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Page Basics

Start Building a Website | Simple and Advanced Mode

Start Building a Website
By default, your Web site was created with atemplate. Y ou may decide to build your Web site from a

template or to build your Web site from scratch. For advanced design options, click here. What followsis

a basic summary of the steps needed to start building your Web site. Please click on the underlined links
to take you to the appropriate pages for each topic.

Start from the Beginning
1. Plan and Organize
Plan and organize the text to put on your pages, the images to place on your pages,
the location of things on your pages, and your page organization (that is, how many
pages you would need and which pages would be accessible from where). This step
Is the most critical, as building a Web site and then finding a mistake in your Web
site structure could cause you to have to start from the beginning. This step can also
minimize repetition as well as plan for future growth.
2. Createa Template Page
= Create a new page that will be your template (name the page "template.html" so
that you will know what the page isfor). Y our template page will be used as a
guide so that pages copied from the template page will look identical to the
template page.
= Create a color palette so that you can define your colors for the Web site. If you

have colors defined before you start, you will be able to just apply the colors to
your pages and components without having to constantly create colors as you go.
= Create atable component as the first component for the template page. With the

table component, you will be able to organize other components on the page with
ease. Y ou can designate the structure of the table by adding and merging columns

and rows for the table.
= Create a navigation component so that visitorsto your Web site can navigate

between Web pages.
= Add text components and image components that you would like to display for all

of your pages.
3. Create New Pages
= Create your new pages so that the components from the template.html page will be

copied on to your new pages.
= Add text components and image components to each of your pages.

4. Publish
Publish your Web site to save and apply your changes so that Web site visitors can
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see the latest changes to your Web site.

Start from a Template
1. Modify the Page Design
Edit the design of all of the pagesto fit your design ideas and design tastes,

including the table, logos, header images, and navigation.

2. Modify Content
Edit your text and images to fit your needs. If necessary, you may add additional

components.

Advanced Design
o HTML and Javascript
If you are familiar with using HTML and Javascript, you would input them to the
page as literal components. If you need to input the code to the HEAD section of a

page, you would input that code in to the Page Properties.

o Foreign Language
To set up your Web site for other foreign languages, you would input a Language
Trandator component on to the page.

o Splash Introduction page
To set up a splash introduction page for visitors to your Web site, you would click
on the link "Add Splash Page" in the Website Editor main menu.

o Stylesheet and Classes
If you are familiar with using style sheets and classes you can apply them to the
template page before starting with the template page. Once your styles and classes
have been defined, you will be able to use them on components. For more

information on stylesheets, styles, and classes, click here

Back to the Top of the Page

Simple and Advanced Mode
Thistutorial covers making modifications in Advanced Mode for the 3.0 Administration. There are more

options and functionality in Advanced Mode than Simple Mode. Also, simple Mode will not allow you to
add or remove components, it will only allow you to modify existing components.

To convert from Simple Mode to Advanced Mode, follow these steps (please keep in mind that you can
only switch between Simple and Advanced Mode if you have at least one page for your Web site,
disabled or active). From the Administration home page, click on the blue text of your sitename. Click on
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the button "Edit" for any of your pages to enter the Page Editor. Click on the button " Options" in the top-
left corner of the Web page. A small window appears.

Eubble Help v
Eubble Descriptions v
Borders v
Cursor duto Focus v
Use Jawa r
Admin Mode Advanced Mode - |

EBubble Help Delay lzec - I

Ferformance Setings. |
[ Run Benchmarks ]

Eromzer Type Internet Explorer ;I

Processor Speed Less than 300 MHz ;I

Dial-up =

[ Set Configuration ]

Select "Advanced Mode" in the drop-down menu next to the text "Admin Mode". Click on the button
"Set Configuration" to save and apply your changes.

Back to the Top of the Page
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Editing Navigation | Editing Basics

Editing Navigation
The Page Editor has been minimalized to reduce the amount of menus that might clutter your view of the
page that you want to work with.

In the top-left corner of your Internet browser window, you will have five buttons. Page, Main, Reload,
Options, and Back To Main Menu. Clicking on "Page", "Main", or "Options" will cause a menu window
to appear. The "Reload" button will refresh or reload the page. The "Back To Main Menu" button will
return you to the Website Editor main menu.

Next to the buttons, the Page Editor will inform you whether the page is active or disabled.

(EETTE E I

Y ou will still be able to modify a disabled page but there will be no way to access the disabled page
outside of the Administration. Once the page is enabled, the page will work normally.

In the top-right corner of your Internet browser window, you have a button to access Help which will
open up the User Guide in a new window.

I
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Back to the Top of the Page

Editing Basics
Copy Components
Copy Page

Add Component
Modify Component

Copying Components All components can be copied or used multiple times on multiple pages. If

acomponent is copied, the Administration will create an exact replica of the component - each

component can then be changed separately without the changes affecting the other component. If
acomponent is used by multiple pages, al of the used components are linked together so that any
changes on the component will be reflected on all of the used components. Click here for a more

detailed explanation on copying and using components.
Back to Editing Basics
Back to the Top of the Page

Copy Page

When a page is copied, the Administration creates an exact replica of the page. All components
on the previous page, except for container components, will be used by the new page. Container
components will be copied to the new page and any components inside of a container component
will be used by the newly created page. Click here for a more detailed explanation on copying
pages.

Back to Editing Basics

Back to the Top of the Page

Adding Components
To add a component to a page, you would click on the button *Page" in the top-left corner of the
Page Editor. Select the component type that you would like to add to the page.

In Advanced Mode, you can add a component inside of a container component by clicking on the
editing squares in the top-left corner of the container cell.
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Select the component type from the pop-up menu that you would like to add to the container cell.

Add Rove ar Column #
Merge Cell *
Edit Table Properties ™

Add Component:
Standard
Container =

Dther »
Femove Tahle

Click here for a more detailed explanation on adding components.
Back to Editing Basics
Back to the Top of the Page

M odifying Components
When you click on any component, you will get a pop-up menu to edit and remove the
component.
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If there are multiple components in a container cell, you will also have the option to sort a
component ahead or behind of other components. Moving a component ahead will sort the
component in to the right or under the other component. Moving a component behind will sort the
component to the left or above the other component.

For example, if you have two text components and you want to move the second text component
on top of the first text component, you would either move the first text component ahead of the
second text component...

r
This 15 one text

Edit
Femaowe
hMowe Ahead

...or you would move the second text component behind the first text component.

=
another text component with
Edit

Femove
o Wove Behind

another ine of text

Both choices will achieve the same effect, to move the second text component on top of the first



text component.
Back to Editing Basics

Back to the Top of the Page




Website Editor

Edit Pages | Overview | Properties | E-=Commerce | Change Website | Tool Box

Overview
The Website Editor area of Administration allows you to manage all aspects of a Web site. When you access Website Editor, its
secondary navigation bar provides tabs to access its major subareas:

. Edit Pages offers a main menu for managing the site's pages, to publish and view your site, and to access the Page Editor.

. Properties lets you manage Web site information such as addresses, contact information, the site's name and password for login,
(S:(e3

. Ecommerce provides a comprehensive set of options to set up and manage the site's product catalog and shopping options.

. Change Website allows you to switch to another Web site's Website Editor without having to return to the Account Manager
home page.

. Tool Box offerstools to manage the site's physical files and password protect directories, work with forms and their submissions
by visitors, manage which other users can access which part of the site's Administration, and much more.

To access the Web site Editor, you click the "My Account” link in the Administration main navigation menu. Select a Web site from the
dropdown menu of your Web site(s). Or if you have been given permission to access Administration for other users sites, select asite
from that dropdown menu. The "Edit Pages' subarea of Website Editor will appear first. Use the tabs provided to switch to other
subareas of Website Editor.

Edit Pages
Template: Photographers - Portrait  Scherme: Purple
[ Activwate Webaite ]
[ Create Mew Page | [ Add Splash Page | [Pre Publish Checks | [Publish ] [ Wiew Site )
[ Delete Unused Components | [ Delete Unused Images | [ Change Page Order | [Change Template |
I Home index, hitmd Homs hotive  Edit F \iew
[T about Us about. html About s Active  Edit / Wiew
[T ContactUs contact.hbml Contact Lis Active Edit 7 Wiew
[T services services. htmi Services Active  Edit f View
T Portfolia part oo, html Partiolio Active  Edit £ Wiew
[ weddings weddirgs html Weddings Acthie  Edit £ View
[T Feedback feedback.hitml Feedback hotive  Edit £ View
[T Template TEMPLATE htmd hctive  Edit # View
[T splash spdagh.hitml hctive  Edit 7 Wiew
[ 5et Pages To Active ] [Set Pages To Disabled ] [Select &ll ] [Select Mone |
[Find Components | [Edit Style Sheet | [Edit Color Palette | [Undo | Reda ]
Template Info
Activate Website
Create New Page
Add Splash Page
Pre Publish Checks
Publish
View Site

Delete Unused Components
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Delete Unused Images
Change Page Order
Change Template

Page Modifier
Find Components

Edit Style Sheet
Edit Color Palette
Undo

Redo

Template Information
At the top of the Website Editor main menu, you will see your sitename in bold. Below that, you will see the template that is

currently applied to your Web site:
mynewwehzite
Template: Absiract 1  Scheme: Blue

| Create N Page | | Add Spiach Page | | Fre Pubinch Oheck 1 | | Putiek ) | Ve Sete |

| Cmdete Lirned Comporerits | | Debete Linused irmages | | CHanige Fage Crder | | Change Tempiate |

Back to the Top of the Page

Activate Website
Thislink allows you to add this Web site to your cart so that you can activate and purchase this Web site. Once the Web site has

been activated, this link will disappear from the Administration.

s ¥ P el
Tamplc - Bl
[ Activate Website ]
| Craate MNess Page | | &0 Splach Fage e oh Chaschks | | Pubiish | | Viess S |
| Dt Uremed Comporesnts | | Delete Uresed images | | Changs Page Crder | | Change Template |

Back to the Top of the Page

Create New Page
To create anew page, click on the link "Create New Page'. The Website Editor will reload the page with information for your

new page.

L T
Temgplate Abstrari | chims Blee

[ Actrrute Webate ]
GCreate Mew Page ])-A-:-: Slach Page | | Pre Publich Check | | [ Pubiich | | Viess Site |

[ Deiete Urused Components | | Delete Umused images | [ Change Page Corder | | Change Template |

Select a page that you may wish to copy, if not, do not choose an option for the drop-down menu next to the text " Select a page
if you wish to copy it". Enter the filename of the new page (do not add the file extension) in the text field next to the text
"Filename". Enter in thetitle of the page in the text field next to the text "Title". Enter the name of the menu for this page in the
text field next to the text "Menu Name". |f you want the page to be active or enabled when it is created, checkmark the box next
to the text "Active". Please keep in mind that the filename should not have any spaces and that the filename is case sensitive.
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That is, aWeb page called "Location.ivnu” is different than "location.ivnu".

Select a page if wou wizsh to copy it
Filenzme
Title

enu Mame

Active:

: Itemplate.html (Template) ;I

: |newpage

: |New Page

: |I"-Jew Fage

[ Create ] [ Back ]

When apage is copied, the Administration creates an exact replica of the page. All components on the previous page, except for
container components, will be used by the new page. Any container components will be copied to the new page; any components
inside of a container component will be used by the newly created page.

When done entering in the information for the new page, click on the button "Create". If you do not want to create a new page,
click on the button "Back" to return to the Website Editor main menu.

If you edit your new page's duplicated components, you will make them change on
other pages that use them. That includes the page that you have selected to
duplicate. Learn more

--- Select Page --- ;I

Filename:| | html
Title:| |
Menu MName:| |
betive: [

Select a page to copy
from:

[ Create ] Back ]

Back to the Top of the Page

Add Splash Page

To create a splash introduction page that will display when visitorsfirst arrive at your Web site, click on the link "Add Splash
Page". The system will then create a splash.html page for your Web site; this page will be the first page that a customer will see
when they visit your site.

The splash.html isanormal page, but a Flash component will be places on the page and will take up the whole page asit is
displayed on avisitor's Web browser. The Flash component can be modified and removed as a normal Flash component.

i hea A ek i
Temsplate Absteaet | chame Hiue

Eyte b ~.-G.ﬁ.dd5plashPageD & Putinsh Crech Ei1? -

Back to the Top of the Page

Pre Publish Checks
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R L
Templats Abeirari ]l chome Blue

[ Actrgpaaiab———

| Create New Page | | Add Splash Pagel [Fre Publizh Checks])‘-xn | | Ve Site |

| Deiete Urused Components | | Delete Umused images | | Change Page Corder | | Changs Template |

When you run a pre-publish check on your Web site, the Pre Publish Checkstool will check your website to seeif your
calendars, forms, and product items are set up correctly (if you have those components set up on your website). If you have those
components, you will see something similiar to the following when you reun the Pre Publish Check:

P455 Form newer form my new form processor selected, [Farm danazer ] I iy new Form processor ;I
P455 Form new form my new form processor selected, [Farm danazer ] I iy new Form processor ;I
FAILED Calendar my new calendar component Mo calendar selected [ Calendar #anazer I --- Select Calendar --- ;I

Pas5  Item my new tem carton of pencils - ZF22278 selected. I carton of pencils - ZF22275 ;I

[Back ] [Update ]

If you get an error message, "FAILED", you will need to correct the error before continuing. Click here for more information on
form components, calendar components, and item components. For this example,...

e Form ruswanr form

FAlL _form _ Dewform

FAILED Calendar my new calendar component Mo calendar selected

Carton Of perc I - IT 22278 ieected.

| Bk | | Liats |

...no valid calendar was chosen for this calendar component. This particular issue can be corrected by selecting an appropriate
calendar to assign to the calendar component:

o —

| Form ihanuage+ | [H'ﬁ- reewe Form processorn 3

| Form ihanuage+ | [m-,- rees form processor =

| Ceter s d] |- Select Calendar — ;= |
--- Select Calendar ---
my new calendar

Once corrected, click on the link "Update" to have the Pre Publish Checks process check your setting again:
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' Tl — T TR TR e pir |

| Catrcsor araget | [y newe colender o)
. | carton of percis - ZF22I78 o)

{Back ] [Update ]

If there are no errors, the link "Publish™" will appear in the bottom-right corner:

|y P torm processor =]

I |y new form processor s
Marager | [ my rew calender =l

| carton of pencis - ZF22278

S =D

Click on thelink to continue to Publish your Web site. Back to the Top of the Page

Publish

When you proceed with this function, the Administration will integrate all (if any) changesto the Web site.

o meaae ko pie
Template Abstrari | “chome Blue

[ Actrests Websts ]
[ Create New Page | | Add Splash Page | | Pre Publish Checks L [ Publish] [ Site |

[ Dt Urwsed Comporents | | Delete Unused images | [ Change Page Crder | | Change Template |

When the publish processis completed, you will see the following:




Pleazse wait while your zite iz published,
Fublizh Log |~

Performing conziztency and error checks...

Found 11 page(z).

Publizhing longtest.html...

Successfulll

Publizhing catalog. htmil...
Successfull!

Publishing cart.html... [J a¥aScript Application] |
Successfulll

Publishing TEMPLATE.html... Your website has been publizhed succeszsfullyl

Page marked inactive... Skippir

Publizhing copytest.html...

Successfull!

Publishing about, html...

Successfull!

Publishing index.html. ..

Successfull!

Publishing contact.qtml...

Successfull!

Publishirg splash,btml.. . j
[ Wiew Site ]

Back to the Top of the Page

View Site
Click this button to view your Web site. When you view the Web site, you will only see the information that was last published
for your Web site.

L e T
Template Absirari ]l ‘chome Blue

[l treals IJ""I"‘-I"']
[ Croate New Page | | Add Splash Page | | Pre Pubiish Chacks | [ Pubiish | [ Yiew Site ]

| Dbt Lirwpsed Comporesnits | | Debete Linused mages | | P.f.rl’-w raer | | Change Tempiate |

Back to the Top of the Page

Delete Unused Components
When you click on "Delete Unused Components’, a new window will appear. The Administration will display all of the
components that it detects that is not in use on your Web site.

w1
Template Abswwrwrt | Cchome Bles
[ Actreste Webata |

[Create New Page | | Add Splash Page | | Pre Pubish Checks | [ Putiish | | View Site )

[ Delete Unused Components ] J Delete Unuses images | | Changs Page Order | | Changs Template |




Components That Are Hot Being Used

Cloze Windour

Warning: Deleting a component iz an irreversable procesz. Components can nat be retrieved after deletion.

Search | | Search | Results per page Iﬂ

i
Delete Hame T Type |Time Updated Time Created
I_ Samplelmage Image [Wed Apr 16 195808 2003 Wed Apr 16 19:58:0% 2003
I_ Sampleliteral Literal [Wed Apr 16 19:58:24 2003 Wed Apr 16 19:58:24 2003
I_ SamplaText Text  [Wied Apr 16 19:57: 54 2003 Wed Apr 16 19:57:51 2003

=1

[ Select All | [ Select None |

[ Delete Components ]

Cloze WWindow

All unused components will be displayed in atable with information on the name of the component, the component type, the last
time the component was updated, and the time the component was created. Y ou can sort the list of components al phabetically by
clicking on the name of the column. If you click on the column name again, the Administration will list the components by
aphabet in reverse.

If you click on the name of the component, the Administration will bring up a new window displaying what the component looks
like. You can then click on the button "Mark For Deletion” to designate this component to be deleted. When done viewing the
component, click on the button "Close" to close the window.

Delete [Hame ¥

[~ <Eampleimage>

|_ Sampleliteral

Type |Time Updated Time Created

Image [Wed Apr 16 195808 2003 Wed Apr 16 19:58:08 2003

Literal [Wed Apr 16 19:58:24 2003 [Wed Apr 16 19:58:24 2003

|- SamplaTeaxt Tewxt  [Wied Apr 16 19:57: 54 2003Wead Apr 16 19:57:51 2003

L (-
Mark For Deletio | Close

If you have many unused components, you can sift through pages of components by clicking on the page number to jump to that
page.
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Search || | Search | Results per page IEI:I - I

Delete Mame ¥ Type |Time Updated Time Created

I_ Samplelmage Image |Wed Apr 16 19:58:08 2003 |wed Apr 16 19:58:08 2003
I_ Sampleliteral Literal \Med Apr 16 19:58:24 2003 |wied Apr 16 19:58:24 2003
|_ SampleTeaxt Text |Wed Apr 16 19:57: 54 2002 wied Apr 16 19:57: 51 2003

Y ou can aso search for unused components by using the provided field next to the text "Search" at the top of the window. After
you have entered in the keyword(s) to search for, select how many results you want to list in the drop-down menu next to the text

"Results per page". To search for your keyword(s), click on the button " Search".

Search Results for "Image"

Search |Image

!uﬂs per page | 1000 - I

To delete unused components, click on the checkbox in the column "Delete” for the component. To select all of the components
to delete, click on the button "Select All". To deselect all of the components, click on the button " Select None". When you are

done designating which components to remove, click on the button "Delete Components”.

Search | | Search | Results per page Im

1
Delete [Hame ¥ Type |Time Updated Time Created
|7 Samplzlmage Image [Wed Apr 16 19:58:08 20032 |wed Apr 16 19:58:08 2003
IF Sampleliteral Literal [Wed Apr 16 19:58:24 2003%(Wed 4pr 16 19:55:24 2003
IF SampleTeaxt Text [Wed Apr 16 19:57: 54 2003 wied Apr 16 19:57: 51 2003

| Select All | [ Select None |

[.'Iel ete Components | )

If you are done deleting unused components, close the window by clicking on the blue text "Close Window".

Back to the Top of the Page

Delete Unused I mages

When you click on "Delete Unused Images"', a new window will appear. The Administration will display all of the image files

that it detects as not in use on your Web site.

[ e )
Template Abotrari ]l ‘chome Blue

L. 1

[Delete Unused Image=] [

If you want to specify how many image files will be listed on one page, choose the number of files you would like to display




from the drop-down menu next to the text "Results per page”.

hu:lur images in undo Companents
Results per page |5|:| - I

=1

Delete Image Directory
[ [website_editar_1.gif _images
|_ website_editor_2. gif _images
|- wiebsite_aditar_3.gif _images
I_ wiebzite_editar_4.gif _images
|- wiebsite_aditar_5.gif _images

n

Delete Images

Y ou can aso specify if you would like to display image components that have recently been removed from the page due to an
"Undo" command in the Page Editor. Check the checkbox next to the text " Show imagesin undo components’. Y ou must then

click on the button " Show" to update how your images will be displayed.

elect All ] [Selectﬂone]

hl:-ur images in undo Companents
Results per page |5|:| - I

Delete |Image Directory
[ |website_sditar_1.gif _images
I_ website_editor_2.gif _images
|- website_aditor_3.gif _images
I_ website_editor_d.gif _images
|- website_editor_5.gif _images

i

\Delete Images

eIE{.‘tAII] [Selectﬂone]

All unused images will be displayed in atable with information on the name of the image and the location of the imagefile.

If you click on the name of the component, the Administration will bring up a new window displaying what the image looks like.
Y ou can then click on the button "Mark For Deletion” to designate this image to be deleted. When done viewing the image, click
on the button "Close" to close the window.



Delete |Image Directory

I_ tm_editu r_1.gi _images
|- website_editor_Z.gif _images
I_ website_editor_3. gif _images
|- website_editor_d.gif _images
I_ website_editor_5. gif _images

If you have many unused images, you can sift through pages of images by clicking on the number of the page to jump to that
page.

Results per page ISI:I - I

Delete Image Directory
[T [website_editer_1.gif images
|_ website_editor_2.gif _images
[T [website_sditer_2.gif images
|_ website_editor_d.gif _images
[T [website_editer_5.gif images

| Select All | [ Select None |

To delete unused images, click on the checkbox in the column "Delete” for the image you want to delete. To select all of the
images to delete, click on the button "Select All". To deselect all of theimages, click on the button " Select None". When you are
done designating which images to remove, click on the button "Delete Images'.

- hows images in undo components
Results per page ISEI - I

Delete Image Directory
F website_editor_1.gif _images:
[  [website_editar_2.gif _images
F website_editor_3.gif _images:
[  [website_editor_d.gif _images
F website_editor_5.gif _images:

[ Select All | [ Select None |

\Delete Images_

If you are done deleting unused images, close the window by clicking on the blue text "Close Window".

Back to the Top of the Page

Change Page Order
Y ou use the "Change Page Order" option to change the order in which buttons will appear in your Web site's menus (Navigation

Components).
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From the Administration home page, click on the blue text of your sitename. Click on the link "Change Page Order".

oy newwrhs e
Tomy late Adbstract | 1

e

[Change Page Order ]

The Change Page Order Tool opensin anew window. Y ou will see alist of all of your pages for your Web site. Click on a page
name and then use the arrows to move the page up and down the list.

Please sort the pages of your website as wou would like them to
appeat on your Mawigation Componentz and then click the 'Update’
button.

Home - index, html {Home)

about s - abauk, hkml (&bouk Us)

Contack Us - contack,html {Contack Us) F
Feedback - Feedback. htrml {Feedback) ¥
Fac) - Fag.html (FAC)

template, html {Template)

If you have to move a page from close to the bottom of along list to the top (for example, trying to move your page #101 to the
top of thelist), click on the page name and click on the filename that you would like to move the first selected page in front of.

For example, if you have alist of 10 pages and wanted to move page 10 between page 1 and page 2, you would click once on
page 10 ...

Please sort the pages of your website az you would like
them to appear on your Mavigation Companents and then
click the 'Update’ button,

Fage 1 Menu - pagedl.html (Page 1 Title)
Page Z Menu - pagelz.html (Page Z Title)
Page 3 Menu - pagel3.html (Page 3 Title)
Page 4 Menu - pagel4.html (Page 4 Title)
Fage 5 Menu - pagedS.html (Page 5 Title)
Page & Menu - pagels.html (Page & Title)
Page ¥ Menu - pagel?.html (Page 7 Title)
Page & Menu - pagels.html (Page & Title)
Page 9 Menu - page0d.html (Page 9 Title
Page 10 Menu - pageld,html (Page 10 Title)

el g

... and click once on page 2. The Administration will then move pages 2 through page 9 down the list and will move page 10 to
the second spot, and now page 10 will be the second listed page and page 2 will be the third listed page, and so on...

When you are finished configuring the arrangement of your pages, click on the button "Update" to save and apply your changes
to the Web site.



= USRS A =] S g
Fage 7 Menu - paged?.html (Page 7 Title)
Page & Menu - pagels.html (Page 3 Title)
Page 9 Menu - pag a Title)

Back to the Top of the Page

Change Template
If you want to change the layout and structure of your Web site, you would use this option. Y ou also have the choice of keeping
al of your components or deleting all components when you change the template.

From the Administration home page, click on the blue text of your sitename. In the section "Select A Page To Begin
Customizing", click on the text "Change Template'.

[ Dctivrate Website ]
[Create Mew Page ] [Add Splazsh Fage ] [ Publish ] [ “Wiew Site ]

[Delete Unused Components ] [ Delete Unused Images ] [Change Page Order ] [EhangE Template ]

The Administration will then bring up a new window to change your template. Select your business industry in the prodvided
drop-down menu next to the text "Industry”. Select atemplate that you would like to use by clicking on the link "Choose
Template".

Induztry |Tennis Court Equipment and Supplies ;I

Template |abstract 1 Blue |
[Choose Template |

Delete Current v@ur color palette and style
Page= and zheet will be replaced by the
Components new template regardlesz if this

b 1= checked,

Impaort Tr= will impaort this template's
Calendars cqendar, Warning: This
tefnplate might not hawve a
cqendar, | you wizh to keep
wour current calendars, leave
thys unchecked.

Import Farm Tr= will impaort this template's
Proceszors fofm proceszors, Warning: Thiz
tegnplate might not have a form
prpceszar, |f wou wizh to keep
wilir current form processars,
leqwe thiz unchecked,

Import Product THEz will impart this template's
Catalog prpduct catalog, Warning: Thiz
tefnplate might not hawve a
prpduct catalog, 1T wou wish to
keep wour current catalog,
leqve thiz unchecked.

[ Change Template J

Please Hote:If you load a template, your stylesheet and
color palette will be lost no matter which option iz
selected, Al current pages will be preserved and zet to
dizabled if wou have delete components unchecked, Once a
template iz loaded, it iz a irreversible process,




selected, &ll current pages wil be preserved and zet to
dizabled if you have delete components unchecked, Once a
template iz lnaded, it iz a irreverzible process,

If you want to delete all of your components, checkmark the check box next to the text "Delete Current Pages and Components”.
If the checkbox is unchecked, all of your components will be untouched and will be available to be copied or used on your Web
pages (you will get duplicate pages if you already have pages with the exact same page names of the template - to prevent this,
rename your pages to names that the template does not use). If the checkbox is checked, the Administration will remove all of
your pages, files and images and replace them with the pages, files, and images from the template.

Check the checkboxes next to the appropriate options if you wish to import calendars, forms, or the product catalog from the
templates. If you do import them, they will replace your existing calendars, forms, or product catalog. This operation is
irreversible, so please make sure if you will be overwriting your existing information.

Please keep in mind that changing your template will also cause the Administration to replace your Color Palette and Style sheet
when you change template, as explained in the red text above the button "Change Template'.

To continue with changing your template, click on the button "Change Template".

Back to the Top of the Page

Page M odifier

The Page Modifier section contains alist of all of the pages on your Web site.

Select

Title

File Name

Menu Name

Editor
[T Home indezx. btml Home Active Edit / Wiew
[T Template TEMPLATE. btml Active Edit / Wiew
[ =plash splazh.btml Active Edit £ Wiew

[ et Pages To Active ]| [5et Pages To Dizabled ] [Select all] [ Select Mone ]
Select

The checkboxes to the left of the pages allow you to select multiple pages to manage. Checkmark the pages you want to
affect, then click on the links at the bottom of the list: " Set Pages To Active" and "Set Pages To Disabled".

T T T T T T

[+ Home inde:x.html Home: Active Edit F View
¥ Template TEMPLATE. btml active Edit F View
¥ =plazh zplash.html active Edit F View

[5et Pages To Active | [ 5et Pages To Disabled ]I[ Select All] [Select Mane |

If you want to select al of your pages, click on the blue text "Select All" at the bottom of the page list. If you want to
select none of your pages, click on the blue text "Select None" at the bottom of the page list.



E 1L | = [

index. qitml Home active Edit f
TEMPLATE, btmil Active Edit f
splash.qtml active Edit f

It Page= To Dizabled | [Select &l ] [Select Mone ] I

Back to the Page Modifier
Back to the Top of the Page

Title
Here you can specify thetitle of the Web page. Thetitleis displayed in the top-left corner of the Internet browser when
the pageis viewed.

Click on the title of the page to change thetitle.

The Administration will reload the page and give you the option to change the filename, the title, and the menu name.
Once you have finished making your changes to the page, click on the button "Update" to save and apply your changes to
the page. If you want to delete this page, click on the button "Delete”.

Back to the Page Modifier

Back to the Top of the Page

Filename

The filename of the page is how the Internet world will be accessing the Web page. The filename can only contain letters
or numbers, to be compatible with the Web standards for page names. Please keep in mind that the filenames are case
sensitive. So, for example, the page "aNewPage.html" is atotally different page than "anewpage.html™.

Click on the filename of the page to change the filename.

The Administration will reload the page and give you the option to change the filename, the title, and the menu name.
Once you have finished making your changes to the page, click on the button "Update" to save and apply your changes to
the page. If you want to delete this page, click on the button "Delete".

Back to the Page Modifier
Back to the Top of the Page

Menu Name
If you create a havigation component to use for all of your pages and set it to automatically create the navigation, the
navigation component will use the Menu Names of the pages as the text for the menu links.

Click on the menu name of the page to change the menu name.

The Administration will reload the page and give you the option to change the filename, the title, and the menu name.
The "Page Header" section allows you to see or modify any HTML or Javascript code that you added to the HEAD
section of the page. Once you have finished making your changes to the page, click on the button "Update” to save and
apply your changesto the page. If you want to delete this page, click on the button "Delete"”.



Filename: findes | bt

Title: Home |

denu Mame: |H|:|me |

Active:

Page Header

-

[Back ] [ Update] [ Delete]

Back to the Page Modifier
Back to the Top of the Page

Editor
To begin editing a page, click on the blue text "Edit" that is in the same row as the page you want to modify Y ou will then
be taken in to the Page Editor.

Online Shopping Aictive .-’ W

Active Edit « Wiewr

Shopping Cart Aictive Edit & Wiawr

pled ] [ Select Al ] [ Select Mone ]

To view apreview of the page, click on the blue text "View" that isin the same row as the page you want to modify. This
link will open anew window that will display a preview of the page (thiswill work whether the page has not been
published and/or is disabled). This differs from the View Site link, since the View Site link will display the last published
information of the Web site (which will not show any disabled pages).

i ]
Online Shopping Active  Edit .-f

Active Edit « Wiewr

Shopping Cart Active Edit # Wiawr

pled ] [ Select Al ] [ Select Mone ]

Back to the Page Modifier
Back to the Top of the Page

Properties
The "Website Properties’ section allows you to change the sitename, add/modify your address information, change the business type,
and give access to the WebCenter owner to modify your Web site.



From the Administration home page, click on the blue text of your sitename. Click on the secondary navigation menu link "Properties’.

Website Editor dit Page Propertie 0 ErCE ange Website pol Bo

To change the sitename, replace your existing sitename with the sitename that you would like to change it to. Please keep in mind that
the sitename must be made up of letters or numbers. Also, please be advised that you may only change your sitename to a sitename that
isavailable; or, in other words, you can only choose an available sitename to change to.

Enter in any changes or additions of your address information.

If your Webcenter Owner will need access to modify your Web site, please check the box next to the text "Allow Webcenter Licensee
To Edit This Site".

When you are done making changes to the properties of the Web site, click on the button "Update Website Information”.

Sitename: |mynewwel:usite |

Company Mame: My Mew Company Here |

Phone Mumber: [111-111-1111 |

Fax Mumber:  [z222-722-2277 |

Email: |nntrealemail@test.cnm |
Address 1; 123 Test Way |
City 1: |Las Vegas |
ZipCode 1t [ga1z1 |
State 1 [Mevada |
hddress 2 [222222 Biling Street |
City 2: [Billings |
Zip Code 7 | |
State |Inu:|iana |

Allow Webcenter Licenses To Edit This Site:

[ Update Website Information ]

Back to the Top of the Page

Change Website
If you have multiple Web sites, you can choose which Web site to work with in this section.

From the Administration home page, click on the blue text of your sitename. Click on the secondary navigation menu link "Change
Website".

Select the Web site you want to work on in the drop-down menu and then click on the button " Select Website".

If you have been granted permission to edit another user's Web site, select that Web site under the section "Other Websites" and click
on the button " Select Website" in the same section.



| Select Website ---;l ( Select Website D

Back to the Top of the Page

Tool Box

The Tool Box menu includes tools for managing aspects of your Web site not addressed by the other subareas of Website Editor. Click
to learn more about each tool. (When editing another user's site, the Tool Box list may differ. Only those tools will be listed which you
have permission to use for that site.)

File Cabinet Manager
Password Protection
Website Statistics

Image Tool

Form Processor Manager
Form Processor Browser
Rebuild Search Engine
Website Permissions
Create aNew User Account
Chat Room Admin
Website Promotion
Website Analyzer
Contact Manager
Calendar Manager

Back to the Top of the Page
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http://www.help30.com/fp_browser.ivnu
http://www.help30.com/searchengine.ivnu
http://www.help30.com/permissions.ivnu
http://www.help30.com/createnewuser.ivnu
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Page Editor
Page Menu

Display Page | Undo | Redo | Page Properties | Add Component | Del ete Page

Fage I hdain I Feload I Elpti-:unEI Badck To hain Menu IActilre I|

Page Menu  [X]

Display Page

LIndo

Fedo

Fage Properties

Add Caomponent:
Standard ™
Container k=

Other »
Delete Page

Display Page

This option will allow you to view the page that you are editing as your Web site visitors would see your Web page. If you
choose this option, the Page Editor will open a new window to display the page that you are working on. As you apply
changes to the page using the Page Editor, this window will refresh to show you what the page would look like for your
Web site visitors.



Page ] wain|
= |

Image
Cotmponent Component
-l
Tezxt Thiz 15 whaole bunch of text for the text component.
T Component || This 15 the second line of the same text component
Cotnponent -
Thiz 15 the second paragraph of the same text component
- Thig 15 the third paragraph of the same text comp onent
Literal Literal This is a sample hyperlink in HTML code
Component Component
. Table
Component
Table
Component
Form
Component Form Buttan
= |
| Browse...
abowe 13 a form file
upload component
L |

Please keep in mind that you are previewing the page. The page would still need to be published and active for a Web site
visitor to be able to see the current look of the page.
Back to the Top of the Page

Undo

This option alows you to undo the last editing change that you have just applied. Not all changes or actions can be undone -

for example, deleting components or deleting pages cannot be reversed. If a process or action cannot be reversed, you will

be informed such.
Back to the Top of the Page

Redo

This option allows you to repeat the last editing change that you have just applied. Not all changes or actions can be
repeated by this command.
Back to the Top of the Page




Page Properties
Under this section, you have options for Page Properties, Page Header, and Meta Data.

Background Color (optional): LMo Calar
Backzround Image (optional): No Image

Text Color {optional): LMo Calor

Link. Colar {optional): LMo Calor

Wisited Link Color (optional): L3 Mo Calor

Top Margin Width {optional): ]

Left Margin Width (optional): ]
Claszname: default ;I

Page Properties
Background Color, Text Color, Link Color, and Visited Link Color allow you to change the colors for the
appropriate sections.

To select an image file to use as background image, click on the blue text link "No Image”. If you aready have a
background image specified, you would need to click on the blue text of your filename.

The Top Margin Width and Left Margin Width are to specify spacing margins from which the top of your Web page
will be starting from.

The drop-down menu labelled " Classname™ allows you to specify classes and styles that will apply to the body of the

page.

When done, click on the button "Update" to save and apply your changes to the Web page.
Back to the Top of the Page

Page Header

The Page Header tab allows you to specify any code that you would need to specify in the HEAD section of an
HTML page. Enter your desired text in the blue text area. When done, click on the button "Update" to save and
apply your changes to the Web page.



Back to the Top of the Page

Meta Data

The Meta Data tab allows you to specify the Author, Description, Copyright, and Keywords for the page. This
section appearsin the HTML code of a Web page but will not be displayed on the Web page itself. When done, click
on the button "Update" to save and apply your changes to the Web page.

Author

Description

Copwright

Kewy Wiards
Spatate CMEQ

Back to the Top of the Page

Add Component
To add a component to a page inside the Page Editor, click on the button "Page" in the top-left corner of the Page Editor.
Under the words "Add Component”, click on the type of component that you want to add. The Standard type of components

are images, text, and literal.



http://www.help30.com/pe_components.ivnu#standard

Display Page
Lndo

Fedo

Fade Propetties
Add Component:

Standard ¥

- Image
- Text
- Literal

Container =

Other &
Delete Page

The Container type of components are table, form, and list.

Display Page
Lndo

Fedo

Fage Properies
Add Component:

Standard »

Container ¥

- Tahle

- Form

- List
Cther »
Delete Page

The Other type of components are map, flash, navigation, stock quote, calendar, weather forecast, search, search result,
catalog, cart, language translator, calculator, and item.
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Display Page
LIndo

Fedo

Fage Properdies
Add Component;

Standard »
Coantainer

Other ¥
- Map
- Flash
- Mawigation
- Stock Quote
- Calendar
-\Weather Forecast
- Search
- Search Result
- Catalog
- Cart
- Languadge Translatar
- Calculator
- ltemn
Delete Page

When the menu expands and you see the list of components for the component type, click on the name of the component to
add that component.

A new window will open up, with a section for "Create New XXXX Component" and "Use Existing XXXX Component".
In the section "Use Existing XX XX Component", the Page Editor will list all of the existing components for your
component type. For atext component, you will see:
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Fage I flain I Reload I Dptin:-n5| Back To Miain enu Iﬁctixre I

Create Hew Text Component

MName |

[ Create New Text ]

Use Existing Text Component

| Search || Results per page I 10 = I

Pageii I

Hame ¥ Last Updated Created Time

e
Container - Form Component  [\Wied #har 26 15:07: 38 2003 Wed dar 26 15:06:23 2003 |Copy b

Use

e
Container - List Component ied Mar 26 15:07:26 200%Wed Mar 26 15:06:44 2003 |Capy
lze
AT
Container - Table Component  [iWied #har 26 15:07:48 2002 Wed dar 26 15:05: 54 2003 |Copy
lze
e
farm file component text whon Apr T 18:20: 53 2003 |won Apr T 1820016 2003 |Copy
llze

WiEr ;I

If you want to continue to create a new component for the page, enter in the name of your new component, then click on the
button "Create New XXXX".

Create Hew Text Component

st cumpunent_ﬁ

{ Create New Text ]

Use Existing Text Component

S.EE.I:E."'“ I“‘ﬂ-ul.l:l.Lnn.r.nan.nE

If you want to use a copy of an existing component, find the component you want to use a copy of and then click on the
blue text of "Copy".



Results per page

Use Existing Text Component

10 vl

Fage ii Irr

Hame ¥

Last Updated

Created Time

Container - Form Component

Container - List Component

Container - Table Component

farm file component text

form password component text

lizt component &

lizt compopent B

Wed Mar 2o 15:007 38 2003

Wited Mar e 15:07:26 2003

Wed Mar 26 15:007:48 2003

Mon Apr T 18:20: 58 2003

fon Apr 7131949 2003

Sat Mar 29 09:44: 50 2003

Wied Mar 26 15:06:23 2003
Wied Mar 26 15:06:<44 2003
Wied Mar 26 15:05: 54 2003
Mon apr T 15:20: 16 2€
fon Apr T 181847 2003

Wed Mar 26 15:3d4:41 2003

If you want to use a component on this page, find the component you want to use and then click on the blue text of "Use".

ey
Copry
Uz
ey
Copy
lze
Wfieur
Copry
lze

RS
Copny
L

e
Copry
lsze
ey
Copry
lse

ey

lyead Mar 26 15:43-5] 2003

Copns

When this component is modified, the changes will affect all the other uses of this component.




Use Existing Text Component
Search | i Results per page I 10 = I
Fage ii ERE
Hame ¥ Last Updated Created Time
ey
Container - Form Component  [Wed dar 26 15077 38 2003 wied Mar 26 15:06:23 2003 |Copy
lUze
Wfeur
Container - List Component ‘Wied Mhar 26 15:07: 26 2003 whed Mar 26 15:06:44 2003 | Copny
lse
ey
Container - Table Component  [Wed dhar 26 15:07:48 2003 [wed Mar 26 15:05: 54 2003 |Copy
lUze
ey
form file component text whon Apr 718020058 2003 Mon apr T 18020016 2003 lamd
lze
eur
form password component text[Mon Apr T 18:19:4% 2003 |Mon &pr T18:18:47 2003 |Copy
lUze
ey
lizt component & Sat war 29 09:44:50 2003 |wifed Mar 26 15:3d:41 2003 |Copoy
lUze
Vs
lizt compopent B Wisg fhar gi 1o:44.00 2002 vited fMar g6 154351 2003 Capny

Click here for a more detailed explanation on adding components.
Back to the Top of the Page

Delete Page
This option alows you to delete the page that you are working on.

Click on "Page" in the top-left corner of the Page Editor. Click on "Delete Page”. A pop-up dialog box will ask you to
confirm deletion of the page. Please keep in mind that deleting the page isan irreversible process; if you are not sure
whether you want to delete a page, disable the page for a few weeks and then remove the page if you are sure you do
not need anything from the page. If you wish to continue to delete the page, click on the button "OK".

Microsoft Internet Explorer E3

@ Are pou sure pou want to delete this page?
Eanceq

Back to the Top of the Page
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Back to the Previous Page
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Page Editor
Other Menus

Page | Main | Reload | Options | Back To Main Menu | Active

Find Component
Fublish Wehsite

Change Fage ™
Edit Others

Main

Find Component
Publish Website
Change Page
Edit Others

Find Component
If you need to find a component that you have created, you would use this option. A new window
will open up displaying all the componentsin your Web site.



All compaonents

Search il @I

Page IF'." Pages ;I Results per page I 10 - I

123456
Component Hame v Type Last Updated Create Time
bElank image1 Image Sun Mar 30014;33;26 2003 Sun var 30 14;30;22 2003 [ﬂ]
blank imageZ Image  |Sun Mar 30 14:36:44 2003 |Sun dhar 30 14:35:31 2003 |Edlt |
Cart Companent Cart Wed Mar 26 16:25:03 2003 [wied Mar 26 16:25:03 2003 | Edit |

Container - Form Component  |Test Wed Mar 26 15:07:38 2003 [wed Mar 26 15:06:23 2003 | Edit |

Container - List Component  |Test wed Mar 26 15:07:26 2003 [wied dar 26 15:06:44 2003 | Edit |
Container - Table Component  |Tesxt Wed Mar 26 15:07:48 2003 [Wied Mar 26 15:05: 54 2003 |Edlt |
Flash Component Flash Tue Apr 15 12:36:04 2003 [wed Mar 26 15:55: 38 2003 | Edit |
farm button component Button  [Sat dhar 2% 16:39:51 2003 [Sat dhar 29 16:3%:03 2003 |Edlt |

farm chackbax companent Checkbeos |Sat dhar 29 16:50:21 2003 [Sat Mar 29 16:40: 56 2003 | Edit |

Form Companent Form Tue dpr 15 10:14:27 2003 [wed Mar 26 15:32:11 2003 |Edit|

1234563

Click on "Main" in the top-right corner of the Page Editor. Click on "Find Component".

Typein the name of the component in the text field next to the text " Search”. Y ou can specify
whether you would like the Page Editor to search for all pages or a particular page. Y ou can also
specify the number of search results per page in a drop-down menu. When you are done
specifying options to search for, click on the button " Search” to search for a component with the
text that you specified.

The Page Editor will display atable with alist of components matching your search terms. By
default, the Page Editor will list all created components until you search for a particular template.
Y ou can click on the name of the column in order to sort (alphabetically from A to Z) the
components by the name of the column. If you click on the name of the column again, it will
reverse sort (from Z to A) the components. Y ou can automatically jump to the edit menu for the
component by clicking on the button "Edit". Y ou can jump from page to page by clicking on the
page numbers on the top-right and bottom-right corners of the table.

If you are done searching for components, you can close the window.



Back to Main
Back to the Top of the Page

Publish Website
When you proceed with this function, the Administration will integrate all (if any) changes to the
Web site. You will see the following screen after the Publish process has compl eted:

Fleaze wait while your site iz publizhed.
Publish Log =]
- Performing conziztency and error checks. ..
- Found 11 pageiz).
- Publizhing longtezt.himl...
- Successfulll
- Publizhing catalog.htmil...
- Successfull!

- Publishing cart.html... [JavaS cript Application] Ed
- Successfult!

- Publishing TEMPLATE.html. .. Your website has been publizhed successiully!

- Page marked inactive... Skippir

- Publizhing copytezt.html... 0K, I

- Successtull!

- Publizhing about, html...

- Successfull!

- Publizhing index.html...

- Successfulll

- Publizhing contact.htmil. ..
- Successfull!

- Publizhing splash.btml... ;I
[ Wiew Site ]

Back to the Top of the Page

Change Page
When in the Page Editor, you can switch which page you would like to edit by using this function.

Click on "Main" in the top-right corner of the Page Editor. Click on "Change Page".



Find Component
FublishWehsite

izhange Page ¥

- templatepage. himl

- myeverdhingpage . html
- hrandnewpage. html

- index html

- deuce. himl

Edit Others ®

The Page Editor will list all of your pages for your Web site. Click on the name of the page that
you would like to start editing on. The Page Editor will then reload so that you can begin editing
your selected page.

Back to Main

Back to the Top of the Page

Edit Others
Y ou can modify and view the style sheet and color palette for your Web site in this option. Click
on "Main" in the top-right corner of the Page Editor. Click on "Edit Others".

Find Component
Fublish Wehsite

Change Page &

Edit Others ¥
- Style Sheet
- Colar Palette

Style Sheet

Find Component
Fublish Wehsite

Change Page =

- Zolof Falette




Class Editor
To define classes for your Web site, you would use the Style Sheet Class Editor.
Enter in a class name, then click on the button "Add Class".

_ Class Editor | Style Editor

Mewr Clazs: || | | Add Class |

Click on the blue text of the class name to edit the class. Specify the main, link,
visited link, hover link, and active link styles by using the drop-down menu for
each option. To add styles in the drop-down menu, click on the button "Edit Style"
or click on thelink "Style Editor" at the top of the window.



Class Editor | Style Editor |
Mew Class: | | Add Class

- CellPadding
RSN CellPadding = |
Lirk default =1
visited Link [deragt 2]
Hower Link | default ;I
Active Link | default ;I
- noBorders
RSN noBorders = |
Lirk CellPadding = |
visited Link [CalPadding <]
Hower Link. | cellPadding = |
Active Link | cellPadding = |
)

Back to Main
Back to Edit Others
Back to the Top of the Page

Style Editor

Class Editor Siye Editor

Select Style: I-- Select a Skyle -- ;I

@Eﬂl& New Sty@ |

To create astyle, enter in the name for your style in the text field next to the text
"Style Name" and then click on the button "Create New Style". The Page Editor




will then reload the page with options to modify your newly created style.

To edit an existing style, choose the style in the drop-down menu next to the text
"Select Style:". The Page Editor will reload the page with options to modify the
existing style.

select Style: —- Select a Style - = |

-- Select a Skyle --
default _
| Create New Style | N — 1

Each style has sections to modify font properties, text properties, background
properties, box properties, and position properties. You aso have links to delete the
style and select another style to edit. Y ou must click the button "Update”" when

switching between style properties or when finished in order to save and apply your
changes to the Web site.

Font Properties allow you to specify font faces, font style, font weight, font size,
and font color.



Style Hame: my new style
Font Properties & [elate Style
Text Propertias & Select another Style
Background Properties
Biox Properties

Fosition Froperties

Font Properties:

Font Family:  Font List: Fonts:

|smﬁ .;J
Lo fosar (2P

Remove

Font Style: -- Mo Yalue -- ;I

Font Weight: |-- Mo Walue -- ;I

Font Size: -- Mo Yalue -- ;I

S Mo Colar ?

Text Properties allow you to specify word spacing, letter spacing, white-space,
vertical alignment, text transformation, text alignment, text indentation, line height,
and text decoration.



Wiord Spacing:
Letter Spacing:
Wihite -Space:
Wertical Alignment:

Text Transformation:

Text Properties:

— Mo Walue - =

— Mo Walue - =

-- Mo Yalue - ;I

-- Mo YWalue - ;I

-- Mo YWalue -- ;I

Test Alignment: -- Mo Value -- ;I
Text Indentation: -- Mo Value -- ;I
Line Height: -- Mo Value -- ;I

Text Decoration: ] none T undertine I Owerline

™ tiraetreomgte [ Elink

Background Properties alow you to specify a background image, background
repeat, background attachment, background color, and background position.

Background Properties:

Backaround Image: Mo Image

-- Mo Yalue -- ;I
—- Mo Walue — =]

Background Repeat:

Backzround Attachment:

Backaround Colar: o Color o

I_ Top I_ Center I_ Bottom
™ Left T Right

Background Fozition:

Box Properties alow you to specify options for top margin, right margin, bottom
margin, left margin, all margins, top padding, right padding, bottom padding, |eft
padding, all padding, top border width, right border width, bottom border width, |eft
border width, all borders width, border style, border color, clear, and float.



Box Froperties:

Top Margin:

Right Margin:
Bottom Margin:

Left Margin:
wargin:

Top Padding:

Right Padding:
Bottomn Padding:
Left Padding:
Fadding:

Top Border Width:
Fight Border Width;
Bottom Border Width:
Left Barder Width:
Border wWidth:
Border Style:
Border Colar:

Clear:

Float:

Cortere)

— Mo Walue - =]
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
— Mo Value - =]
— Mo Walue - =]
— Mo Walue - =]
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
— Mo Value - =]
— Mo Walue - =]
— Mo Walue - =]
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l

?
© 3 Mo Color

— Mo Walue - =]
— Mo Walue - =]

Position Properties alow you to specify options for position, top, right, bottom, left,
width, height, minimum width, minimum height, maximum width, maximum
height, overflow, and visibility.



Fosition Froperties:

Pasition: - Mo Yalue -- ;I
Top: -- Mo Yalue -- ;I
Right: -- Mo Value -- ;I
Bottom: -- Mo Value -- ;I
Left: — Mo Walue — =]
Whidth: — Mo Yalue — =]
Height: — Mo Yalue — =]

Minimum Width: |- Mo Yalue - = |

Minimum Height: | -- Mo Yalue -- ;I

faxdmum Width: | -- Mo Yalue -- ;I

waximum Height: [-- Mo value -- ;I

e r flowr: -- Mo Yalue -- ;I
— Mo Yalue — =]

To delete a style, click on the red text "Delete Style" to delete the currently selected
style. When the confirmation dialog window appears, click "OK" to confirm the
removal of the style.

Style Hame: my new style
Font Propertie: & [elete Style
Text Properties & Select another Style
Background Properties
Baox Propertie:

Pozition Properties

Microzoft Internet Explorer | x|

—

[:i) Are you zure you want to delete my new stule style?




For more information on classes and styles, click here.
Back to Main

Back to Edit Others

Back to the Top of the Page

Color Palette

Find Component
Fublish Wehsite

Change Fage =
Edit Otherz ¥

E:In:ur F'alett

Y ou can specify your own shade of colors by either using the sliders (one slider for each
primary color of red, green, and blue) or by inputting the HTML hexadecimal color code.
To choose one of our predetermined color shades, click on one of the colored squares near
the bottom of the window. Once you have found a color that you like, enter in a
description of the color in the field "Description” and then click on the button "Add Color
to Palette". To best setup your Color Palette, click here for more information.




v ¥ ¥
vy v ¥

Caolor Code Q00000

Dezcripti

Add Color to Palette |

2
Falette =

To remove colors from the color palette, click on the blue text "Palette”.

Description | |

| Add Color to Palette |

A new palette window appears. Click on the red text "Delete" to remove that color from
the color palette.



Qresn Delate

blua . Delete

orange Delete

purpleblue Delete

yellow

white Delete

lightgrey Delate

Back to Main
Back to Edit Others
Back to the Top of the Page

Reload
Use this option to reload the Page Editor page that you are working on.
Back to the Top of the Page

Options
This option allows you to specify your settings for your Site Builder Administration. Y ou can specify the
Page Admin Settings and your Performance Settings.

The Page Admin Settings allows you to enable/disable bubble help, enable/disable bubble descriptions,
enable/disable borders, enable/disable cursor auto focus, enable/disable the use of Java, select between
Simple and Advanced Mode for the Administration, and select the time delay before a bubble help

displays on the page.



Eubble Help v
Eubble Descriptions v
Borders v
Cursor duto Focus v
Use Java r
Admin Mode Advanced Mode = |

EBubble Help Delay lzec - I

Ferformance Setings. |
[ Run Benchmarks ]

Browzer Type Internet Explarer ;I

Processor Speed Less than 300 MHz ;I

Dial-up =

[ Set Configuration ]

The Performance Settings allows you to optimize the speed at which the Administration responds based
on the speed of your computer, your choice of Internet browser, and the speed of your Internet
connection. Click on the button "Run Benchmarks' to allow the Administration to communicate with
your computer.

When the new window opens and finishes |loading (this could take anywhere from 3 seconds to 15
seconds), you will see the information that the computer reported back to the Administration. Click on
the buttons " Set Browser Type", "Set Processor Speed", and "Set Connection Type" to assign the listed
information as your benchmarks.



[ Run Benchmarks ]

 Benchmark
Browser Type: Internet Explarer Set Browser T]rpe ]
Eztimated Processor Speed: Greater than 600 Wbz [ Set Processor Speed ]
Connection Speed: 2124kb fsec (T1 or greatyr) [ Set Connection Type J

If you are done making modifications to your Options for your Administration, click on the button " Set
Configuration” to save and apply your changes to the Administration.
Back to the Top of the Page

Back ToMain Menu
Use this option to return to the Website Editor main menu.

Active
This section of the Page Editor navigation bar indicates if the page that you are editing is active or
inactive. Y ou set a page to active or inactive via the page modifier options on the Website Editor main

menu.

Back to the Top of the Page




Styles, Classes, and Stylesheets

Detailed Explanation

Related Links: Editing Basics | Getting Started

Overview | Styles| Classes

Overview

If you wanted to change the overall appearance of a Web page, one of the most powerful waysto do sois
with a style sheet. A style sheet is made up of style rulesthat tell an Internet browser how to present a
Web page. Once you have created a style, you would designate a class. Y ou can apply styles to your
class using the Style Editor and then you would assign that class to your component.

Back to the Top of the Page

Styles
Styles designate rules for Internet browsersto read when a Web site visitor arrives at your Web site. Y ou
can apply such styles such as font properties...


http://www.help30.com/pe_components.ivnu

Class Editor

Style Editor

Style Hame: my new style
® Font Properties & [elate Style
& Text Properties & Select another Style
& Background Froperties
& Eox Properties
® Pozition Properties
Font Properties:
Font Family:  Font List: Fonts:
|seriF ;l
Add Font
[ Up ] [ Down J
Hemove
Font Stye: |- Mo Value -- ;I
Font Weight: |-- Mo Walue -- ;I
Font Size: -- Mo Yalue -- ;I
S Mo Color ?

..., text properties...



Text Properties:
Word Spacing: -- M Yalue -- ;I
Letter Spacing: -- Mo Yalue -- ;I
Wihite -Space: -- Mo Yalue -- ;I
Vertical Alignment: -- Mo Walue -- ;I
Text Transformation: | -- Mo Yalue -- ;I
Text Alignment: -- Mo Yalue -- ;I
Text Indentation: -- Mo Yalue -- ;I
Line Height: -- Mo Yalue -- ;I
Text Decaration: I_ MNane I_ Underline I_ Cverline
™ tiraetreomgte [ Elink

..., background properties...

Background Properties:

Backzround Image: Mo Image

Backaround Repeat: -- Mo Yalue -- ;I

Background Attachment: |-- Mo Yalue -- ;I

Background Color; " Na Calor ?

Backaround Position: |- Top |- Canter I- Battam

™ Left [ Right

..., DOX properties...



..., and position properties.

Box Froperties:

Top Margin:

Right Margin:
Bottom Margin:

Left Margin:
wargin:

Top Padding:

Right Padding:
Bottomn Padding:
Left Padding:
Fadding:

Top Border Width:
Fight Border Width;
Bottom Border Width:
Left Barder Width:
Border wWidth:
Border Style:
Border Colar:

Clear:

Float:

— Mo Walue - =]
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
— Mo Value - =]
— Mo Walue - =]
— Mo Walue - =]
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
— Mo Value - =]
— Mo Walue - =]
— Mo Walue - =]
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l
-- Mo Yalue -- ;l

?
LMo Color *

— Mo Walue - =]
— Mo Walue - =]




Fosition Froperties:
Paszition: -- Mo Yalue -- ;I
Top: -- Mo Value -- ;I
Right: -- Mo Value -- ;I
Bottom: -- [o Yalue -- ;I
Left: -- Mo value -- ;l
Whidth: — Mo Yalue — =]
Height: — Mo Yalue — =]
Minimum Width: |- Mo Yalue - = |
dhinimum Height: | -- Mo Value -- ;I
Mazdmum Width: | -- Mo Yalue -- ;I
daximum Height: |-- Mo Yalue -- ;I
Crverr flow: -- Mo Yalue -- ;I

— Mo Yalue - =]

These styles can be added to the 3.0 software by using the Style Editor. From the Administration home

page, click on the blue text of your sitename to go to the Website Editor. At the bottom of the list of your
Web pages, click on the link "Edit Style Sheet".

S0, for example, you could tell the browser to always display all text content as red instead of the default
color. Thiswill work if all of the text components have the same style (that is, all of the text components
must have the same class). Make a change once to the style and the whole ook of your website has been
changed.

Back to the Top of the Page

Classes
The 3.0 software allows you to designate a class to a component so that you can apply many styles at the
same time. Y ou can manage your classes by using the Class Editor. Y our styles should have been created

prior to this applying a class, but if you did not, you can come back to apply the styles to the class.



Mew Clazs: | |
- CellPadding
RSN CellPadding = |
Lirk default =1
visited Link [deragt 2]
Hower Link | default ;I
Active Link | default ;I
- noBorders
RSN noBorders = |
Lirk CellPadding = |
visited Link [CalPadding <]
Hower Link. | cellPadding = |
Active Link | cellPadding = |
)

So, for example, if you wanted to have text wrap around an image you would designate a class called
“text wrap left". Y ou would have also needed to have a style already created, in which the style hasa
Box Properties of "float" is set to "right" (yes, that is correct - since this class and style will be applied to
an image, the image will be aligned to the right and the text will be wrapping on the |eft) [to see more on
how to wrap text, click here]. The style would be applied to the class under the drop-down menu for

"Man".

Back to the Top of the Page
Back to the Previous Page



http://www.help30.com/troubleshooting.ivnu#websiteeditor
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Working with Forms

Detailed Explanation

Overview | Set up the Form Processor | Modify the Form Input Components | Designate the Form
Processor for the Form Component

Overview
Forms on your website can gather the information that a visitor submits to you and automatically
populate the Contact Manager if the visitor decides to be added to your "e-mail list".

It is always best to confirm with a customer before adding them to the mail list. The confirmation with a
Web site visitor isto prevent them from accusing you of unsolicted bulk e-mail (spam). Please be
advised that the Contact Manager must NOT be used to send spam or for any other unethical

mar keting practice. Such usage will result in termination of services without notice, as per the
Terms of Service.

Whether you have an existing form or will create a new form, you will need to:

. Step 1: have or create aform processor using the Form Processor M anager
. Step 2: modify or create your form input components with special field names
. Step 3: designate the form processor for the form component

Back to the Top of the Page

Step 1 - Set up the Form Processor
From the Administration home page, click on the blue text of your sitename. In the secondary navigation
menu, click on "Tools". Click on "Form Processor Manager”. If you don't already have a form processor

to handle the forms on your website, enter in a name for your form processor (only letters, numbers, and
spaces are valid characters) and click on the button "Create Form".

Once aform processor has been created, click on the blue text "Edit" for the form processor to modify
the settings. Y ou will see the following screen:


http://www.help30.com/contactmanager.ivnu
http://www.help30.com/contactmanager.ivnu#maillists
http://www.help30.com/loginlogout.ivnu#termsofservice
http://www.help30.com/fp_manager.ivnu

Form Processor Manager

Cloze Windom

Feturn To Main Form Page

iR i ————————————|

Farm Mame:  |my new Form processor |

Email; |I:esl:@tester.n:n:um |

If wou dezire to be updated everytime there iz an entry, pleaze fill out the
desired email address

Populate Contact Manager: I~

Subject Line:  [Form Fram mynewwebsits

Redirect Link: indes.htm |

Thiz link, is the url the user will be directed to after the form has been
submitted,

(=)

Specify your settings for the e-mail address that the form processor will send the form to and the subject
that will be sent to you as the e-mail. If you want to specify where the Web site will take a visitor once
the form has been submitted, specify the URL of a Web site or a\Web page in the field "Redirect Link".
Click on the square to the right of the text "Populate Contact Manager” so that the form processor will
submit the contents of the form to the Contact Manager. When done entering in your information, click
on the button "Update" to save your changes to the form processor. Y ou will need to Publish the Web
site in order to apply your changes to the Web site.

Back to the Top of the Page

Step 2 - Modify the Form Input Components

Whether you have to create your form input components for the form component or whether the fields
already exist for aform component, the Field Names of the form input components must match what the
system islooking for. If the Field Names do not match, the information from the form will not be sent to
the Contact Manager. Please be advised that the Feedback Form created by default already has the
correct Field Names, but still needs to have aform processor specified.

Below isatable that explains what the Field Names must be:


http://www.help30.com/c_form.ivnu#formcomponents
http://www.help30.com/c_form.ivnu

I nfor mation Field Name ||[Type
Add Meto your E-mail List? addemail checkbox
First Name firstName textbox
Last Name lastName textbox
Company Name companyname ||textbox
E-mail Address email textbox
Street Address address textbox
Second Address address2 textbox
City city textbox
State state textbox
Zip Code zipCode textbox
Country country textbox
Home Phone Number homePhone textbox
Work Phone Number workPhone textbox
M obile Phone mobilePhone ||textbox
Alternate Phone alternatePhone ||textbox
Secondary E-mail Address email2 textbox

The column "Information” is the information that you want to gather from the Web site visitor. The
column "Field Name" lists what the form input component's Field Name must be (the list is not case
sensitive, so if you have aform input component called "firstname” or "FIRSTNAME", the contact
manager will still accept the information correctly). The column "Type" details the form input type that
the form input component must be.

Thefield "addemail” is required. The Contact Manager must also have either the field "firstName" or
"email" in order to accept the information from the form (it isin your best interest to collect both
information, as you will need to address the Web site visitor viathe e-mail in any case). The checkbox
for "addemail" must also be unchecked - so that a customer MUST choose to be added to your Contact
Manager. All other listed fields are optional.

For atextbox component, the Field Name field is shown below:


http://www.help30.com/c_form.ivnu#checkbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox
http://www.help30.com/c_form.ivnu#textbox

Edit Text Box Properties

Component Mame: text box for first name

( Field Mame: |FirstName

Default Walue:

Character Length (5izel:

thaximum Length:

n ] |

Update

For a checkbox component, the Field Name field is shown below:

Edit Check Box Properties

Component Mame: add me to your email list checkbox
Walue: add email walue |
Dizplay Text: Yes, add me ko your email lisk
(Fiell:l Mame: < Mew = ;I |a|:||:|emai| |
Checked: |N|:| -]
Update

Back to the Top of the Page

Step 3 - Designate the Form Processor for the Form Component
Edit the Form Component itself. Under the section "Form Options’, designate the form processor you
created in step 1.



 —
Cell Padding; o
Cell spacing: EI
Background Caolar: L2 Ma Calar
Border Caolar: L J Mo Color
Border Color Light:  ©3 Mo Calar
Border Colar Dark: L Mo Calar
Background: Mo Image
Frame: All borders ;l
Fules: Show all interior borders ;l

Form Options

" Action: |

pethod: | GET -

¢ Post to! | my new Form processaor ;l Form Proceszar Manager

Back to the Top of the Page
Back to the Previous Page
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Working with Colors
Detailed Explanation

What isit Used For? | How Would | Use 1t? | Adding Colors | Removing Color Labels

What isit Used For?
The Color Palette is used by the 3.0 software to allow you to easily desingate |abels for your colors.
However the Color Palette can also be used to easily change the entire look of your website quickly.

Back to the Top of the Page

How Would | Uselt?

Usually, the Color Palette would be set up with the color label set to the same as the color itself. So, for
example, if the color was blue the color label would also be set to "blue”. Instead of limiting the Color
Palette in this fashion, apply acolor label that is appropriate for the component. For example, if you have
aparticular color you want to apply to the company name, apply a color label of "Company Name" and
designate a color for the color label.

So your Color Palette should be set up as follows:

Description Edit

Button Text Qo000
Company Mame Q00000
Ewvent text 10FF 73
Logo Text FFFFOO
#ain Border Z0Z0c0
mouse Chwer Text BG4S
Mawvigation Background EZE9F3

Warning Text EZ0403

Mo Color

With a Color Palette set up in this fashion, you can apply the color label to the appropriate components



and then adjust the color of the color label in the Color Palette and all of your components using that
color label will be changed.

For example, if you changed the color of "Logo Text" from yellowish to grayish...

Description Edit

Button Text onooon
Company Mame gooooo
Ewent text 10FF 73
Logo Text ABAEAE
#ain Border COZaco
Mouse Over Text R1gacd M
Mavigation Background EZESF3
Wrarming Text Ezo40z W
Mo Color s

... any component that has a color label of "Logo Text" applied to it will have the color changed
universally.

Back to the Top of the Page

Adding Colors
When viewing the Color Palette, click on the button "Add Color"”. Y ou will then see the following
window:



Palette

R 41
c ¥ 4]
B 41}

Color Code Q00000

Dezcription | |

[Add Color to Palette]

v ¥ W
v v

FPalette

There are three ways that you can add a new color label to your Color Palette.

The first method is to use the color diders:

“ 41 b bie
cH 4] [
4} b b

Caolor Code Q00000

Slide the color dliders for Red, Green, and Blue colors to achieve the color that you want. The
colored square at the top-right corner will change to display the color that you created.




The second method is to use the Hexadecimal code for the color. If you do know the hexadecimal
color code for your color, you can enter it in the field labelled " Color Code".

B 41

(u:nlcnr Code Q00000 !

Description |

The third method is to choose a color |abel based on one of our provided 165 pre-defined colors.
Click on any of the colored squares to choose a color.

l FULL WU TRT 1 I"HI':I.I.!:-'J

P

Once you have picked a color, enter in the label for your color in the field "Description™. Then click on

the button "Add Color to Palette".
~Fintion ! |
E:de Color to Palette])

Palette

Back to the Top of the Page

Removing Color Labels
When you are editing the Color Palette, click on the blue text "Pal ette"

[ Add Color to Palette ]

T




Y ou will then see the following screen:

DM Font | PEEE
DOv Background Delete
#ain Border Delete
izalendar Barder Delete
Title Background

Warning Text

Logo Text Delete
Ewent Font . Delete
Mouze Qwer Text . Delete
Blackout Barder . Delete
test color . Delete
Event Background Delete
Do Background Delete

Company Mame . Delete

Mawvigation Background Delete
Ewent text Delete
Do Font B oeiete
Title Font Delete
Button Text . Delete

Click on thered text "Delete" that is next to the color |abel that you want to remove. The system will ask
whether you want to continue deleting the color label, click the button "OK" to continue to delet the color
label.

[Java5cnpt Application] |

[ i ' Are you gure you want to remove colar test caolor!

ak. I Cancel |




Back to the Top of the Page
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Working with Buttons

Detailed Explanation

What isit Used For? | How to Add Buttons | Changing the Color of your Site's Buttons

What isit Used For?
Buttons are used on Web pages to alow your Web site visitors to navigate around your Web site. The
buttons can be as simple as a color rectangle with text or as complex as moving images.

How to Add Buttons
To add asingle button to a page, you would add an image component to the Web page. To add a menu of

buttons to a page, you would add a navigation component.

Adding a Single Button
Click on "Page" in the top-left corner of the Page Editor. Click on "Standard”. Click on "Image".
Input a name for your button in the blue text field, then click on the button " Create New Image”.

Specify the page you want to send Web site visitors to when the button is clicked in the blue text
field next to the text "Link Url (Optional)". Click on the button "Select" next to the text "Image"
to choose an image file as the button. Click on the button " Select” next to the text "Mouse Over

(Optional)" to choose an image file as the button when the mouse pointer is over the button. When
done specifying your options, click on the button "Update" to apply your changes to the image

component.

Adding a Menu of Buttons

Click on "Page" in the top-left corner of the Page Editor. Click on "Other". Click on "Navigation".
Input a name for your menu of buttons in the blue text field, then click on the button " Create New
Menu".

If you want the Page Editor to automate the process of the menu navigation, click on the radio
button next to the text "Y es'. The Page Editor will generate links to all of active pages that have a
Menu Name assigned.

If you select "No0" to automate the menu navigation, you will have to define each menu listing.
Enter the text you want to display on the Web site in the field "Text", the page you want to link to
in the field "Link", and specify whether you want the link to open the page in a new window.
When done specifying your new menu listing, click on the button " Create New Element"”. Once
you have menu listings, you can modify them, move up or down, and delete the menu listing.

To customize the settings for your Navigation component, click on the button "Customize”. Select
aMenu Style in the drop-down menu at the top of the window. Y ou have options to select


http://www.help30.com/c_image.ivnu
http://www.help30.com/c_navigation.ivnu
http://www.help30.com/pe_components.ivnu#selectimage
http://www.help30.com/pe_components.ivnu#selectimage
http://www.help30.com/c_image.ivnu
http://www.help30.com/c_image.ivnu

"Default”, "Image" and "3Image". Once you have chosen a Menu Style, click on the button
"Update" to see additional options.
Default menu Style

Image Menu Style
3lmage Menu Style
Back to the Top of the Page

Changing the Color of your Site's Buttons
When your website was first built, its buttons were created in a navigation component based upon the
color scheme and design of the layout template that you chose. Y ou may change these buttons so that the

background button itself looks different. Here are the steps to use one of our button images, though you
are welcome to upload and use your own.

1) Choose a page that uses the navigation component whose buttons you wish to change, edit the
navigation component, click the "Customize" button, then click the image name to open the image
selection pop-up. The image name will vary depending upon which site template isin use. For the
Products 6 Red template, for example, you'll see "Products 6 Red Button.gif" as the image name
to click.

2) In the image selection "Our Images' dropdown menu (at the top left of the window), scroll to
the folders whose names begin with "Buttons'. These are starting images for buttons that are
freely available for use within your website.

3) The selected folder's contents will appear in a scrollable list on left side of the image selection
pop-up. Click on the name of a button image. It will appear in the preview areato theright. If you
likeit, click the "Use" button just above and left of its preview. That will close the pop-up
window; the selected button image's name will appear in the navigation component edit window
as the new image name.

4) To save your change and create fresh versions of your site's buttons, click the "Update" button
at the bottom of the edit window. A very small window will display the progress of the
generation. If the small button is hidden behind the edit window, move it to the top; it doesn't
aways pop automatically to the top like other 3.0 windows. Close this small pop-up once
generation is 100% complete.

5) To ensure that the new settings are preserved, be sure to publish the site. Y ou should see your
new buttons when you view your site. If not, delete your temporary Internet files. If you still do
not see your new buttons, then your | SP may have its own cache and you will need to wait until
that refreshes. The delay varies from one ISP to another.


http://www.help30.com/c_navigation.ivnu#default
http://www.help30.com/c_navigation.ivnu#image
http://www.help30.com/c_navigation.ivnu#3image
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Working with Calendars
Detailed Explanation

What isit Used For? | Create Calendar | Add a Calendar to the Page

What isit Used For?
The calendar feature allows you to add one or more interactive calendars to your site. The calendar is added to a Web page by using a
calendar component and modified by using the calendar manager. Y ou can add interactive calendars for events such as.

Online Bookings of concerts, plays, events

Online Team Sign-ups

Class Enrollments

Professional Scheduling (for Dentists, Doctors, Lawyers, €tc...)

Online Reservation Requests (for hotels or motels, bed & breakfasts, etc...)

To add a calendar to your Web site, you need to create the calendar first and then add the calendar to the Web page.
Back to the Top of the Page

Create Calendar
To create a calendar from the Calendar Manager, go to the Administration home page. Click on the blue text of your sitenameto gointo
the Website Editor. Click on "Tool Box" in the secondary navigation menu. Click on "Calendar Manager".

When the Calendar Manager page first loads, you will see the following screen

Select Calendar
Calendar Mame | || Create

Enter in aname for your new calendar, then click on the button "Create". Y ou will see the following screen:

Select Calendar

Create ]

Calendar |my new calendar | = |

—

Calendar Mame | |

Choose your calendar in the drop-down menu to the right of the text "Calendar”. Click on the button "Edit" to edit the calendar. Click on
the button "Delete" to del ete the calendar. When you edit the calendar, you will see the following screen:
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Calendar Properties

To get to the properties section of the calendar, open up the Calendar Manager. Select a calendar to edit, then click on the button
"Edit". Below the small picture of the current month, click on the blue text "Properties’.

Back to the Top of the Page

Jump to a Specific Date

To jump to another month or year, select the month or year in the drop down menu, then click on the blue text "Go". To manually
move through month to month, click on the blue << to move to the previous month or the blue >> to move to the next month. If
the system is already displaying the month in which you want to select, you may click on the day that you wish to work with.

The day that is underlined shows you the current day. The day that has a dark grey background is the day that you are currently
viewing.
Back to the Top of the Page

How to Add an Event
To add a one-time event, click on the blue text "One Time Event" above the daily schedule or click on the time that the event will
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start.

To add aweekly event, click on the blue text "Weekly Event" above the daily schedule or click on the "W" for the time that the
event will start.

To add a monthly event, click on the blue text "Monthly Event" above the daily schedule or click on the "M*" for the time that the
event will start.
Back to the Top of the Page

Adding an Event
One Time Event

Weekly Event
Monthly Event
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Editing an Event

The eventsin the daily schedule are color coded based on the event time - light gray for one-time events, pink for monthly events,
and light green for weekly events. Y ou may click on the blue text "Edit" to edit the event or the blue text "Delete" to delete the
event.

When you edit an event, the window will be identical to the window when you added the event with the exception of the button
"add" now replaced with the button "Update".
Back to Create Calendar
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Add a Calendar to the Page
There are two methods to add components to a page. Thefirst is from the Page Menu in the Page Editor. The second method is from the

editing square inside of a container component.

Method 1 - adding a component from the Page Menu
Method 2 - adding a component from the editing square

Once the calendar component has been added to the page, you can now edit the calendar component - which determines how the calendar
will appear on the website.
Back to the Top of the Page

Edit Calendar
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| Edit Calendar | Properties T

Calendar |Select a Calendar = |
[Your Calendar Manager |

Full View Day width | |
show Event Times Day Height |:|

Title Background L Mo Color

Title Font LMo Calor Size: IDeFauIt - I

Days Of Week Background ©J Mo Color

Days Of Week Font LMo Colar Size: IDeFauIt - I

Day Of Month Background ©2 Mo Colar

Day Of Month Font LMo Colar Size: IDeFauIt - I

Blackout Border LMo Calor

Event Background LMo Calor

Event Font LMo Color Event font size wil
be the zame
size asz "Day OF
Month"

Border Color L Mo Color

—

Once you have created your calendar using the Calendar Manager, specify which calendar to use for this calendar component.

Designate whether you want the calendar to display on the website as full-view or reduced view using the checkbox to the right of
the text "Full View". If you want Web site visitors to see the event times in full-view, click the checkbox to the right of the text
"Show Event Times". The width and height dimensions of the days in the full-view calendar can be specified in the text fields next
to the text "Day Width" and "Day Height". Please keep in mind that the width and height that you specify are suggestions to the
system if nothing else restricts the size. That is, the system will attempt to display the width of each day evenly across the
available width of the browser window while still trying to keep your suggested width and height dimensions.

werdat |Select & Calenda %]
4l Iy

Full View Day width | |
Show Event Times Day Height |:|

T

Tithe Back ground M e

Specify your color labels for Title Background, Title Font, Days Of Week Background, Days Of Week Font, Days Of Month

Background, Days Of Month Font, Blackout Border, Event Background, Event Font, and Border Color by clicking on the dashed-
square to the right of the text.
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Title Backzround L Ma Calor

Title Font LMo Calar Size: IDeFauIt - I

Days Of Week Background ©2 Ma Calor

Days Of Week Font LMo Color Size: IDefault - I

Day Of Morth Background 3 Ma Calor

Day Of Month Fant L0 Ma Calar Size: IDefault - I

EBlackout Border LMo Calor

Event Background LMo Calar

Event Font LMo Color Event font size wil
be the zame
zize az "Day OF
Month"

Border Colar L Ma Calor

b o
Updmie

When done configuring your options for the calendar component, click on the button "Update" to save and apply your changes.
Back to Add a Calendar to the Page
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