. This functionality is the same as described in

our chapter: Changing your background. The gutter slider controls the width

between any columns that you may have in your row.
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Choose the colour, width and radius of your row. Click the check box to apply the

same value to each group of sliders.

n Set the margin and padding for your row. Click the check box to apply the same

value to each group of sliders.

Select and style a drop shadow for the row.

o Note: Older web browsers will not be able to display drop shadow on

your site.

Column styles

Creating a New style

Step 1

Column Styles

With row editing enabled. Click the

Change Column Style button at the top

of the column you want to edit.

Step 2

Click the + button at the foot of the

menu.
Step 3 Add New Column Style
Enter a name for your new column and Name:

middle-feature

CAMNCEL ADD COLUMM STYLE

click ADD COLUMN STYLE.

The column style editor will open, see

the section Column Style Editor.
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Editing an existing style

Step 1

Column Styles
With row editing enabled. Click the No Style
Change Column Style button to the middie-feature

right of the column you want to edit.

Step 2

Click the Edit Column Style cog next to

the style you want to edit.

The column style editor will open, see

the section Column Style Editor.

Column Style Editor

Row Styles Background Borders EE=E| W | Margin Shadow [ ]

Inner Foe 50 |[MMoe® Opacity 0 ® 100
I 0e® i 0 g 0oe 360

Outer @
loe

Distance 0 ®
I» =0e

Blur 0®

= Radius Padding
o e = Eoe
Eoe s0 (Mo
Mo 50 o
Hoe 50 0

Spread 0 @

SAVE CHANGES CAMCEL

Choose a background style or image. This functionality is the same as described in

our chapter: Changing your Background.

Choose the colour, width and radius of your column. Click the check box to apply

the same value to each group of sliders.
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Set the margin and padding for your column. Click the check box to apply the same

value to each group of sliders.

n Select and style a drop shadow for the column.

o Note: Older web browsers will not be able to display drop shadow on

your site.

Page management

Add a new page

Mobile site
Step 1 . >

Click Add in the top left corner of the screen + ADD
. Qe
and click Page from the drop down menu. B Page

U=

=
* Folder
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Step 2

Enter the following:

Enter a Title for your web Create page }
— page, this will be shown in Page Title:
L
the browser tab. Cheese] ,,!
-
Page URL:
Y | e -
= C | [Y ralphsdomainnam
Set this page as the homepage: [] \a
You can leave this set for Menu Title:
Cheese I
— most purposes. a ., S
Show in Mavigation Menu: [¥] —.=
Check this box if you want B n
3 Active g
——— this page to become the
default page on your CANCEL CREATE PAGE

This is the title that will be shown on your website navigation bar.

Uncheck this box if you don’t want your site to appear in your navigation menu.

‘ H

Choose a page status from the drop down menu. Active means that the page will

be added to your website next time you publish your site. More information on the

feature can be found in our chapter: Choosing what to publish.

Once done, click Create Page to save your changes.
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Page Settings
Rename a page
Step 1

Click triangle icon next to your page to display

the page settings drop down menu.

+ ADD

Home
About

Contact

Step 2
Select Name and URL from the drop down
menu.

Hame and URL
Step 3 S :

Pape Tils Fage LRL
Enter a new Page and Menu title Fonact

Manu Titls
in the text boxes provided and

Shew in Navigation Menu: [+

click Save.

Page Status

Arkra

CANCEL

Copying a page

Step 1
Click triangle icon next to your page to display

the page settings drop down menu.

Step 2
Select Duplicate page and contents from the

drop down menu.

Make Homepage

Move Page to

- Top Level (Mo Folder) -

+ ADD

Home
About

Contact
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Step 3 ) .
Page Tile Page LAL
Enter a new Page and Menu title Fantact

in the text boxes provided and
Shew in Navigation Menw: [+
click Save.

Make Homepage

Page Status Move Page to

Activa - Top Level (Mo Folder) »

3

Remove a page

Step 1
Click triangle icon next to your page to display + ADD

Home
the page settings drop down menu. ™

About

Contact

Step 2

Select Delete this page from the drop down

menu.

Step 3

Click Confirm to delete the page.
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Choosing your home page

Step 1

Click triangle icon next to your chosen home

page to display the page settings drop down

menu.

Step 2

+ ADD

Home

About

Contact
Vegetables
Farms

Cheese

Select Name and URL from the drop down

menu.

Step 3
Check the box marked Make

Homepage and click Save.

Name and URL

Page Title
Hew Home Pags|

Manu Title

CANCEL

Show in Miragaton Menu: [+

Make Ho T?Fﬁﬂ@

Choosing what to publish

When you publish your website, you will publish any changes made to active web pages.

Inactive webpages will be removed during this process, while pages marked as Draft will be

unaltered.

O Note: Your home page will always have an Active status.
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+ ADD

Step 1

Home
Click triangle icon About

next to your page to e

display the page

Farms

settings drop down [
menu.
Step 2 Name and URL
Select Name and URL Page Title: Page URL:

Contact Us contact-us
from the drop down

Menu Title: http://minestop.com.websitebuilder. partnersite
menu. Contact Us W =nlE

Show in Mavigation Menu:

Step 3 Make Homepage: [|
Select a page status
Page Status: Move Page to :
from the drop down Active B} Top Level (Mo Folder) E
menu and click Save. _Draﬂ
Inactive V SAVE

Add JavaScript to your page

You can add JavaScript to any page on your website. You can add JavaScript to the page,

header, or the body of the page itself.

O Important: Adding incorrect code to your site may cause your site to break. We

are unable to provide a de-bugging service for faulty scripts on your site.

Mobile site

Step 1
Hover your mouse over the page you want to add + ADD
JavaScript to and click on the triangle. R Homepag

B Our Porifolio
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+ ADD
Step 2 B Homepage
Depending upon where you want to enter your B Our Portfolio
B Contact Us

Clone Page

Name and URL

code, select Page Scripts or Body Scripts from the s

drop down menu. Page Scripts

Body Scripts

Step 3 Page Scripts

You will be presented with two text Site wide scripts:
boxes, to add JavaScript to each page on
your site enter your script into the top

text box

To only add JavaScripts to your chosen 4
page in your site, enter your script into EE ket
the bottom text box.

Step 4

Once done, click Save.

Organising your pages (Page Folders)

If you have a large number of pages, it’s useful to create folders and organise your pages into

groups. This feature is also used for two tier navigation menus.
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Step 1
Click Add in the top left corner of the
screen and click Folder from the drop

down menu.

Step 2

Enter a name for your folder. If you
check the box marked Create Folder
Home Page a page called 'index' will be
created inside the folder. So if you
create a folder called “Shop”, anyone
visiting http://yourdomain.co.uk/shop

will be directed to this home page.

Once done click Create Folder.

Mobile site

+ ADD

] Page

New Folder

Location:
Top Level (No Folder)

Mame:
Shop

Create Folder Home Page:

Password (optional):

CAMCEL

CREATE FOLDER

O Note: By default your new page will not appear in the navigation menu. See the

chapter titled: Rename a page to name your new page and allow it to appear in

your navigation menu. Then follow the chapter on Creating a sub navigation

menu.
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Password protecting pages

Step 1

Click Add in the top left corner of the screen and

click Folder from the drop down menu.

Step 2

Enter the following:

New Folder

Location:
Top Level (Mo Folder)

n MName:
~_ Special

Create Folder Home Page: V]

Password (optional):

H

in here, if not you can only create your new folder at the top level.

n!

Click Create home page.

Once done click Create Folder.

CREATE FOLDER

CANCEL .

—_—

Enter a name for your password protected folder.

If you have already created folders you can place your password protected folder

Enter a password to use whenever you want to view content within this folder.
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o Note: By default your new page will not appear in the navigation menu. See the
chapter titled: Rename a page to name your new page and allow it to appear in

your navigation menu. Then follow the chapter on Creating a sub navigation

menu.

Any pages you add to this folder will require the visitor to enter the password you created in

Step 2 before they can view the page.

Page redirects

Page redirects allow you to direct customers who are visiting a URL on your site to be directed
to another page on your site, or another website. For example you could direct customers who

visit http://ralphsdomainname.com/about-us to http://ralphsdomainname.com/contact-us.
Adding a redirect

Step 1

Click Manage at the top of the screen, then select Redirects.

Step 2 Redirects @

Any redirects that you already have Set  imsr suimes ravasessus o o sres s sunes savesnssct s
up will be displayed. To add a new &

redirect click New. 1 recirest
Step 3

Enter the following:

e From: Name of a page on your site that does not currently exist.
e To: Choose the page that you would like visitors to be directed to.

e Type: Choose the type of redirection. This will usually be set to 301 Permanent.
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Once done, click Create redirect. Add a redirect

{ Back to redirects

Your redirect will be visible on the

Redirects summary screen.

From about-us
To contact-us m
Visitors to ralphsdomain.com/about-us will be redirecied

to ralphsdomain.comicontact-us

Type 301 Permanent m

Create redirect

Removing a redirect

Step 1

Click Manage at the top of the screen, then select Redirects.

Mobile site Website

v Shared Desktop s
Contact Details
Users Slte Status

Offline
Preferred Domain

Image Albums

¥ Your Website

Site Status

SEQ

Step 2
Click the Change dropdown. Then click Delete.

Page redirections for this site

Advanced feature: please read the documentation before proceeding.

=+ New redirect

Redirect from Redirect to Type Action
ralphsdomain.com.websitebuilder. partnersitehosting.co.uk/ralphsdomain.com  ralphsdomain.websitebuilder. partnersitehosting.co.uk/home 301
Permanent
Edit
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Navigation

Add a navigation widget to your page

In the left hand pane, click VIDGETS

Widgets, then expand the Content

section.

.Ip- Havigation Menu

Drag the Navigation menu widget
over to where you want it to

appear on your web page.

Changing the order of pages

Step 1
Double click on the navigation menu to unlock it. Once unlocked, double click on the menu

again to enter the settings.

Step 2
Drag the pages into any order by dragging and dropping them.

Create a sub navigation menu

Sub navigation menus allow you to show any pages within a folder. You must have already

created a folder for your pages before you can create a sub menu.
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Step 1
In the left hand pane, click
Widgets, then expand the Content

section.

Drag the Navigation menu widget
over to where you want it to

appear on your web page.

Step 2
Double click on the navigation

menu to open the settings.

Step 3
In the pages drop down menu,
select the folder you would like to

display.

WIDGETS

Navigation Menu

SETTINGS STYLES

Navigation Widget

Orientation:
© Horizontal shop

@ vertical TDE Level F'aies
[}

Align: Cheess

© Left | Vegetables
@ centre s

@ Right

Your Sub menu will be displayed on your page.

Home About Farms Shop

¥ Tweeten 0

< Shop Cheescs Scasonal Veg Meat Specid Offers Kitchenware )
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Changing the look of your Navigation buttons

You can style your navigation to look however you want. In this guide we will show two

examples of styling your navigation menu.

There are three styles to edit:

svies v & ETINEY EEENCY

e Page lLink
Add new type style 0

e Page Link (Selected)

. Preformatted
e Page Link (Hover)

Link

Link Hover

Bullet List

Double click on the navigation menu to unlock it. Once unlocked, double click on the menu

again to enter the settings.

The settings options at the foot of the screen will allow you to change the look and style of

your navigation menu.

Creating a Button style menu

This example looks at the main menu, and shows you how to turn it into a classic button

design.

%Home About Farms Shop

First we will change the background of the row. This is described in our chapter Row styles.

We have changed the Header style. In this case we have added a Linear Gradient to the outer

style (so that the header stretches across the whole screen).
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The page looks as follows:

Now we can style the navigation widget.

Step 1

Double click the widget to unlock it, then double click on the widget again to open the settings
menu.

Step 2 SETTINGS STYLES

Click Styles. Then select Edit next to the slElLELT B

Page Link style.
g ! y Page Link

Page Link (Selected)

Page Link (Hover)
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Step 3

Theme Styles Custom

In the font section, change the [

font colour to a light grey. Borders

SETTINGS STYLES
Editing Page Link
Step 4 R

Font

Click Spacing, and add 20 points of Background
padding to the Left and Right of your Borders
links. And 10 Points of Padding to the

top and bottom.

SETTINGS STYLES
Step 5 Editing Page Link

Font

Click Borders and choose a solid
Grey border. Make the borders 1

point thick on the left and right. ' Reset Borders
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Step 6 SETTINGS STYLES
Click Save Changes. Now, click edit next to SITE-WIDE STYLES:

the Page Link (Selected) link.
Page Link

Page Link |Selected) Edit

Page Link (Hover)

Step 7 SETTINGS STYLES C55%
. Editing Page Link (Selected)
Change the font colour to light

Theme Styles Custom

grey Background

Step 8 SETTINGS STYLES €SS
Editing Page Link (Selected)

Click Background. Select a Linear
Font

Gradient. In this example we have y

Spacing

set the gradient to -90 to match Borders

the background.
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Step 9 SETTINGS STYLES
Click Save Changes. Now, click edit next to SITE-WIDE STYLES:

the Page Link (Hover) link.

Page Link

Page Link (Selected)

Page Link (Hover)

Step 10 SETTINGS STYLES C55
Editing Page Link (Hover)
Change the Font Colour to match

Theme Styles Custom

the colour of the background you o ——

Spacing

setin step 8.

Borders

Ecommerce

PayPal
You can connect your website to your PayPal account and make payments online.

Using the widget the first time

The first time you click on a PayPal widget you will be asked for your PayPal Business email
address and default currency. Enter these in the boxes provided. This information will be used

to connect to your PayPal account when a customer places an order with you.

Add to cart

Step 1
Click Widgets, then expand the Premium section to find the PayPal Add to Cart widget.
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WIDGETS MEDIA

g - .

Step 2
Drag the Add to Cart widget to the
area of your web page you would

like it to appear.

Double click on the Widget to
PayPal Add to Cart

open its settings.

The settings option allows you to enter product information.

SETTINGS STYLES Award Winning Edge Farm Stilton

PayPal Add to Cart B % 100g
Product Name:* Description: ;' & TE '. ) ‘ £5.99 (plus £1.99 shipping)

Award Winning Edge Fz Sourced locally from Edge Farms, this award
o winning Stilton is Creamy with a slightly nutty
2 overtone. Perfect with Steaks and Port

Sourced locally from Edge Farms, this
award winning Stilton is Creamy with a
slightly nutty overtone. Perfect with
Steaks and Port

( Add to Cart )
L 4

Product information settings How this appears on your website

The Styles button will allow you to edit the look and feel of any of the following:

e |tem Name

e Item Description

e Price
e Shipping
Cart

The PayPal Cart widget allows customers to view all the orders on their shopping cart before

purchasing them. There are no settings for this widget.

Step 1

Click Widgets, then expand the Premium section to find the PayPal Cart widget.
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Step 2

Drag the Add to Cart widget to the area of your web page you would like it to appear.

Quick tip: To add the widget to your header, simply double click the header to unlock

the template and drag your widget across. This will update your header template and

include the button on every page that displays your header.

Theme Colors s Theme Fonts A3 Background

Home About Farms Shop

Row/Column Editing

Buy now

Buy now buttons allow customers to go directly to the PayPal payment page to purchase an

Item. Each button must be configured with your product details to work.

Step 1

Click Widgets, then expand the Premium section to find the PayPal Buy Now widget.

Step 2
Drag the Buy Now widget to the
area of your web page you would

like it to appear.

Double click on the Widget to open

its settings.

Step 3

Enter a Product name, Price and Shipping

price in the boxes provided and click Save.

Your Buy Now button is set up on your

website.
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MEDIA

PayPal Buy Now :

SETTINGS

PayPal Buy Now

Product Name:*
Cream Cheese

Price:*

Shipping Price:
1.99



£5.99 (plus £1.99 shipping)

Sourced locally from Edge Farms, this award
winning Stilton is Creamy with a slightly nutty
overtone. Perfect with Steaks and Port.

( Add to Cart

( Buy Now
N/

Changing your PayPal account

If you have already entered a PayPal Business email address, you can change this at any time

within your Website Publishing Tool control panel.

Step 1

Click Manage in the top navigation menu.

Account ~

Mobile site Preview Themes Manage Publish

+ ADD Theme Colors } Theme Fonts A3 Background

Step 2
In the left hand menu, click Ecommerce. Under the PayPal tab, enter your details in the text

boxes provided.

Account

Mobile site Website

¥ sharea Ecommerce
Contact Details
Goagle Checkout
Preferred Domain
PayPal

Mzye Al To use the PayPal widgsts enter, your PayPal business email. This will not aflect your account billing. Use

PayPal business account

¥ Your Website

To create a PayPal business account, go to https://www.paypal-business.com and choose a suitable b

A your account, enter your Paypal business account mail address below
SEO PayPal Business Email Address
@\ph@ra\phsdnmamname com ) GBP (British Pound) =
Redirects
Save

Once done, click Save.
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Social

Flickr

You can add thumbnail images from a particular user or from a collection by using the Flickr

widget. Clicking on a thumbnail will display a larger image.

Step 1
Click Widgets, then expand the Social section to find the Flickr widget.

WIDGETS MEDIA

Step 2
Drag the Flickr widget to the area of
your web page you would like it to

appear.

Double click on the widget, the

settings screen will appear.

Thumbnail size (px):
100 @ 500

Search: Preview Image Size:

Quantity:
1 &

Every 2 minutes |E|
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Choose the type of search you want to make; you can select Keywords, Users, or

—  Sets.

Enter a keyword, user or a Set ID number for your search.

Set how often the images should update. As a rule of thumb you should set a long

‘ n

time between updates to avoid visitors on low or restricted bandwidth having to

download your images regularly.

Choose a size for your thumbnails.

Select how large you want the images to be when a visitor clicks on them.

Twitter

Twitter Widget

Step 1

Click Widgets, then expand the Social section to find the Twitter widget.
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Step 2
Drag the Twitter widget to the

WIDGETS MEDIA

area of your web page you _ m

would like it to appear.

Double click on the widget, the

settings screen will appear.
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SETTINGS STYLES

Twitter

Search: Retweets:
ralphefarm ' on E off E

Tweets:
Type: 1 @ 50

Update:

Every 5 minutes |Z|

Enter a keyword, or a username to search for.

Select the type of search, you can select usernames or keywords.

Choose how often you want the widget to update.

Decide if you want to show retweets in your widget.



Use the slide bar to choose how many tweets you want shown in your widget. The

——— widget will always show the most recent tweets first.

Add a tweet

The Tweet this button will allow
visitors to share links to your
web pages on twitter easily and

quickly.

Step 1
Click Widgets, and expand the
Social section to find the Tweet

this widget.

Step 2
Drag the Tweet this widget to
the area of your web page you

would like it to appear.

The button will appear on your
webpage. The callout icon next
to the button records how many

visitors have tweeted from your

page.

. W Tweeten 0 |

= ~ M
{5 Share 3 link on Twitter - Google C_E@g

& Twitter, Inc. [US] | https://twitter.com/intent/tweet?original_referer=http%

Share a link with your followers

Contact Us http:/fralphs-farm-shop.com/contact-us

visitor@twitter-users me uk {’r@ Sign in and Tweet

[E Remember me - Forgot password?

New to Twitter? Sign up »

Get instant updates from your friends, industry experts, favourite celebrities, and
what's happening around the world

What is Twitter? Leamn more il

WIDGETS MEDIA

Tweet This
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Facebook
Like

Step 1
Click Widgets, then expand the Social section to find the Facebook Like widget.

WIDGETS MEDIA

Step 2
Drag the Facebook Like widget to the area
of your web page you would like it to

appear.

Click on the widget, then click the settings

cog to open the settings options.

£ Like 3 Be the first of vour friends to like this.

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx

I POy

There are two types of settings to set.
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How the button will appear on your website

SETTINGS

Facebook Like Button

Choose a layout style
y y Layout Style: Verb to use:
to match your design. Standard

Color Scheme:

Choose a width for
your button.

Choose the colour theme to match your site.

How a like will appear on Facebook

When a visitor likes your page using the Facebook widget, their friends will be able to see this

like. These settings allow you to choose how this like will appear to their friends.

Title displayed Description

Ralph's Farm Shop Highest quality locally grown food available at your doorstep.

Visit our shop, view our farms and love food as much as we
Image displayed dol

http:/fimage.basekit.cor

Site name

Site type

The Settings Section
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Page 71

Ralph Smith likes a link. 1

Ralph's Farm Shop a

ralphsdomainname. com g

Highest quality locally grown food available at your a
.

doorstep, Visit our shop, view our farms and love food as
much as we do!

Like * Comment * Share = 13 minutes ago * ¢

- Write a comment. ..

How these settings appear in Facebook

Enter a title for the Link.

Enter the URL of the image to be used. If you have already uploaded the image,

you can find its URL in our chapter: Finding the URL of an image you have added.

Enter your site name, this will appear just under the title for the site.

Select Website from the drop down menu.

Enter a brief description of you r site and why people way want to visit it.



Google+

WIDGETS MEDIA

Step 1
Click Widgets, and expand the

Social section to find the

Google +1 widget.

Step 2
Drag this widget to the area of
your web page you would like

it to appear.

Visitors will now be able to recommend your page publicly on Google +. The callout icon next

to the button records how many visitors have recommended your page.

3 Y

Social Bookmarking

The social bookmarks widget allows visitors to share your page with friends and colleagues in a

number of different ways.

WIDGETS MEDIA

Step 1
Click Widgets, and expand the
Social section to find the Social

Bookmark widget.

Step 2
Drag this widget to the area of
your web page you would like it to

appear.

Social Bookmarks
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0 sHARE KV E.

Click this button in preview mode to view the options available to your visitors.

Add ons and Widgets

Comments

The comments widget allows visitors to post comments on your website. You have the option
of approving or declining these comments. The comments widget can be added to multiple
pages, comments created on one page will not be displayed on others, making this useful for

reviewing products.

WIDGETS MEDIA
Step 1 = \ 4
Click Widgets, then expand the
Content section to find the ﬁ .J Comments

Comments widget.

Step 2
Drag this widget to the area of
your web page you would like it

to appear.

Step 3
The comments widget will appear on your website. You are unable to use the widget in design

mode, but you can enter preview mode to test this widget and post a test comment.
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Any comments will be displayed above the comments form.

Managing Comments

Back in design mode, visit the page showing your comments form. Any comments made will be

displayed above this form.

New comments will have an Approve or Delete button next to them.

Sep 3rd, 2013 @ 01:.01 PM

‘ | purchased this cheese for Christmas and it's the best cheese ever. Il certainly be buying more scon.

Thanks Ralphs Farm Shop!

* indicates required field
*Name: ‘ |

*E.mail: ’ \

Approve: Make the comment Delete: Remove the comment.

visible on your website.
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Quick tip: If the comment has already been approved, this button will change to
decline. The decline button will remove the post from the website but allow you

to approve in the future.

Changing how comments look on your website
You can control each aspect of how customer comments will appear on your webpage. In this

example we will make the comments stand out a little more to add depth to the site.

Step 1 -
Clle the comments *indicates required field
* Name:
widget, then click on e
E-mail:
the Settings COg (this will not be published on the website)
Website:

(must start with hitp:/f or www.)

Step 2

The settings section will open. Click Styles.

SETTINGS STYLES

Step 3 SITE-WIDE STYLES:
First we will change the container for the
comments. Click the Edit button next to Comment Comment Container
Container.

SETTINGS STYLES C5%
Step 4 Editing Comment Container
Click Background, and select a light Font

Salid Color B

coloured background for the

container.

Decline Delete
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SETTINGS STYLES Css

Editing Comment Container

Step 5
Font
Click Spacing and add a 5px Margin across Background

the top, right, bottom and left of the

container.
SETTINGS STYLES Css
Editing Comment Container
Step 6 g
Font
Click Borders. We have added a Solid ST

White Border with a width of 5px top,

right, bottom and left.

In this example, we have also added a rounded corner

to the Top Left and Bottom Right.

n Ralph Smith

Decline Delete :

SETTINGS STYLES CsS

Step 7 Editing Comment Container

Font

C||Ck ShadOWS. In thIS Background Opacity: Opacity:
Spacing s £

example we have just .

increased the opacity of

the Box shadow to 30.

n Ralph Smith

Decline Delete
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O Note: Older web browsers are unable to display Shadows or Visual FX on your

site.

Once done, click Save Changes.

SETTINGS STYLES
Step 8 SITE-WIDE STYLES:
Click the Edit button next to Comment

Author. Comment Container

Comment Author

In this example, we are just changing the SETTINGS STYLES css
Editing Comment Author

font size and the colour.

n Ralph Smith

Theme Styles Custom

Borders

ado

Decline Del

Once done, click Save Changes.

SETTINGS STYLES
Step 9 SITE-WIDE STYLES:

Click the Edit button next to Comment Author.

Comme -ontainer
Comment Author

Comment Author (Hover) { Edit

) ) ) ) Ralph Smith
Again, we are just changing the font size to

match the font we selected in Step 8, then

choosing a complimentary colour. T G

Once done, click Save Changes.
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SETTINGS STYLES
Step 10 SITE-WIDE STYLES:

Click the Edit button next to
Comment tainer
Comment Text.
Comment Author

Comment Author (Hover)

Comment Text

Update the colour of the font to a RO e i

. Editing Comment Text
light grey and set the Font Style to

Theme Styles Custom

Italic.

Borders

Step 11 SETTINGS STYLES css

Next, we will move the Editing Comment Text

text to the right so that Font
Background

it lines up with the

Borders

author. Click Spacing,
then add 60px of

padding to the Left.

Ralph Smith

| purchased this cheese for Christmas and it's the best cheese ever. Il
certainly be buying more soon. :

Thanks Ralphs Farm Shop!

Decline Delet:

SETTINGS STYLES
Step 12 SITE-WIDE STYLES:

Click the Edit button next to Comment Date.
Comment Container
Comment Author

In this example, we are going to leave the font

Comment Author (Hover)

unaltered, but move the date slightly to the left

Comment Text

to stop it spilling out of the container. Comment Date
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Click Spacing, and add 15px of Padding to the e i

Editing Comment Date

right.

Font

Background

Ralph Smith

| purchased this cheese for Christmas and it's the best cheese ever. Il

certainly be buying more s00n. Borde

Sh
Thanks Ralphs Farm Shop!

Decline Dele

Click Save Changes once you are done.

SETTINGS STYLES

Step 13 SITE-WIDE STYLES:
Click the Edit button next to

Comment Container

Comment Text. B uthor

Author (Hover)

Comment Date

Comment Avatar

Click Borders. In this example, we SETTINGS STYLES css

have added a slightly darker solid Editing Comment Avatar

border with a width of 2px all round. T
Background

Shadows

Visual FX

Ralph Smith :
| purchased this cheese for Christmas and it's the best cheese ever. Il
certainly be buying more soon.

Thanks Ralphs Farm Shop!

Decline Delete

Step 14

Finally, we have rounded each of the corners by 15px.

n Ralph Smith
| purchased this cheese for Christmas and it's the best cheese ever. Il
certainly be buying more soon.

Thanks Ralphs Farm Shop!

Delete

Once done, click Save Changes.
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Forms

The Forms widget will create a wrapper for

you form to use.

Once you have created a form, you can add
——— fields for customers to fill in using the

remaining widgets.

Creating a new form

The Forms widget will allow visitors to provide you feedback, contact you, or rate your
products and services. Unlike the comments widget, the feedback cannot be displayed on your
website automatically although you can configure your form to email you with the results, or

download all comments onto your computer.

WIDGETS MEDIA
Step 1
Click Widgets, then expand
the content section to find the [;/j
Form widget. Form Widget

Step 2
Drag this widget to the area of
your web page you would like

it to appear.
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Step 3

Create New Form

Title: Description:
The new form Screen n‘/“""? new form | |No Description }\n
I

. [
will open. Submit Button Text: Email:
N 1
B | <

@

Internal Link: External Link:
E/. Select an internal page E | 'r.\a

CAMCEL CREATE FORM

Title: Enter a unique name for each form on your website.

Important: Creating two forms with the same name on your website will

cause data collection problems on both forms.

Page 81

Submit button Text: Choose the text to show on the submit button on your form.

This is set as Submit by default.

Internal link - Optional: This will allow you to direct visitors to an internal page
once they have completed a form and clicked submit. If you want to redirect to

another page, select a page on your website in from the drop down menu.

Description - Optional: Enter a description for your form.

Email -Optional: If you would like to receive an email whenever a customer fills

out a form, enter your email address in this box.

External Link - Optional: This will allow you to direct visitors to an internal page
once they have completed a form and clicked submit. If you want to redirect to
another page, enter the URL of the website you want to link to in the box

provided.



Quick tip: You can alter these details after you have created the form. Simply

double click on the form and enter your new details from the settings menu.

Once you have created your form you can start adding fields to it. To add a field, simply drag

the field widget into your form.

O Note: You must drag the form Field
Widgets into your new form. If you see
the Create new Form options appear you
have dragged the widget outside the
form. Click Cancel and drag the widget

onto your form again.

Create New Form
Title
My new form

Submit Button Text
Submit

Internal Link
Select an internal page

=]

Description
No Description

Email

External Link:

CANCEL

There are 5 different field types you can add to your form.

Date Picker

CREATE FORM

The date picker provides visitors with a calendar that they can select a date from.

Text

No Description

Text

No Description

Text

Star rating

The star rating allows visitors to rate an item

s o W

3
v

by
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Text Box

This allows visitors to enter a short piece of text. This is useful for fields like Name, Email

address, website, telephone number etc...

Text

No Dezcription

Text Area

This allows visitors to enter a large piece of text. This is useful for feedback, comments or

messages to you.

Text

A arrntio
No Description

4

Select box (Drop Down Menu)

This allows customers to select an item from a drop down menu. Useful for selecting products

or services, or of you are creating an email form, for selecting the type of enquiry.

Text ' Please select. . v

No Description

Please select..

Example Form

In the following example, we will create a feedback form containing the following fields:

e Name

e Email Address

e Telephone Number
e Product

e Date of Purchase

e Rating
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WIDGETS MEDIA
Step 1
Click Widgets, then expand the Form

K (Gbe]) K]

Form Widget

section to find the Form widget.

Step 2
Drag this widget to the area of your

web page you would like it to appear.

Create New Form
Step 3

Title: Description:
Enter a name for your form and your |F'r0duct Feedback | |AIIOWS customers to provide feedbz|

. . . Submit Button Text: Email:

email address in the boxes provided. Then :

|Enter | |ralph@ralphsdoma|nname_cum| |
click Create form.

Internal Link: External Link:

Contact == [contact] |Z| |

CANCEL CREATE FORM

Add a Name Field
WIDGETS MEDIA

Step 1

Drag the Text Box Widget onto your

K =]

Text Box

new form.

Quick tip: Red dashed lines will appear around your form. Drop the
widget within these lines. If the “Create new form” box appears, click cancel

and try again.

Step 2
Double click the form to open up the settings menu and mouse over the text box and click the

settings cog.
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Step 3
Enter “Name” in the Title Text Box, then

add a brief description in the box below.

Step 4
Click the Validation tab, then enter an
error message to be shown if the form is

submitted and the field is blank.

Step 5
Click OK.

Email Address

Page 85

Form Field Settings

Field Validation

Title:
(ame |
Description:

(What do you like the be called?D

CANCEL

Form Field Settings

Validation:
MNane

Error Message:
Please enter your name /‘
—

CANCEL




Step 1
Drag the Text box widget onto your

form.

Step 2

YLike [ Bethe firstofy

Double click on the Form to open the settings. Now when you hover the mouse over the text

Text

an

box another settings button will appear. Click this button.

Step 3
Enter “Email Address” in the Title text box,

and a description in the box below.

Step 4
Click the Validation tab, Select E-mail Address
from the drop down menu then enter an

error message in the text box provided.

Step 5
Click OK.

Form Field Settings

Field Validation

Email address
Description:
Enter your email address

CANCEL

Form Field Settings

alidation:
E-mail Address

rror Message:
Please enter a valid email add

A SVAN

CANCEL

OK
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Telephone Number

Step 1 WIDGETS MEDIA

Drag the Text box widget onto -E:‘g

your form.

Step 2 P Text Box

Double click on the Form to open the settings. Now when you hover the mouse over the text

box another settings cog will appear. Click this cog.

..

[ U, |:|
Name | | ]
Fleaze enter your name
Email address | |
Enter your email sddress H

C 1

Text2
No Description |

D ;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;; E». ;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;; D
Step 3 Form Field Settings
Enter “Email Address” in the Title text box, -, R
and a description in the box below. -

ﬁelephune Mumber ) |

Description:
dEnter a contact telephone numb@ |

CAMCEL OK
Step 4 Form Field Settings
Click the Validation tab, Select Telephone -
Number from the drop down menu then Validation:

-
enter an error message in the text box Error Message:

([Enter avalid telephone number ) ‘

provided.

CANCEL oK
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Step 5
Click OK.

Date of Purchase

Step 1
Drag the Text box widget onto

your form.

Step 2

Double click on the Form to
open the settings. Now when
you hover the mouse over the
text box another settings
button will appear. Click this
button.

WIDGETS MEDIA

4

Name L

abc l Flesse enter your name
Z)

. Email address ‘

*

Datepicker

Narme |

Fleseze enter your name

Email address |

Enter your emsil sddress

[l Telephone |

Enter your telephone number

Datepicker |

No Deszcnption
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Step 3
Enter “Date of Purchase” in the Title text

box, and a description in the box below.

Step 4
Click OK.

Product menu

Step 1 WIDGETS
K]

Drag the Select box widget

onto your form.

abec
L Z

Step 2

Double click on the Form to open the
settings. Now when you hover the
mouse over the text box another
settings button will appear. Click this
button.
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Form Field Settings

Field Validation

Title:

@te 0fF'urchasg> |

Description:
mhen did you buy the productD |

CANCEL 0K

T o O O
Mame | | |

Flesze enfer your nams

Email address | |

Enter your emsil sddrezs

Telephone | |

Enter your felephone number

Select Please select. ..
No Descripfion

Date of Purchase | | | | | 3
When did you buy the product?
[ s |



Step 3 Form Field Settings

Enter “Product” in the Title text box, and

Field Validation
a description in the box below.
Title:
Product
At the bottom of this window are the Description:

What did you purchase from us?|

options for creating your drop down

menu.

Select Options: _“ .

& Add new value to list

Shows the Value associated with each product in the drop down menu. This will
appear in any emails to you, or if you export the data. The top value is the default.

Customers will not be able to see this value.

Shows the text that will appear in the drop down menu for customers to choose.

The top value is the default.

This button allows you to add a new value to your drop down menu.

This button will allow delete a value from your menu.
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Step 4
Add new values to your menu until
complete. Once your values have

been entered click OK.

Star rating

Step 1
Drag the Star rating widget onto

your form.

Step 2

Double click on the Form to open
the settings. Now when you hover
the mouse over the text box
another settings button will appear.

Click this button.
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Select Options:

Please select a product

CANCEL

Name

Fleasze enter your name

Email address

Enter your emsil sddrezz

Telephone

Enter your felephone number

Ol Product

What did your purchaze from us?

Date of Purchase

When did you buy the product?

Rating

No Dezcription

Name

Plesse en

Email address

Enter your email sddress

Telephone

Enter your felephone numbe.

Product

What did your purchase from

w

Star Rating

Please select a product -

| &




Step 3
Enter “Rating” in the Title text box,

and a description in the box below.

Step 4
Click OK.

Comments

Step 1
Drag the Text Area widget

onto your form.

Step 2 =
Double click on the Form to
open the settings. Now when
you hover the mouse over
the text box another settings
button will appear. Click this

button.

Form Field Settings

Field Validation
Title:
‘f{ating ) |
Description:

¢H0w woudl you rate the product?D |

CANCEL

WIDGETS

Rating
How woudl you rate the
product?

Date of Purchase
he product?

L L

When did you buy fi

Text Area

makingthemostofyourwebsit
Enter file download descripti

1

MNote

No Dezcription
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Step 3 Form Field Settings

Enter “Rating” in the Title
Field Validation

text box, and a description in

Title:
the box below. (Comments ) |
Description:
(| Tell us about the product] ) |
Step 4 CANCEL

Click OK.

The form is now complete.

Let us know what you think

Name | |
What do you like fo be called?

Email Address | I %

What's your email sddress?

Please Enter a valid email address

Telephone Number I %
What number is best to contact you?

Please enter a valid phone number
Product | Please select a product... [~
What did you purchase from us? e
Date of Purchase | | l | | I G| =

e

When did you buy the product?

Please enter or select 3 valid date

Rating

Howr did you rate the product?

Comments
Tell us about the product

Changing the look of a form

You can change the Text styles using the styles editor, to change the look of the Submit button

you will need to edit the CSS directly.
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Double click on a form to open the settings SETTINGS STYLES
options. Then click Styles. SITE-WIDE STYLES:

Form Field Name

Form Field Description

Name and Description styles

Step 1 Form Field Hame

Hover your mouse over the style you want to Form Field Description

change and click Edit.

Step 2
The Style Editor will appear. Edit your text style.

STYLE EDITOR css HTML [ ]
Editing Lead/Lede Paragraph

Theme Styles Custom 0 Lead/Lede Paragraph
Background )
) o O liormal |~ |
Spacing - _

Borders
Shadows t Mormal | = Contrast: @

Visual FX
DELETE

SAVE CHAN

Style Attributes: Choose an attribute to edit.

Settings: See and change the settings for each attribute.

Preview pane: View how the text will look on your website.
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Editing Form Field Name

Step 3

Click the Save Changes button once you
Background

have finished editing your text style. Spacing

Borders

CANCEL

Changing the Submit button
The submit button does not have a user interface to edit its style, however you can make

changes to it by editing the CSS. As with links, there are two styles:

e .widget-formarea-button — Standard button.

e .widget-formarea-button:hover — The button when the mouse if hovering over it.

In this example we will make the button look the same as the links we created in the chapter

Making your links look like buttons.

SETTINGS STYLES Css DATABASE
Step 1

Click CSS, then find the text that

SAVE CHAMNGES RESET C55

shows .widget-formarea-button .widget-formarea-button

font-family: Arial,=san=s-serif:
font-=size: 12px;
line-height: normal;
texXt-decoration: none;
font-weight: bold:
color: white;
margin-left: Opx;
margin-top: Opx:
margin-right: O0px;
margin-bottom: Opx;
padding-left: O0px;
padding-top: 0px;
padding-right: Opx:
padding-bottom: 4px;
i

Fhrordar_otirlas o~
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Step 2

First we will change the background colour.

When we updated the links on the website we =
created a colour using the colour picker.

Within the colour picker is the Hexadecimal
value of the colour. In this example we will ~
use this, you could also get a value of a colour 7ab323 P

using online tools such as:

http://www.w3schools.com/tags/ref colorpic

ker.asp or http://colorschemedesigner.com

Find the background attribute and change the colour from transparent to the colour you

choose.
pOraeEr—sLyieEl SOy Bl L e WL e
border-color: #4L94LF; border-color: white;
border-left-width: Opx: border-left—width: Opx;
border-right-width: Opx; border-right-width: Opx:
border-top-width: Op=x: border-top-width: Opx;
border-bottom-width: 3px; — border-bottom-width: 3px:
text—-=shado SemEmer text-shadow: _Qope:
background:| transparent; backoround:

Step 3

Next we added some spacing around the text. In this example we added 3 points of padding
across the top and bottom and 8 points of padding to the left and right. Find the padding

attributes and add the padding you want.

widget-formarea-button .Wwidget-formarea-button

{ {
font-family: Rrial, sans-serif; font-family: Rrial, sans—-serif;
font-size: 1lZpx; font-size: 12px;
line-height: normal; line-height: normal;
text-decoration: nons; text-decoration: none;
font-weight: bold; font-weight: bold;

color: white; color: white;
margin: Opx; Argins Opx:
padding: Opx; ; Cfr s
border-style: solid; padd}ng—lef?.:_p¥,
background: #78a324: padding-top: 3px;
padding-right: Sp=x;
adding-bottom: 3px;
border-style: solid;
background: #78a324;
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Step 4

Now add a white border to your style. Find the border-color attribute and change the border

colour.

border-color: #¥4L94LF;
order-IeTt-width: Upx;
border-right-width: 0px;
border-top-width:0px;
border-bottom-width: Opx;
text-shadow: none:
background: #782324;

Step 5

)

border-color: #ffffff;
border-left-width: Up=x;
border-right-width: Opx:
border-top-width: Opx;
border-bottom-width: Opx;
text-shadow: none;
background: #78a324:

In this example the border has a width of 3px. Find the border-width attributes. There are four

in total.

border-style: s=solid:
border-color: $ffffff:
order-left-width: Opx;
border-right-width: Opx:
border-top-—width:0px;

order-bottom-width: 0Opx;

tEXL-Shadow: none,
background: ¥78a324:;

Step 6

background: #78a324:
border—-color: £#ffffff:
border-style: =olid;
border-left-width: 3px:
border-right-width: 3px;
border-top-width: 3px;
border-bottom-width: 3px:
border-radius=s: 5Spx;

cursor: polnter;

By default the CSS does not contain a radius attribute, so we need to add one. In this example

we have set the radius to 5. Under the Border-bottom-Width attribute add a new line with the

following: border-radius:5px;

porager-sLeyigs SoLiug
border-color: #ffffff:
border-left-width: 3px;
border-right-width: 3px:
border-top-width: 3px;
border-bottom-width: 3px=;
text-shadow: none;
background: #78a324;

Step 7
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border-left-width: 3px;
border-right-width: 3p=x:
border-top-width: 3p=x;

i h: 3px;

border-radius: Spx:;
TEXC—Shadow: none,
background: #78a324;




By Default the CSS doesn’t contain an attribute for the shadow, so again we will need to add

one.

Quick tip: More information regarding this attribute, and a tool to test your code

is available at: http://www.w3schools.com/cssref/css3 pr box-shadow.asp

In this example we have set the shadow to a grey colour, with a blur of 10px. We have added a

new line under the text-shadow attribute.

J.I.G._E._.._LK-JL;L;LH.I.- i e padding_top: pr;
padding-left: Opx: padding-right: EBpx;
padding-top: 2px; padding-bottom: 3px;
paddi right: Opx: order-s el 1id:
paddi box-shadow:

ing-bottom: Opx;
text-shadow: none; _
background: #4L94LF:
cursor: pointer;

Oraer—col0l T FTHYTHT
background: #78a324;

Once complete the .widget-formarea-button section will look as follows:

.widget-formarea-button

{
font-family: Arial,sans-serif;
font-size: 12px;
line-height: normal;
text-decoration: none;
font-weight: bold;
color: white;
margin-left: Opx;
margin-top: Opx;
margin-right: Opx;
margin-bottom: Opx;
padding-left: 8px;
padding-top: 3px;
padding-right: 8px;
padding-bottom: 3px;
border-style: solid;
border-color: #ffffff;
border-left-width: 3px;
border-right-width: 3px;
border-top-width: 3px;
border-bottom-width: 3px;
border-radius: 5px;
text-shadow: none

box-shadow: 2px 2px 10px #888888
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background: #78a324;

CEldget—fc:ma:ea—b:ttc::hcvig}
Step 8 t

Next we will update the .widget-

font-family: Arial, sans-serif;
font-=2ize: 12px;

line-height: normal;
text-decoration: none;
font-weight: bold;

color: white;

margin: Opx:

formarea-button:hover section to
show our hover style. In this example
the button should look the same, but

appear slightly lighter.

Click CSS, then find the text that

shows .widget-formarea-button

Step 9
Find the background attribute and change the colour. In this example we have chosen a

slightly lighter shade of green.

— AL S D YA ek
border-style: solid; border-color: white;

border-color: #4L94LF:

border-left-width: Opx: border-left-wideh: o
border-right-width: Opx; border-right-width: Opx;
border-top-width: Opx: border-top-width: Upx:
border-borcomewidoh: Opx; ) border-bottom-width: 3px;
text-shadow; _nopes: text-shadow: :
background: |transparent; background: |$#73a324;

Step 10
Next we added some spacing around the text. In this example we added 3 points of padding
across the top and bottom and 8 points of padding to the left and right. Find the padding

attributes and add the padding you want.
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.widget-formarsa-button:hover .widget-formarea-button:hover|

{ {
font-family: Arial, sans-serif; font-family: RArial, sans-serif:
font-size: 12px: font-size: 12px;
line-height: normal; line-height: normal;
text-decoration: none: text-decoration: none;
font-weight: bold; font-weight: bold:
color: white: color: white;
margin: Opx; _ margin: Opx;
radding-left: Opx; padding-left: Epx;
padding-top: Opx; padding-top: 3px;
padding-right: Opx; padding-right: Bpx:
padding-bottom: 4px; padding-bottom: 3px:

Step 11

Now add a white border to your style. The hover section does not have a border attribute by

default so the following lines will need to be added.

border-style: solid;
border-color: #ffffff;
border-left-width: 3px;
border-right-width: 3px;
border-top-width: 3px;
border-bottom-width: 3px;
border-radius: 5px;

In the example we have added them under the background attribute.

HMLLEii Lsgiiea wpiss .z <
O T — . Ny s background: #78a324;
maroin thtDlT":l;ﬁ]f’ order-color: ¥Lffffff:;
cddine—too: :-x" border-style: solid;|
B ToE __p_. SBE: border-left-width: 3px;
padding-right: Spx; —) border-right-width: Zpx:
padding-bottom: 3px; border-top-width: 3px:
text-shadow: none; border-bottom-width: 3px:
background: #b3ddéad;| order-radius: Spx:
cursor: pointer; cursor: pointer;

Step 12

By Default the CSS doesn’t contain an attribute for the shadow, so again we will need to add

one.

Quick tip: More information regarding this attribute, and a tool to test your code

is available at: http://www.w3schools.com/cssref/css3 pr box-shadow.asp
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In this example we have set the shadow to a grey colour, with a blur of 10px. We have added a

new line under the border-radius attribute.

e P L SV P

border—top-width: 3px; border-bottom-width: 3px;
border-bottom-width: 3px: border—radius: Sp:x; i
border-radius: Spx; ('__'f:__ox—snadow: 2px 2px 10px ¥888EBEE;
cursor: pointer; _ cursor: pointer;

Once done the .widget-formarea-button:hover section will look as follows:

.widget-formarea-button:hover

{
font-family: Arial,sans-serif;
font-size: 12px;
line-height: normal;
text-decoration: none;
font-weight: bold;
color: white;
margin-left: Opx;
margin-top: Opx;
margin-right: Opx;
margin-bottom: Opx;
padding-left: 8px;
padding-top: 3px;
padding-right: 8px;
padding-bottom: 3px;
text-shadow: none;
background: #b3dd64;
border-style: solid;
border-color: #ffffff;
border-left-width: 3px;
border-right-width: 3px;
border-top-width: 3px;
border-bottom-width: 3px;
border-radius: 5px;

box-shadow: 2px 2px 10px #888888;

cursor: pointer;

Your form and button will look as follows:
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Let us know what you think

Name ] ‘
What do you like to be called?

Email Address J ‘ %

What's your email address?

[Telephone Number

What number iz best to contact you?

Product | Please select a product. B :

What did you purchase from us?
preceer S T[] :
When did you buy the product?

Rating

How did you rate the product?

Comments
[Tell us about the product

 Enter |

Form with new button style

Testing a form

You can test a form in preview mode.

Step 1
Click Preview at the top of the editor, and

enter some details into the form.

Once done click the button to submit your

details.

Let us know what you think

Name l
What do you like to be called?

Email Address l | =
What's your emsil address?
Telephone Number i 2
What number is best to contact you?
Product 2 5 . L R
Wht o3 you e fomuap | lease selectaproduct... o]
Date of Purchase
M e W1 *
Rating ’
How did you rate the product?
Comments
Tell us about the product
v
|
Form with new button hover style
Name |Ralph |
Email address |ralphsd0mainname_c0m |:
Telephone 101242-555 |
Product Cheese -

Date of Purchase

Rating

Cheese was very nice thank youl |
would be nice if you were to offer a
gift box option so | can give it to my
friends as presents.

‘ Submit '

o2 | o3 | [2013] [

@ Quick tip: If you have configured the form to send you an email, you should receive

an email at this point.
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Step 2

Click Website at the top of the screen and double click on the form to open the settings.

Step 3

Click Database. The details you just entered will be shown as a row in the database settings.

SETTINGS STYLES Ccss DATABASE

D8 Name D8 Email address O Telephone B8 Date of Purchase B8 Product

Exporting completed forms

You can export all completed forms as a CSV file. This can then be opened in Excel for your use.

Step 1

In website editor mode, double click on your form to open the form settings.

Step 2
Click Database. A list of all your customer entries will be displayed. Click Export Data at the

foot of the screen.

SETTINGS S L SS DATABASE

B MName Bl Email address E® Telephone

E Ralph ralph@ralphsdomainname.com

Export data Delete
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This will download a CSV file to your computer. You can open this in Excel or any other

spreadsheet to view the data.

A B C D E F G H

1 Mame Email Add Telephoni Date of Purch Product Rating  Comments
2 1 Ralph ralph@ral 221144 03/09/2013 Veg 3 Thisis a test

3

Adding Video

To ensure that any video is visible to IPhone and IPod users, it’s best to embed a video from
YouTube to your website. This guide assumes that you have already uploaded a video onto

YouTube.

Step 1
Visit your video on YouTube, click

Share, then Embed.

Step 2

Next, choose the size of your video

player from the drop down menu.

420 > 315 -

Four Seasons ~ Vivaldi

Video size:

Evan Bennet - 67 videos 25 365 581
420 x 315 - —— _
Showsugg 480 x 360 video finishes = S
- 7 640 « 480
Enable prif  ggp = 720 ] i Lke @ it [~

[ Use old e Custom size

Step 3

Make a note of the code shown in
Video size: 420 = 315 -

the text box.
Show suggested videos when the video finishes
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WIDGETS MEDIA

Step 4

In your Website Publishing Tool control
panel, Click Widgets, then expand the
content section to find the Embed

widget.

Step 5
Drag this widget to the area of your

web page you would like it to appear.

Step 6
Double click on the widget to open the settings option. Remove the demonstration code, and

copy in the code you retrieved in step 3.

Step 7
Click Save Changes.

Four Seasons ~ Vivaldi

SETTINGS

kiframe width="420" height="315" src="//www.youtube.com/embed/GRxofEmo3HA" frameborder="0" allowfullscreen></iframe>

Your video will be displayed on your website.

Adding Flash

You can upload .SWF files and add them to your website using the embed widget.
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Step 1

Upload your SWF file as described in the chapter: Upload a file for visitors to download

WIDGETS MEDIA
Step 2 + ADD

Click Media, then hover over the.SWF file
you want the URL for. An Information icon

will appear, click this.
vegetables-large.jpg o
M

| g
%

The file URL will be displayed, you can

copy this link for use elsewhere.

Ctrl+C

Copy
Go to http://image.basekit.comy

Print...

Inspect element

WIDGETS MEDIA

Step 3
Click Widgets, then expand the Content

section to find the Embed widget.

Step 4

Drag this widget to the area of your web

page you would like the Flash to appear.

Step 5
Double click on the widget to open the settings option. Remove the demonstration code,

enter the following code.

<object width="550" height="400">

<param name="movie" value="Flash.swf">

<embed src="Flash.swf" width="550" height="400">
</embed>
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</object>

Step 6

Replace Flash.swf with the URL you noted in Step 2.

Step 7
Change the width and
height to match your page

and click Save Changes.

Your Animation will appear

on your website.

Site search

Step 1

SETTINGS

Click Widgets, then expand the content section to find the Site Search widget.

Step 2

Drag the Site Search widget to the area of your web page you would like it to appear.

Home- Cwur Portfolio Contact Us

Quick tip: Add this search to a template if you want it to appear on each page.
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SETTINGS CsS
Step 3

By default the text in the search box will be “Search....”

Site Search

To change this double click on the widget and enter a Default Text:
new default text in the box provided.
Set

Once done, click Set.

Step 4

To test the search, click Preview then enter a search in your new search box.

cheese !
ra

Home

Award winning
cheeses Eros in
quam lacinia sed

dic...
:

Embed

The embed widget allows you to embed JavaScript, <iframe> or HTML content directly into

your website.

O Important: Care must be taken in inserting code into your website. Broken or

incomplete code may cause your site to stop working.
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WIDGETS MEDIA
P— 4

Step 1
Click Widgets, then expand the
Content section to find the Embed

widget.

Step 2

Drag this widget to the area of your

web page you would like the Flash

to appear.

Step 3
Double click on the widget to open the settings option. Remove the demonstration code, and
enter your new code.

Quick tip: We have specific examples using this widget in the following chapters:

e Add javascript to your page.

e Adding Video.

e Adding Flash.
e MP3 —Third Party.

Carousel

The carousel widget is similar to the slideshow widget, but does not support transitions or

customisable buttons.

Step 1
Click Widgets, then expand the Content section to find the Carousel widget.

Step 2
Drag the Carousel widget to the area of your

web page you would like it to appear.
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Double click on the widget, the settings

screen will appear.

SETTINGS C55

Carousel Widget

Carousel Pages: (2) Page Indicators
Add  Remove Next/Prev buttons

Interval:
0D ®

Add and remove pages. Each page is a space for an image on your carousel.
Choose how many seconds you want to display each image for.

3 Toggle indicators on and off. These appear as small radio buttons at the foot of

your carousel.

Step 3

Once you have adjusted your carousel settings drag your first image onto the carousel.
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T L3

stifton_1.jpg

< e e >

Step 4

Click the Next button on the carousel.

Step 5
Drag your next image onto the

widget.

Repeat steps 4 and 5 until each page of your carousel contains an image.

RSS Feed

Step 1
Click Widgets, then expand the Social section to find the RSS Feed widget.

WIDGETS MEDIA

Step 2
Drag the RSS Feed widget to the _ N

area of your web page you

would like it to appear.

RSS Feed

Double click on the widget, the

settings screen will appear.
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SETTINGS STYLES

RSS Feed

Feed URL: Posts

http:/feeds_bbcico ukr - ¢

Show full posts

On refrash |Z| Show posts title

Update:

Enter the URL of your RSS feed.

Choose how often the RSS feed should update. This will depend largely upon how

often new articles are added to the RSS feed.

Use the slider to choose how many posts to display. It will display the newest posts

first.

Check this box if you would like to see the full posts. Leaving this unchecked will

display only the posts titles.

This will toggle the title of the RSS @
BC News - UK D

feed on and off.
—J We are owed apology, says Daily Mail
A senior Daily Mail journalist says the paperis ow
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Once you have configured the RSS Widget, SETTINGS STYLES
click the Styles button to alter the look and SITEWIDE STYLES:
feel of the Text displayed in the RSS feed.

Heading

You can edit the RSS text in the same way as Post Title

editing the look and feel of text. Post Text

Post Date
List Title

Full Po=zt Title

Google Maps

Step 1

Click Widgets, then expand the Content section to find the Show a location widget.

Step 2
Drag the Show a location widget st it
to the area of your web page

you would like it to appear. > 9

Show a location

Double click on the widget, the

settings screen will appear.
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SETTINGS C5S

Google Map

Find Address:

Map Zoom:
® +

Zoom + pan buttons:

Enter your postcode to centralize the map on your location.

Choose a map type from the drop down menu.

Select the default zoom settings on your map.
n Check this box to allow visitors to zoom, view street view, or pan your map.

Drag a marker onto your map. This will appear on the map for visitors to see.

n If you want to cruse a custom pointer on your map, upload an image and drag it to

this location.

Slideshow

A slideshow can add movement and excitement to a web page, although care should be taken

to ensure it doesn’t become a distraction from your main website content.

Step 1
Click Widgets, then expand the Premium section to find the Slideshow widget.
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WIDGETS MEDIA

Step 2 Sah (3]
Drag the slideshow widget to the area of
your web page you would like it to

appear.

)

Slideshow

Double click on the widget, the settings

screen will appear.

[
n v APPEARANCE AND TRANSITIONS

Slide duration: Loop:

Transition speed: Transition:

Aspect ratio: Pause:

I [ -

Size:

I & I

Please add images to your slideshow

Images handling:

Crop & Zoom |Z|

ADD IMAGE

remove Image

Appearance and Transitions: This section allows you to control how your images
——— appear with in the slideshow, the speed of the show and how to change from one

image to another.

Preview Pane: This will show how your Slideshow will look. Click the Preview

——— button in the top left of this window to view transitions from one slide to the next.
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Controls: Buttons are used by website visitors to move your slideshow forwards or
backwards. The dots are used to show where the image displayed is within your
slideshow. Thumbnails will show small versions of the images in a film strip along

the foot of your slideshow.

You can click on any of the button icons to replace the default icon with another

image.

n Borders: Allows you to create a border for the slideshow.

Images film strip: All the images within your slide show are displayed in this
section. Click add image to add an image to your slide show. To re-order an image,

simply drag it to its new location.

ADD IMAGE

remove image

SEO, Sitemaps and Google
Analytics

Sitemap

The sitemap widget creates a dynamic list of every page in your site that updates automatically

as you add, edit or remove pages.

Step 1

Click Widgets, then expand the Content section to find the Sitemap widget.
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WIDGETS

Step 2
Drag the slideshow widget to the area of your i_:_i

web page you would like it to appear.

While this widget has no settings that you can
configure, you can alter the look of the links

by double clicking on the widget and selecting

SETTINGS STYLES
SITE-WIDE STYLES:

Styles.

Home Page Link

SEO — Optimise your site

Google SiteMaps

MEDIA

Each time you publish your site, we’ll generate a new sitemap for Google and other search

engines to access. This gives you the same SEO results you would get from using the Google

webmaster sitemap tools without lifting a finger!

O Note: Only search engines are able to access this sitemap.

SEO Settings

Adding additional information regarding your website can help understand search engines

understand your site and improve your search rankings. There are three types of information

you can add:

¢ Title (Site only): The title tells users and search engines what the topic of your site is.

This should name your website or business and could contain other useful information

such as its main focuses or offerings.

e Description: The description should contain a brief summary of your page, or site.

o Keywords: Add a few keywords that are used to describe your page or site.
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You can edit these settings for each page, and enter global settings for your website as a

whole.

Adding Site wide SEO data

Click Manage in the
SEO
top navigation bar,
then select SEO
settings from the left
hand menu. Enter a
Title, Description and

Keywords in the text

boxes provided.

Once done, click

Save.

Adding page specific SEO Data

Step 1

Click triangle icon next to your page to display

the page settings drop down menu.

Step 2

Select SEO from the drop down menu.

Step 3
Page specific keywords and a description in

the text boxes provided and click Save.

+ ADD

I Homepage

B Our Portfolio

B Contact Us

Buy Upgrades =

SEO

Keywords:
Cheers, Stitton, Edge Farm, Award, Quality, Buy

Description:

Award winning Stilton from Edge farms. Crumbly yet with nutty overtones, its the

perfect accompaniment to steak or post.

CANCEL
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Google analytics

Create a Google Analytics account and follow Google's instructions to find the Profile ID of

your website domain.

Aug 5, 2013 - Sep 4, 2013 -
L] T e W W e w n
Wil Hvg Session Time Bousesie Histie Goal Comrersion Raw
@ roureebsiegademsil com
B hapyurss s andamall con iTh

. yOUrNSDEIDE NG el oo a1 oo 2% 000

@ Quick tip: The profile ID will be a string of letters and numbers with the following

format:

e XX-11111111-1

Make a note of this Profile ID, but don’t follow Google’s instructions for adding a tracking code
into your site. Once you have the Profile ID, log into your Website Publishing Tool control
panel and click Manage.

In the left hand menu, select Google analytics and Google Analytics
Enter your Profile ID in the text box provided.

Paste only the ID (UA-CGOOCO0C-X). Do not paste any code into any field. Do nc
only: Do not paste code in this field. This field is not required for normal use.

Code Script

O Important: Only enter the ID number. Do not

Tracking Code

paste the tracking script into this box. Lot

Save

Once done, click Save.

Google AdSense

Once you have created a Google Adsense account, and created an advert unit, you can use the

embed widget to add this advert to your website.
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Step 1

Find your website code within Adsense.

Step 2

Ad successfully created

¥ Ad code
You can paste this code into any webpage or website that complies with our program palicies

Code type 2" | Synchronaus [+]

Ad code 12 acript type="text/javascript™y<!--
google ad client = "ca-pot—1195848BR13445037;

For more help with implementing the code, please see our Code Implementation Guide.

Close

Click Widgets, then expand the Content section to find the Embed widget.

Step 3
Drag the Embed widget to the area
of your web page you would like it

to appear.

Double click on the widget, the

settings screen will appear.

Step 4

Remove any code that’s already in
the Embed widget, then Copy and
paste the code you retrieved in
step 1 into the widget and click

Save Changes.

WIDGETS MEDIA

SETTINGS C58

<sc

Save Changes

ript type="text/javascript"r<!-—-

google_ad client = "aa-pub-0 [ TR -E T A

% olifside */

google_ad slot = "7&d77141 H

google_ad width = 200;

google_=d height = &00;

ff==

</script>

<script type="text/jsvascript"”

arc="http://pagead? googlesyndication.com/pagead/show_ads.js">
</scriptr
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Creating your mobile site

Click Mobile Site in the top left corner.

Preview Themes Manage Publish

You mobile site editor will appear. The editor has eight main sections.

u Home u

Site

[ =3
@ Add Content | Edit Preview I;I D [] Q Publish Undo  Redol

# Add new page / folder

7

Images

r's

Theme

o My Website
[©]

E Home Page

Import

ETIAM ORCI

O

Manage

Main menu: View your Site, Images, change your Theme, Import content from

H

your desktop site or Manage your site settings.

Action Menu: Displays actions available to you depending on what option has

!

been chosen from the Main Menu.

Add Content: Expandable menu containing various drag and drop widgets for your

n

to add to your mobile site.

Edit/Preview: Switch between the mobile site editor and the mobile site preview.
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Device View: Allows you to switch the Edit and Preview view to fullscreen, mobile

‘ H

and tablet.

Publish: Publish your mobile site to make it live.

Undo/Redo: Undo and Redo the last changes you made to your mobile site.

‘ H

Editor Window: Select areas of your mobile site to edit, remove or add to.

Structure of a Mobile web page

The mobile editor is not a “Mobile Optimizer”, it’s designed from the ground up to allow you

to create and edit a website designed for Smartphones and Tablets.

Each web page is split into three sections:

Company information: This acts like a header and

——— displays your company details. Information you add

omo' Ralphs Farm Shop

here will be shown on every page on your mobile

site.

Lorem Ipsum Dolor

Pulvinar Vitae

Content: This is where you add your page content.
———— This may include navigation menu’s, text, images
and widgets.

Footer: Information in this section will be shown on

each page of your mobile site.
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Adding company details
Adding your Company Logo

Step 1
Click on the default logo at the top of the editor.

My Website

Step 2
P Site Logo

In the Site Logo section on the left, click Use your own logo and
then click the Choose Image button.

@ Use template logo

© Use your own Iogo

@ Hide the logo

Site logo

Choose image

Step 3 Images Qv ([l Addmages”

Select an image from the ” | | e O
gallery, or upload a new - ' e 7 3
image using the Add i | b
images button. “ - -
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Adding your company name

Step 1

Click the current company name in the editor.

O =)

Step 2
P Company Name

In the Company Name section on the left,
enter a company name into the Company
name field and click the Edit Style button. ® Show template widget

@ Hide template widget

Company name

Ralphs Farm Shop

[

Style

Edit Style
Site title

Step 3

Save Cancel

Change the font to match your design. In this example, we have

Preview

changed the font, the Size and the colour. QUiCk
brown fox

Font

Lato

Weight Colour

Line height

36pK

Letter spacing

inherit

Page 124



Page management

Add a new page

Site

Step 1

Click on the Site icon in the top left. @ Add new page / folder

i

Images

E Home Page

Site

Step 2
Click Add new page / folder. B Add new page / folder
d
k Home Page
Images
Add new page / folder

Step 3 Pag
Choose whether you want your new page to be a Type

@ Folder

default page or a clone of the current page.

Type @ Page

Step 4 @ Folder

Enter a name for your new page in the Page
y Pag g Page fitle Gewpagel )

title field.
Step 5
Select a Page type for your new page.
Default: C defaul )
o efault: Creates a default . . n n
template page. Default Clone: Home About
e Clone: Clones another page of n B
your choice. \ Contact Gallery /

e Home: Creates a home page. -
| Add page cancel
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e About: Creates an about page.
e Contact: Creates a contact page.

e Gallery: Creates a gallery page.
Once you have selected a Page Type, click the Add page button.
Page Settings

Rename a page

Site

Step 1

Click on the Site icon in the top left. @ Add new page / folder

B Home Page

Site
Step 2
Select the cog icon next to the page you want to rename. ® Add new page / folder
k Home Page
E newPage
Home Page
Step 3
Rename your page by typing in a new name in the Title in Save

Title in Navigation

va
Home Page
[

Navigation and Title in browser boxes and click Save.

Page URL

home

Title in browser

v
Home Page
[N
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Copying a page

Step 1

Click on the Site icon in the top left.

Step 2
Click the page you want to copy and click add

new page / folder.

Step 3
Select Page as the Type and enter a name for

your page in the Page Title field.
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Site

+ Add new page / folder

i

B Home Page
Images

Site

+ Add new page / folder

i

Images

B Home Page

Add new page / folder

@ Folder
Page title Gop\ed pagd




Page type

Step 4 .

Default Clone Home About
Select Clone as the Page type and

then click the Add page button. n

Contact Gallery

| Add page Cancel

Page Title

Step 5 Gew Page] )

You can give the page a title within the Page

Title box but this can also be left blank. Click Cancel

the Add Page button.

Removing a page

Site
Step 1
Click on the Pages icon in the top left. # Add new page / folder
E B Home Page
Site
Step 2

Select the cog icon next to the page you want to % Add new page / folder

rename.
k Home Page

k MNewPage
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Step 3 Header BD(Ty|I
Scripts Scripts

Scroll to the bottom of the left hand menu and click Delete

this page. iii Delete this page

Changing the look and feel of your site

Colours

Use an existing swatch

Site
Step 1
Click the Theme icon in the left hand menu bar. ® Add new page / folder
E E Home Page
Images
E nNewPage
Theme
Step 2 Theme

Click the Colors icon, the Theme Colors

menu will appear. Browse templates

Colours

Background

Fonts

s 3 Edit swatch O
te
P EEEE
Select one of the pre made swatches from the list.
EEEN
Cummmm )
AENEEE
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Create a custom swatch

Step 1

Click the Theme icon in the left hand menu bar.

Step 2
Click the Colors icon to bring up the Theme Colors

menu.

Step 3

Click on the cog icon next to the swatch at the top.

Step 3
Click on the colour in the swatch that you want to

change.

Site

+ Add new page / folder

i

k Home Page
Images

E New Page

Theme

Theme

Browse templates
Colours
Background

Fonts

Edit swatch @

Edit swatch x

(Ie@EEN
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Edit swatch x

Choose a colour using either:

The colour picker.

A colour code.
2
o ]

Background
Solid Colour
Step 1 Site

Click the Theme icon in the left hand menu bar.
+ Add new page [ folder

i

Images

kB Home Page
kB NewPage

WLELE

Browse templates

Step 2
Click the Background menu item. : Colours
Background
Fonts
Solid Colo
Step 3 | ur
Select Solid Colour from the drop down menu.

Gradient

I Image -
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A small square will appear showing the current @)

background colour. Click on it to change the

background colour.

Picker u ~  Swatch

Pick your background using z

either: e
AEN

The colour BEEEN

picker. SEEER
=
I:l rngllIfD, 0,0,C . . . . .

A colour from a n EEEEE
swatch. BN
Custom
A colour code.
n HAEEEEER

n A custom colour.

Gradient

Click the Theme icon in the left hand menu bar.
+ Add new page / folder

B Home Page

kB NewPage

Theme
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Step 2

Click the Background menu item.

Step 3

Select Gradient from the drop down menu.

Step 4
Another drop down menu will appear, from this you
can choose if you want a vertical, horizontal or circular

gradient.

Step 5
Two boxes will appear, each one represents a colour in

the gradient. Click the one that you want to edit.
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Browse templates

Colours

Background

Fonts

Solid Colour

Solid Colour

I Image -

Gradient

Vertical

Vertical
Horizontal
Circular

Gradient

Vertical




Step 6

Pick your background using

either:
The colour
T picker.
A colour from a
swatch.

A colour code.

n A custom colour.

Images

Step 1

Click the Theme icon in the left hand menu bar.

Step 2

Click the Background menu item.

Picker u n .Swatch

N
HEEN
EEEN
PEEEN
I:l = rgba.uZO,D,O,C .....
B EEEEE

[

Custom

Site

+ Add new page [ folder

i

kB Home Page
Images

kB NewPage

o

e

Theme

Browse templates

Colours

Background

Fonts
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Step 3

Select Image from the drop down menu.

Step 4

Click Choose image.

Step 5
Select an image either from the existing
images or upload a new one by clicking the

Add images button.

Adding content

Text

Adding Text
Step 1 Site
Click the Site icon in the

left menu bar and expand
Images

the Add Content menu. E nNewPage

Page 135
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Solid Colour
Gradient

{ Choose image ’

(Mo image chosen)

Add Content | Edit - P

@8 p

IMAGE NORMAL HEADING 1
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Add content | Ecit (P Preview |;| E] D C) Publish

Step 2
Drag the P or H1 widget onto the
section of the page you want to add it P
NORMAL

to.

<> STYLE | A A- = = = = B I ¥ = := o0 @ A R
Step 3 ﬁ\‘) My W orem ipsum dolor sit amet, consectetur adipiscing elit. Curabitur pharetra dapibus

. pharetra. Donec interdum eros eu turpis pharetra et hendrerit est ornare. Etiam eu

CI'Ck the new text from the page you ulla sapien. Nullam ultricies posuere nunc, eget mollis nulla malesuada quis.

‘orem ipsum dolor
dipiscing elit. Cura Cancel Save

haretra. Donec int... e
for you to enter your own text. haretra et hendrerit est ornare. E(lam eu V\j “

added it to, this will open an editor

apien. Nullam ultricies posuere nunc, eget

mollis nulla malesuada quis.

Step 4

Format the text how you want using the toolbar.

<> | STYLE | A" A | &= = = so b A KN
] Edit the raWw HTML of the text. u" Make your text Bold, | or apply

a strikethrough.

Choose a theme style for your text. n Create an ordered or unordered
list.

Increase or decrease text size. Create external, internal or e-mail
links.

n Align your text to the left, right or n Insert an image from your local

center. computer ora URL.

n Change the colour of the text and

the background.
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sf> | STYLE | A

Step 5

My own text]
Click Save to make your changes.

A

B I ¥

Images

Adding an Existing Image

Step 1

Click the Images icon in the left menu bar.

|z| Add images...

Step 2
Select and drag the image that

you want onto the page.

Adding a new Image
Step 1

Click the Images icon in the left menu bar.

Step 2
Click the Add images button.
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1

Theme

Images

f

Theme

Images




Step 3

You can drag and drop images from your desktop or
Drag and drop JPG or PNG files from

desktop here

or

upload them using the Choose files button.

Importing Content

s =
Step 1 To this page:
Theme
Click the Import icon in the left menu bar. New Page

Import Select

[ Images

Step 2

From this page:
From the From this page drop down menu select the page

home

from the full website that you want to copy the content from.

Step 3 To this page:

From the To this page drop down menu select the page from New Page

the mobile website that you want to copy content to.

Select:
Step 4

Images
Tick the boxes depending on the type of content that
you want to import. Text

Include:

Step 5 Everything
You can select to copy everything that is either text or images or Everything
only content that meets a defined limit. Larger than 25px

Larger than 100px

Larger than 250px
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Click to select or deselect items

Step 6 o

Scroll down, ticking the content that you want to o

import to your mobile site.

portoy Ralphs Fgrm Shop

Include:

Step 7 Everything

Click the Import button. Everything ~
5 images

g text blocks @

Previewing your site

Step 1
Click the Preview button in the top bar. =it . Preview

Step 2

Click through the different icons to change

I
the view of the site. n H
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Full Screen View. %) Tablet View.

Mobile View.

Step 3

Click either the phone or tablet icon to switch between landscape and portrait view.

O edit @) Preview |;|
|

m ipsum dolor sit amet, consectetur ac it. Curabitur pharetrz

dapibus pharetra. Donec interdum eros eu turpis pharetra et hendrerit est

ornare. Etiam eu nulla sapien. Nullam ultricies posuere nunc, eget mollis nulla

malesuada quis.

Widgets

Adding Widgets

Add Content ) Edit - Preview
Step 1

Expand the Add Content menu in the top bar.
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add content | Ecit (P
Step 2

Drag and drop the widget you want to add - P H1

proves | I [

onto your page IMAGE NORMAL
Y Pags: BUSINES

Customising Widgets

Step 1 s
: , T Wegypay-
Click the widget on your webpage that you 0+ !
=5 Mt Street o L don M:.U S
i [ == Gardens '
want to customise. i Z Southwark ¥le
377 7 Burgess e
& Lambeth Park :

1 €l ')’ a¥
% “BUMO! {12 date ©2013 Google  Terms ofUse

Map
Step 2

The settings for the widget will appear on the left hand =

Address
side. Adjust the widget settings and click Save at the top.

Zoom
GD B3

Show zoom controls

Height
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Types of Widgets
Map
75205 |

_ (2501 AR
Ve ay  A41 | [A11]
-+
Mt Street Ldndon (A1210]

he =5  Gardens

The Map widget allows you to embed a map @

within a page on your website.

1sh Southwark
| A3220] Lambeth Burgess
| A4 ] Park

2

1ciellc = 'y
A S BUMtoN i ata ©2013 Google  Terms of Use

Enter the postcode of the location Address

You ant the map to show.

Set the level you want the map to

zoom in.

Set the height of the map widget. Show zoom controls

‘ H

Height

Form

The Form widget allows you to embed a contact ~ Your email:

form within your website.

Message:
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Enter the title you want to give the

form.

Enter the text you want the submit
button to display.

Enter the email address that the

—  form will send to.

n Choose what page to show after

submission.

Call Me

The Call Me widget allows you to embed a
widget that allows a mobile device to contact

you via a phone number.

Enter the phone number you want

H

to use.

Enter the text you want the widget

‘ H

to display.
Align the widget to the left, center

or right of your page.

Twitter

The Twitter widget allows you to embed a

Twitter feed within your website.
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Search: Enter the search term you

‘ H

want to search twitter for.

Type: Select to search for a

Username or Topic.

Update: Choose the frequency to

update the feed.

Retweets: Choose to display

retweets or not.

Tweets: Choose the number of

‘ H

tweets to be displayed.

Facebook
The Facebook widget allows you to embed a
Facebook widget that will allow users to Like

your website.

Search

Retweets
Off @ On

Tweets

3

Be the first of your friznds to like this.
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URL to like: Enter the URL for the URL to like

‘ H

Like widget. n http-//ralphsfarmshop com

Image Displayed: The URL of an

‘ H

. . Image displayed
image you would like Facebook to

u http:/ralphsfarmshop.com/logo.

display.
Show Faces: Choose whether you B Show Faces
— would like to show the faces of Verb fo use Font
people that have liked your site on u Like Avrial n
Facebook.
o I Standard n
n Verb to use: Select Like or B Light
- Recommend.

Font: Select the font for the widget n Color Scheme: Choose from a Light

‘ H

to use. —— or Dark colour scheme.

Layout: Choose from a Standard,

‘ H

Horizontal or Vertical layout.

Tweet
The Tweet widget allows you to embed a

g y
widget that will allow users to tweet

about your website.

. Link text
» Link Text: Enter the text you want ik
| B
shown on the Widget.
1 Tweet text: Enter a prefix for the Tweet text
= B
tweet.

i Alignment: Align the widget to the LU

left, right or center. n -
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Social Bar

The Social Bar widget allows you to embed a

widget that displays small icons linking to all your o o o e @ 9 |

social network pages.

LinkedIn: Enter the URL of your

LinkedIn page.

Twitter: Enter your twitter profile

address.

ﬂ

Facebook profile.

+ account.

youtube page.

centre or right.

LinkedIn Personal

The LinkedIn Personal widget allows you
to embed a widget that displays basic
information from your personal LinkedIn

profile.

Facebook: Enter the link to your

RSS: Enter the URL to your RSS feed.
Google: Enter the URL of your Google
Youtube: Enter the URL of your

Alignment: Align the widget to the left, n

Linkedin
n http:ffwww linkedin com/ralph

Twitter

Alignment

Ralph Smith

Director at Ralphs Farm Shop
Gloucester, United Kingdom

View Profile
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Simply enter the URL of your LinkedIn
public page.

LinkedIn Business

The LinkedIn Personal widget allows you
to embed a widget that displays basic
information from your personal LinkedIn

profile.

Type: Select whether to use the
——  Company Name or LinkedIn
Company ID to lookup your LinkedIn

profile.

Enter your details: Enter the details
——— depending on what Type has been

selected.

YouTube

The YouTube widget allows you to embed

a YouTube video into your website.
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Enter your public profile URL

W . . N
http://www linkedin_ cnm.fput:ural

BBC
_ .. HARME
The BBC is the world's leading

public sernvice broadcaster.

Funded primarily through the
television licence fee, the BBC
provides...

Broadcast Media 10,001+
employees

f Follow




Enter Youtube URL

Enter the URL of the video you want to :
y ((lfFame _\
embed. sre="http-/’www youtube com/e

mbed/|9HjrseWaEM"
frameborder="0"
allowfullscreen=</iframe:

Button
The Button widget allows you to place a button

on your page.

Link to: Select what you want the
button to link to. You can choose

from an Internal, External or Mail

Text: Set the text and formatting of Bution Alignment

the button text.

Button Alignment: Align the button

to the left, centre or right.

Nav Menu

The Nav Menu widget creates a # Home © About Us ® Contact US
navigation menu on your page.
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‘ H

H

‘ H

Alignment: Align you widget on the left,

right or in the center of your page.

Edit Style: Edit the style of the text in the

nav menu.

Pages: Drag and drop your pages in the

order you want them to appear.

Page Icons: Choose an icon to display in

your navigation menu.

Divider

The Divider widget can be used to create a

horizontal line on your page.

‘ H
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Alignment: Align you widget on the left,

right or in the center of your page.

Line thickness: Set the line thickness.

Padding: Set the amount of padding.

Length: Set the length of the widget.

Alignment

Edit Style

Page icons

= Home Page

= About Us

Alignment

Line thickness

Padding

Length

inherit =



Spacer

The Spacer widget can be used to create S |
€a50n4a
space between content on your page.
Vegetables

Set the height of the widget.

Redirect
The Redirect widget can be used to create =g
a redirect to the non-mobile version of

your website.

Text
Enter the text you want the widget to witn:h o desktop )
. |
display.

Page 150



Mobile
A DiIVIEN ceiiieiiee ettt 164
Feature ..o, 166
aac NAVIGALION wvvrveeereeeeeereeeeereseeseesesesseesenens 163
UPIoad ..o 18 Redirect o 165
Add ] oL 1ol ST T 164
Call Me Navigation MenU ......cooeecviieieiiiiiiiieee e, 57
MODIlE .ovvvvvvvvrnsssssnnnssssssss s 157 Page..iiiiiiii 46
CaroUSEl....cceeciiriiiiiicicnec 114 Mobile oo 137
COIUMN L 40 PayPal
ComMmMENtS ..o, 77 ACCOUN oo 64
Facebook PayPal ACCOUNT.....ccocviiiieieeeciee e 64
LK@ BUTEON...ovvvesvvvvessvnrss e 73 ROW weooveeeseeseeeeeee e eceeesee s seoeeeee e 38
MOBIIE v 158 2 T 116
File Site Search.....ccceveviencneenieienee See Site Search
DOWNI0AdaDI@ oo cvvrrsrrsr 19 SHEEMAP .vvvreseeeeeeeee e eeeeeeee s seeeeeeeeessee 121
FIASh oo 110 SHAESNOW oo 119
FICKE coveeeeieeesee e 68 SWE o 110
FOIM ceiiiiit e 84 TEMPIALE eeevveeeeeee oo s eeeeeeee 21
COMMENLS oo 26 TOXEueetteeee ettt e e e 6
Date of PUrChase .....ooooocoessivvvesssvnssseen 3 MIOBIIE oo 150
Date PICKET oo vvessvrsssvvrs s 86 SEYI oo 29
EMail AAress .ooooooccvvceiesssinnnnssssssssinninssiss 20 TWITEEr et 70
MODbIlE ..o 157 Mobile o 158, 159
NaMe Field.cooooovessvrsssvrssnnsn s 89 VIBEO oo 108
Product MenU......cceecverieenienieicneeceeeienene 94 Widget
SeleCt BOX wovvvvvvvervnene See Select Box MODIIE .ot 155
Star Rating ...evvveeeeeeniiiieeeee e 87,95 YouTube
Telephone NUMbEr......ooocvvcriessssninisssssssen 21 Y T TG 162
TeXt Area ....oooviviiiiiiiiiiice 87 Address
Text BOX.oooiiviiiiiiiiiiiiicicciici 87 Mobile
Google FOOLET worroeeee oo 134
AASENSE ..ot 125 aiff
ANBIYHES wovvvvvvrisssssssessssssssnnnnnsnsssssssssssss 124 UPIoad ....ciiciiiicciiecce e 18
GOOEIE MAPS .eeeeeeeeeeeieerieeteesee e 118 IR S See Format Text
MODIIE oo 156 ASPeCt RAtio coveeeeieieieeeee e 13
[ aF: = PP SPPRP 12 ASYNCAIONOUS LOAGING «.vvvvvoeeeeeeeeeeeeeeeee s 17
JAVASCIIPT e 113
LINKS.cteeeeeteetereeee et 8

Page 151



B
Background
BaSICS ueviiiriiieiiiiee e 24
COlOUN ittt 25
Gradient ....ooeeeieeeeee e 26
IMAGE ettt 25
FUIl SCreen ....ouevveveeienieiccccieneecceee 26
Mobile
COlOUN it 145
Gradient ....ccceecvereinieniiine 147
IMAGE. .eeeeee ittt 148
Pattern ....oocceviviiii e 27
TeXTUr ..ot 27
Basic
Background .........cocveviiiniieniieee e 24
Basics
FOMS o 84
Mobile
[ T TP PPPPPPPPTRE 127
SIEE ettt 126

Best Practices

PICKET ettt 22

IMAEES ..ttt 11
Bookmark 1CoN .......cocvveveeeveenieiieeeeeee, See Favicon
bullet points............ See format text, See Format Text
BULEON ..o 32

Facebook

SEYI. it 74

[CoToY 4 [T S 76

NaVIgatioN ....ccoocuveiiiiiiiiicec e 60
Buy Now

PaYPal....oiicieeeciee e 66
(o
Calendar....ocvevenecneeeeeeeee See Date Picker
Call M ..ottt 157
Carousel

A 114
Colour

Background .......ccceevvieiiiieiiiiiie e 25

Column
A 40
SEYIE e 44

EditOr. oot 45
EXISTING coeeeeieeee e 45
NEW ..ooiiiiiiiiiii 44

Comments
A 77
MaNAGING ..cciviiiiiieeeeceree e 78
MOdErating ..ccccvveeeeiiieciiee e 78
SEYIE e 79

Company
Name

MODIIE .. 129

Copy

PABE ettt —————— 48
MODIIE .. 139

Copyright

Mobile
FOOter...ocviiiiiiiiiie e, 135

D

Database
FOrM i 108

Date PiCKer.....ooverieiierieeicrieeieeeeee e 86

Delete
PaBE e 49

MODBIIE ... 140

Description

Mobile

Footer.....cocoiniiiiiiii 134
Page

SEO ittt 123
Site

SEO ittt 123

Divider
Add

MODBIlE ....eoriiiiiiiiiice 164
doc

Page 152



docx
UPIoad ....cooiiieieiiee e 18
Download
Form Comments........ccccovviiiiviiiiiniiniinieccinen, 108
Drop Down Menu........cccceeeeeereineeeneenn. See Select Box
E
ECOMMErCE .....ovviiiiiiiiiiiiceccc e 64
Edit
Page
MODIIE ..t 138
ROW.. ittt sttt st st s 39
Template ..ccovveeeece e 21
TOXE uiiiiiieie e 7
SEYIE et 30
Embed
Javascript...cceeeviiiii 113
Export
Form Comments........ccccoveviiviiiiininiiiciniecccnn, 108
Extended
Navigation
MODbIle ..o 165
F
Facebook
Add
MODIIE ..eeineieeieeeeeee e 160
Button
SEYIE et 74
Like
SEYIE e 74
Like BULLON .eevuviiiiieiieeiceeeeee e 73
Mobile
A e 158
FOOter ..ot 136
Favicon
Create ..., 36
UPIoad ....cooeiiieiieeeceeee e 36

Page 153

Feature
Mobile ..o 166
File
Add Downloadable.........cccceeviriiniineiiiinicienen. 19
Flash
Add . e 110
Embed ..o 110
Flickr
Add . 68
flv
UPIoad....cooiiiieeiieeeee e 18
FOIAEIS. .t 52
Font
Default. ..o 28
Footer
Content
MODIIE...ciiriieiiiee 132
Map
1Y o J PRt 135
Mobile
AdAresS....oovveeieeiee e 134
Copyright e 135
Description .....ceveveecciiieeee e, 134
EMail.eeeieeeeeeeeee e 134
Facebook .....ccoevevierieniinieieeeeeeeee 136
FOrm oo, 136
GOOBIEF weeviiiieevie e 136
Headling .....ccoveeveienieiieeeeeeeeeeeeee 134
LINKedIN oo 136
RSS ettt 136
SErapline .oocveeeeeeeeeeeeee e 134
Telephone.....oooieeeceeeeeeeeee e, 135
LIV =] Y 135, 136
YOUTUDE ..ttt 136
Titles
MODbIle ..cvvreiiiiiiiiiici 131
Update
MODIIE ..o 131
Form
Yo [ R 84
CommeENtS ....cooviiiiiiii 96
Date of Purchase .......cccoceviriiiiniiniincencne, 93



Email Address......coeeevenerieneriieneeniciicenene 90
MODIIE .. 157
Name Field ......cccoeriininiiiiiiicneciciecieee 89
Product Menu ........cccceveeieniriieneenicnecienens 94
Select BOX...uvvveerierireeeieeiecnnene See Select Box
Star Rating ..uveeeveveciiiieee e, 87,95
Telephone Number ........ccccovveeiiieeicciieeci, 91
TeXtAr€a ..ccviviiiiiiiiieiieceee e 87
TeXt BOX...uvviiiiiiiiiiiiiiiiccccc 87
Database ......ccceeeevierieniiniecen 108
Edit
SETHINGS .o 86
EXaMPIE.ciiiiiiiiciiee et 88
EXPOIt...oiiiiiiiiiiiiee e 108
Mobile
FoOter....oooiiiiiiiiiiii, 136
SEYIE e 98
BULLON ..o, 99
DeSCriptions ....uveeeeeeieiireeee e 98
NaMES ..oiiii 98
TSt o 107
Format
TEXE et 7
MODIlE .. 150
Forms
BaSICS uvviiiiiiieitiee et 84
G
Gallery
MODBIIE ... 168
Google
AdSense
A e 125
Analytics
Add i 124
Map
MODIlE ..o 156
Maps
Mobile

FOOter....oiviiiiiiiiiiiiicre 135
GOOZIE F.eeieeeeiiee ettt 76
Google Maps
Ao 118
Google+
Add
MODBIlE ...eeeiiiiiiiiciec e 160
Mobile
FOOter....cciiiiiiiiiii e, 136
gz
UPIoad ..o 18
H
Headline
Mobile
FOOter...ociiiiiiiieiiee e, 134
Home
Page i 49
hypPeriinks ....cceevveeriieeenieeeceeee e See links
I
ico
(8] ¢] (o - o SR 18
Image
A 12
MODBIlE ... 151
ASPECt RATIO .eeveeieiiiiiiiiee e 13
Asynchronous Loading .........cceccvveevrieeeniveeennnnen. 17
Background ........cecueevieriiienieeeee e 25
MODbile ....cccviriiiiiiiiii 148
BaSiCS cuviiiiiiiiiii 10
CaroUSEl .e.eeeieieieeieieeeeeee e 114

Full Screen

Background ........cccceeeviiiiiiiiiecie e 26
Gallery

MODBIlE ....eoviiiiiiiiice 168
HOVET . See Rollover
(7] 011 oo 3 U 14
LINKS coeevieiiiiiiicicecie 15

Page 154



ROIOVET ..viiiiieeeieeecee et 14

SEtHINGS eveee it 12
SIAESHOW e 119
MODbile ..ot 167
TAES teeeeerererirererirererereeeeereeeeeseseee s e eeee e e eeee e e eeeeaene e s 13
UPIoad ....cooiiieieiiee e 11
URL ottt 17
Images
Best Practices .....cccevvviviiiiiiiiiiccceececee 11
Inner
ROW .ottt 39
J
JAVASCIIPT ceveieeiiiiieee et 113
justify
TEXTE ot See format
JUSEITY oo See Format Text
K
Keywords
Page
SEO ettt 123
Site
SEO ittt 123
L
LIhDOX . ...eieeiiiieienieee e 14
LinkedIn
Add
MODbIle ..o 160
Buisiness
MODbIle ..ot 162
Mobile
FOOter ..ot 136
Personal
MODIlE ..o 161
Links
A e 8

Page 155

TN e 15
Y e 32
Loading SPeedSs.....c.uueevuiieiriiieeiiee e 11,17
Logo
Company
MODIIE e 128
M
méa
UPIoad ...cooeiiiiieieeee e 18
m4b
UPIoad...cooeeiieeieeee e 18
mév
UPIoad. ..o 18
Manage
COMMENTS ...t 78
Map
MODIIE .o 156
FOOter..ciiiiiiiiiiiiecrec e, 135
Menu
SUD e 58
Mobile
Add
Call Me...couiiiiiiiiiiciie 157
Facebook ........cccvviriiniiiiiniiiiiiice 158
IMAGE .ceiiiieeee e 151
SPACEN ittt 164
TeXtuiiiiiiii 150
TWIEEEN e 158
AlLinkedIN
dd 160
Background
COlOUN .ttt 145
GradieNnt..c..coverueeienieeieneeeee e 147
IMAGE .ceiiiieeee e 148
SEYIE et 145
Company
LOBO weieieee ittt 128
NAME c.ooiiiiiiiiii e 129
Company Details ......ccceceereeeceenieeieeeie e 128



Divider

Add oo 164
Facebook

Add oo 160
Feature......cocviiiiiiiiii 166
Footer

AdAress.......ovieviiniiienicieeeceseceeeee s 134

Content ..oocvvvvieiiiiiii 132

Copyright..ceeeeeiiieiiieee e 135

DeSCription co.uuvveeeeei it 134

FacebooK.......ccooeriininiiiiiiiniccee 136

FOrm i, 136

GOOZIE+ oottt 136

Headline ..c..ooveeiirieniiciccccece, 134

LinkedIN....cooieerieeieeee e 136

1Y o PP UPPPPPPPTRE 135

RSS .ttt 136

SErapling ..ooeeeeieeeeeee e 134

Telephone .....ccveevieeeceeececcee e, 135

TS et 131

TWItEEN oot 135,136

YOUTUDE ..o 136
Form

A e 157
Format

TeXt o, 150
GallErY oot 168
Google+

A e 160
Import

Page. i 152
LinkedIn

Add .o 160

BUISINESS...eeiiiiiiieirecceieee e 162

Personal ......ccccoveeieninienineeceeeen 161
IMAD - 156
Mobile

A e 165
NaVIgatioN ... 140

A e 163

Extended ......occooerienineeeeee e 165

FONt oo 141

[CONS ittt 143
Page
A e 137
BaSICS...oiviiiiiiiiiic e 127
COPY wertrieieieiiiiteeeeesecirree e e e s ssirenee e e s s sianees 139
Delete. i 140
Edit.eooieniiiinicieneece 138
Preview .....ccccvvvviiiiiiniiiniiiiceccece 154
RSS
Ao 160
Site
BaSiCS..ciiiiiiiiiiee 126
SldeShOW ...cveiiiiiiiiiicicee 167
SEYIE e 143
Twitter
Ao 159, 160
YouTube
Ao 160, 162
BUttON .o, 163
Moble
Footer
EMAil oo 134
UPdate ..veeeeeieeceeeccee e 131
Moderate
ComMmMENtS.....coiiiiiiiiiii 78
mov
UPIoad .ooeiiiiiciiiece e 18
Move
ROW ..ttt 40
mp3
(8] o] o - o SR 18
mp4
UPIoad .ooeiiiiiciiiece e 18
N
Navigation
A 57
BULLONS .o 60
Mobile.....ccoiriiiiiiiii 140
A e 163

Page 156



FONt oo 141
ICONS i 143
Page Order......ccocuveeeiiieecieeeciie e 57
SEYIE e 59
SUD MENU .ot 58
New
TemPlate ..occvveeieeccee e 20
o
0gg
UPIoad ....cooiiieieiieeee e 18
Order
ROW..oiiiiiiiiiiiiiiiii e 40
ordered list......ccoceeveerrieenienieeeeeee See Format Text
Outer
ROW..oiiiiiiiiiiiiiiici e 39
P
Page
A i e 46
COPY ittt 48
DEIELE .ottt 49
FOlders.....ocvviniiiiiiiiiiiiniicicc s 52
HOME i 49
Import
Mobile ....ccooviriiiiiiii 152
Order Navigation .......cccccevvvvvieenciiee e, 57
PasSWOId ....ccuereeriiiieienienieeeeseee e 54
Publish Settings ........ccoceeveiiiiiiiiieniiee e 50
RENAME ...ooiviiiiiiiiii 47
ROWS .ot See Row
SErUCTUrE. .. 38
Password Protection .........cccueevuinieciinicininiiiienens 54
Pattern
Background........ccceeeviiieniieeiiiiie e 27
PaYPal...ccciieiiiee e 64
Account
Add oo 64

Page 157

UPdate..cccvveeeciiiecieeeetee e 67
BUY NOW e 66
Cart
Add 0. 64
VIBW ittt 65
pdf
UPIoad....cooiiiieeiieeeee e 18
Performance
Loading Speeds.....ccccueeeviiiiniieeiniiee e 11,17
pps
UPIoad....cooiiiieeiieeeee e 18
ppt
UPIoad....cooiiiieeiieeeee e 18
pptx
UPIoad ...cooieiiieieeneeceeeeee e 18
Preview
MODbile ..o 154
Publish
Page Settings ....ccccveeeiieiiciieeeee e 50
R
RAEING weeiiiiieieeec e 87
Redirect
Add
MODIIE et 165
Remove
P 49
ROW oo 38
TeXEeiiiiiii 6
Rename
Page e 47
ROW oo 40
Row
A e 38
Edit oo 39
INNET ittt 39
MOVE ..t 40
OFdEr et 40
OULET ittt 39
REMOVE ..o 38



RENamMe.....ccoviiiiiiiiiiiiiin e, 40
SEYIE et s 42
EdItOr. e 43
EXISTING vevveiiiiiiieeeeeecireec e 43
NEeW .., 42
RSS
Add
MODbile ...cooriiiiiiiiini 160
Mobile
FOOLEr...iiviiiiiiiiiiiii e 136
RSS Feed
A 116
S
S€arch BOX ..coceevverseenieenieeieecieeneenn See Site Search
Select BOX....courereeerreriieeieeiee s See Select Box
Seo
Description......ccceeeviiiiiiiiciiicc e 123
KEYWOIdS ..cooiieriieeiieeiee e 123
THIE e 123
Shopping
Cart
VIBW oottt 65
Shopping cart
PayPal....ciiiiiiiciiie e 64
Shortcut 1CoN......ccerveriiieiiciereeceeeee See Favicon
Site Search
Ao See Site Search
Sitemap
Ao 121
[CToTo Y4[OS 122
Slideshow
Ao 119
MODBIIE ... 167
Social
WidEETS ..vvvveiiiie ettt 68
Spacer
Mobile
Add i 164
Star RAtiNg.cccee e 87

Strapline
Mobile
Footer.....cocoviiiiiiiiii 134
Style
BULEONS .o 32
COlUMN it 44
COMMENTES...oiiiiiiiiiiii e 79
Facebook BUttON........ccccceeriieieeieceeeceee e 74
Facebook Like ......cccooerieiririiniiniciiniciencce 74
FOrMouiiiiiiiiiiiii e, 98
BULEON . 99
DesSCriptions ....coeevcvivieeeeeieiieee e 98
Names ... 98
LINK. ettt e 32
MODbile...ceieiiiiie 143
Background ........cccceeeeiiiieiiieeeeeecee e, 145
NaVIgatioN ....ccocveiiiiiiiieceiece e 59
ROW ..ttt 42
Styles
TEXE vttt 29
swf
UPIoad .o 18
SWF
EMbBed ..o 110
T
tar
(8] o] o o SR 18
Telephone
Mobile
Footer.....cocoiniiiiiiii 135
Template
A 21
BaSICS cuvvvivieriieireeee e 20
Edit.coieiiiiiiiiciiiccc 21
INtrodUCtioN ....coveeeieieeeecee e 20
NEW ..ttt 20
Text
A e 6

Page 158



BaSICS ..ouviiiiiiiiiic 5
Default....cceecerieieeieeeeeeeeee e 28
Edit oo 7
FOrmMat..coooeeeeeeeeeeeeeeeeeeeeeeee e, 7,179
REMOVE ..ooiiiiiiiiiicc e 6
Style
Create ..o 29
Editeeeeeeieeeeiereeeeee e 30
SEYIES et 29
Texture
Background.........ccceevviiiiniiiiiiiee e 27
Title
Site
SEO ettt 123
Twitter
A e 70
MODbIle ..o 159, 160
Add @ TWEEL .t 72
Mobile
Add oo 158
[ S0 T0] =] N 135, 136
txt
UPIoad ....ooiiieiieiieeie e 18
u
unordered list.......ccocveviriiinininnnenn, See Format Text
Update
Mobile
FOOter .ovvviiiiiiiii 131
PayPal
ACCOUNE....oiiiiiiiiii e 67
Upload
QAC it 18
A e 18
JOC. ittt 18
JOCX cutettenteteete sttt 18
FaVICON ....coiiiiiiiiii 36
flv 18
gz 18

Page 159

icol8
I e 11
MAQ it 18
MAD i 18
MAV.ciiiiiiiiiii 18
MOV ciiiiiiieiiite ettt sre e 18
(101 0 PSPPI 18
[10] o7 SR 18
(o= -SSP UP TP PUPPPPURPIRY 18
PAF e 18
0] 01T 18
] 01 P PP SURTOPPPP 18
0] 0] 1 QTR 18
SWE e 18
tarl8
txt18
11 4= PN 18
WMV ettt ar e 18
xls 18
XISX .t eutiterttetesie ettt 18
zip18
URLICON .ot See Favicon
v
Video
A e 108
w
WebSite 1CON .c.eevieieienieieieeeeeeee See Favicon
Widget
Mobile
Add e 155
Widgets
SOCIAl cuviiiiiiiie 68
wma
UPIoad ....ciiciiiicciiecce e 18
wmv
(8] ¢] (o o S 18



MODIIE ... 160, 162

X
xls
UPIoad....coouieiiiieeee e 18
xlsx
UPIoad....coouieiiiieeee e 18
Y
YOUTUDE ..ttt See Video
Add

Button
1Y/ Fo] o1 LSS 163
Mobile
FOOter..ciiiiiiiiiiieiieee 136
V4
zip
UPIoad .ooeiiiiiie e 18

Page 160



	Introduction
	Adding Content
	Text
	Adding Text
	Removing Text
	Editing Text
	Formatting a block of Text
	Creating Links
	Add a link to another page on your website
	Add a link to another location


	Images
	Best Practices
	Uploading images
	Add an Image
	Additional Image settings
	Locking the image aspect ratio
	Adding image tags
	Adding a rollover image
	Adding a lightbox
	Image Links
	“No Follow”
	Optimizing loading speeds

	Finding the URL of an image you have added

	Downloadable Files
	Upload a file for visitors to download
	Add a file


	Working with Templates
	Creating a new template
	Editing a template
	Adding a template to a web page

	Themes - Changing the look and feel of your site
	Colours
	Changing all the colours in a theme

	Background
	Changing background colour
	Choose a background Image
	Adding a two colour background
	Changing a full screen background image
	Creating a background pattern or texture

	Styles
	Changing your websites font
	Changing Text Styles
	Create a new style set
	Editing a Text Style

	Changing the style of links
	Making your links look like buttons

	Favicons
	Creating a Favicon
	Uploading your Favicon


	Editing pages
	Page Structure
	Editing Rows
	Reordering Rows
	Renaming Rows
	Adding columns
	Advantages of using the Row Layout menu to create columns


	Changing the look of a page
	Row styles
	Creating a New style
	Editing an existing style
	Row Style Editor

	Column styles
	Creating a New style
	Editing an existing style
	Column Style Editor



	Page management
	Add a new page
	Page Settings
	Rename a page
	Copying a page
	Remove a page
	Choosing your home page
	Choosing what to publish
	Add JavaScript to your page

	Organising your pages (Page Folders)
	Password protecting pages
	Page redirects
	Adding a redirect
	Removing a redirect


	Navigation
	Add a navigation widget to your page
	Changing the order of pages

	Create a sub navigation menu
	Changing the look of your Navigation buttons
	Creating a Button style menu


	Ecommerce
	PayPal
	Using the widget the first time
	Add to cart
	Cart
	Buy now
	Changing your PayPal account


	Social
	Flickr
	Twitter
	Twitter Widget
	Add a tweet

	Facebook
	Like
	How the button will appear on your website
	How a like will appear on Facebook


	Google+
	Social Bookmarking

	Add ons and Widgets
	Comments
	Managing Comments
	Changing how comments look on your website

	Forms
	Creating a new form
	Date Picker
	Star rating
	Text Box
	Text Area
	Select box (Drop Down Menu)
	Example Form
	Add a Name Field
	Email Address
	Telephone Number
	Date of Purchase
	Product menu
	Star rating
	Comments

	Changing the look of a form
	Name  and Description styles
	Changing the Submit button

	Testing a form
	Exporting completed forms

	Adding Video
	Adding Flash
	Site search
	Embed
	Carousel
	RSS Feed
	Google Maps
	Slideshow

	SEO, Sitemaps and Google Analytics
	Sitemap
	SEO – Optimise your site
	Google SiteMaps
	SEO Settings
	Adding Site wide SEO data
	Adding page specific SEO Data


	Google analytics
	Google AdSense

	Creating your mobile site
	Structure of a Mobile web page
	Adding company details
	Adding your Company Logo

	Adding your company name
	Page management
	Add a new page
	Page Settings
	Rename a page
	Copying a page
	Removing a page


	Changing the look and feel of your site
	Colours
	Use an existing swatch
	Create a custom swatch

	Background
	Solid Colour
	Gradient
	Images


	Adding content
	Text
	Adding Text

	Images
	Adding an Existing Image
	Adding a new Image

	Importing Content

	Previewing your site
	Widgets
	Adding Widgets
	Customising Widgets
	Types of Widgets
	Map
	Form
	Call Me
	Twitter
	Facebook
	Tweet
	Social Bar
	LinkedIn Personal
	LinkedIn Business
	YouTube
	Button
	Nav Menu
	Divider
	Spacer
	Redirect



	Index

