th -
gocodweb5|te =

company

- ‘

Website User Guide



CONTENTS

GETTING STARTED
Your password and Elements

TEXT AND IMAGES

How to add text to your site

How to edit fonts and links

How to publish your site

How to add images

How to upload a slideshow of images
How to upload a gallery of images
How to disable image downloads
How to add a google map to your site
How to create links/hyperlinks:

Text links

Picture links

PAGES

How to add multiple columns to a page

How to create a new page and subpages

How to copy a page/delete a page

How to hide pages from the site navigation

How to password protect pages

How to reorder pages

How to create a navigation link that leads to another site
Page type layouts

SITE HEADER

How to edit your site header
Add text to your header
Multiple headers

Add a site title/logo

DOCUMENTS

How to upload pdfs, powerpoint slides and other documents

How to embed a document to a page

11
12
18
24
28
30

32
37

38
41
45
47
49
51
54
55

57
62
66
67

70
12



FORMS AND SURVEYS

How to create a contact form

Contact form submissions

How to change your contact form address
Newsletter sign up and auto responder forms

VIDEO AND AUDIO

How to add videos to your site

How to add audio to your site

The youtube video element

Embed video and audio to your site

BLOGS

How to add/manage a blog

How to write a blog post

Blog post categories

Blog sidebar

Manage blog settings

Manage blog comments

RSS feeds

Blog updates via email subscription

Automatically share your posts to facebook and twitter

Create a forum

ECOMMERCE

How to add a Paypal shopping cart

How to create custom Paypal buttons

How to create a Paypal donation button
How to add Google checkout

How to set shipping and handling fees

How to change currencies

Other shopping carts

How to run google adsense ads on your site

STATS
How to access your website statistics
How to add google analytics

SEO

How to optimise your site for SEO
How to verify your site with google
Other SEO Tips

74
80
83
84

87
90
92
95

97
100
104
107
110
113
116
118
125
129

132
137
140
141
147
148
149
150

155
157

159
163
169



Welcome to your new Website

Your website comes complete with its own content management system.
This means that you can log into your website with your special password
and login details any time you like and make changes. Simply enter your

login details and you are ready to get started!

Getting Started - Elements

Elements (which you can find on your site on the left hand side of the
screen) are the basic building blocks of your site. All of your site content,
be it text, pictures, videos etc is added via an element. Adding an element
to a site is as simple as right clicking on that element and dragging it with

your mouse to the content area of a page.

TEXT AND IMAGES

Add and Edit Text

Before you can write text you need to drag one of the text elements into the
page you are working on. Adding text to your site is as easy as dragging
any of our text elements to a page. The primary text elements are Text,

Image+Text, and Title. Let's drag the most commonly used text element --



the one with the rather appropriate name of "Text". Click on the text

element with your mouse and drag it into your website page.

The text element is exactly what it sounds like: an element for writing text.
Just click inside the element to start writing. You can write a word, a

sentence, or multiple paragraphs in a single element.

IHE'y therel My name’s Tom and I'm travelling the world with little more than my camera, Macbook, bicycle, a few changes of clothes and a trusty towel in
|case 1 find myself in trouble (a Hitchhiker's Guide to the Galaxy reference there, for anyone who hasn't had the joy of reading it). I've lusted to wander
|since I was a little boy in Pennsylvania and now I'll be documenting my journeys to and through every country in the world.

As you write, take note of the grey toolbar at the top of the element. This is
the text toolbar and it allows basic changes to the formatting of your text. It

works much like any other such toolbar normally works: select the text you



want to change by highlighting it with your mouse and click the appropriate

button to make that change.

From left to right, you can bold your text, italicize it, underline it, make it

bigger, make it smaller, change the colour, create a link, adjust the

alignment of all text within the element, create bulleted and numbered lists,

and remove formatting.

You may notice that one thing you cannot do is change the font family to a
different style. That particular setting is controlled elsewhere (but just as

easily changed) and we'll dig into it later in this guide.

To add more text to the page we could continue writing in this same
element, drag on another paragraph element, or use one of the other text

elements:



http://kbprojectx.weebly.com/first-elements.html

1 Title: Used for adding titles / headers to a page.

1 Paragraph w/ Title: A paragraph element with a place for a title already

built in.

1 Paragraph w/ Picture: A paragraph element with a place for both a title

and an image built in.

All of these elements use the same text editing toolbar we examined above

and you can stack as many of them as needed on the page.

Edit Fonts

Your website will have default fonts for the Site Title, Paragraph Titles,
Paragraph Text and Links. You can change these fonts using the Change

Fonts area found under the Design tab.

BUILD DESIGN PAGES SETTINGS @

DESIGN OPTIONS

e Tom's Travel Photog

/ Asia / TheAmericas / Europe

Change Fonts

Search Box %

Social Icons

Phone Number




Each section (Site Title, Paragraph Title, Paragraph Text and Links) has its

own font options. Let's take a look at each.

Site & Paragraph Titles

€ CHANGE FONT

Tom's Travel Photography
Quicksand / Asia | TheAmericas / Europe

Size - 44

Weight Regular

Color

The Site Title is the Title that appears (or may not appear if you delete it) at
the top of every page of your site. The Paragraph Titles can be added to a

page via the Title element.

1. Select a new Font Face from the drop-down menu.

2. Select a new Font Size.

3. Change the weight of the font to make it heavier / thicker or lighter /
skinnier.

4. Change the Font Colour by clicking the colour box. You can select another

colour here or even enter a specific HTML colour code.



Paragraph Text

PARAGRAPH TEXT

Quicksand

Size 16

Weight Regular Hey there! My name's Tom and I'm travelling the world with little more
than my camera, Macbook, a bicycle, a few changes of clothes and o
Color trusty towel in case | find myself in trouble (a Hitchhiker's Guide to the
Galaxy reference there, for anyone who hasn't had the joy of reading
Line Height it). I've lusted to wander since | was a little boy in Pennsylvania and
now I'll be documenting my journeys to and through every country in
the world.

The paragraph text is all the regular text on your site.

. Select a different Font Face from the drop-down menu.

. Select a new Font Size.

. Change the weight of the font to make it heavier / thicker or lighter /
skinnier.

. Change the Font Colour by clicking the colour box. You can select another
colour or even enter a specific HTML colour code.

. Select a different Line Height. This adjusts the amount of white space

between each sentence in a paragraph.



Links

€ CHANGE FONT

LINKS

Link Color

Visited Color . D
I
Hover Color HBET

EEEEN
EEEN
HEEE
BET
I
WE
Bl

Links connect people to other pages on your site, pages on other sites,

email addresses and files that they may want to download.

1. Change the colour of an unclicked Link.

2. Change the Visited colour (this colour indicates to the site visitor that

they've already looked at that link).

3. Change the Hover colour. This is the colour given to the link when you

hover the mouse over it.
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If you ever want to switch back to the default fonts for a section, just use

the Reset link found within each section.

How to Publish Your Site

Every time you add content to your site it is not available for people to see
when they log onto your website until you Publish it. To do so, just use the

Publish button in the upper right corner of the editor as shown below.

® ) PUBLISH |

Photography ) ) l)[=)(m

e / Store / ReachOut / Journa 1 s Q

Go West Young Man

I'm riding my bicycle to every country in the world; sharing my
adventures in both words and pictures as | go.

CHECK OUT MY LATEST PHOTOS!

This will bring up a verification box, letting you know your site has been
Published. Click the "x" in the corner of the box to close the box and
continue editing your site. You can continue to add content through the
editor whenever you like and then click the Publish button to push that

content to your live site.
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Add Images Your Site

There are four elements that can be used to add images to a site:

1 The above mentioned paragraph with picture element.

1 The picture element -- upload one image per element.

1 The picture gallery element -- upload as many pictures as you like to
create a gallery of clickable images.

1 The slideshow element -- upload as many pictures as you like to

create a slideshow of images.

Adding any image element to your site works the same way as adding a

text element - just drag it to the page.

Click the upload image box to upload a picture.

12



This opens up a dialog box presenting several ways to add a photo. The
two key options are to either upload (or drag) an image from your own

computer or to search through the stock photo database.

Select images from: = mm

,J
Fwndt- Imq' URL

Drag photo here

Upload a photo from your computer

Let's focus on the option to upload a photo from your own computer. The
easiest way to approach this is to drag the picture you want to use from
your desktop into the box that quite helpfully says "drag photo here." You
can also click the green "Upload a photo" button if it isn't convenient to drag

the image over.

13



You can adjust the size of the image by clicking and dragging the little box
that appears in the lower right corner of the image (you'll need to click on

the picture to see it)

Hey there! My name's Tom and I'm travelling the world with little more than my camera, Macbook, a bicycle, a few changes of clothes and a trusty towel
in case | find myself in trouble (a Hitchhiker's Guide to the Galaxy reference there. for anyone who hasn't had the joy of reading it). I've lusted to wander
since 1 was a little boy in Pennsylvania and now 11l be documenting my journeys to and through every country in the world

(X
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Clicking on the photo also opens up a settings dialog box that you can use

to make further changes.

e

PICTURE v Lightbox OOFF
Link
Edit Image Shading

Caption

>
>
>
>

Advanced

Some notable controls:

Lightbox: If you turn this on then any visitor who clicks the image on your
site will be shown a larger version.

Link: This option turns the image into a link. We cover links later in this
guide.

Spacing: Makes minor adjustments to the amount of white space around
the picture.

Caption: Lets you add a basic text caption under the pic.

Advanced: Allows you to adjust (or turn off / on) the border around the

picture.

15



And the big blue "Edit Image" button opens up a simple image editor.

This editor provides some basic options for adding effects, lets you. Rotate
the image to any angle and has a Crop feature that can cut unwanted parts

of the image away.

[imageperfec
® : NPl
4| T O W El A
l ) | ) | J 4 ,
Add Image =
Crop Rotate Opacity Fade Effects

As an example of how these tools work, let's crop this picture a bit.

16



/ To crop, resize the white rectangle.
Then press OK.

Crop

The Crop option places a box over the top of the picture. You can click on
that box to drag it around and adjust the bubbles on the corners and sides

to change the dimensions.

17



Once you've made changes click OK. If you don't like the changes you can
click Crop again to readjust or click the grey Cancel button to drop out of

the editor. We've cropped the example image down to more of a square;

we'll keep this change and click the Save button in the upper right.

Create an Image Slideshow

Our slideshow element (available under the "Multimedia" category of
elements) enables you to show off your photos with style

To add a slideshow, just drag the element to a page on your site.

18



This will open the "Choose a Slideshow Style" dialog box where you can
select which style of slideshow you want. This can always be changed
later (we even provide more options later), so don't spend too much time
worrying about which one you want. Let's select Thumbnails on Bottom for

this example.

Choose a Slideshow Style

D
EEEEE Dhaoaoao

Simple Slideshow Thumbnails on Bottom Numbers on Bottom

I
g3
i
-
m
)
Thumbnails on Top Thumbnails on Right Double Thumbnails

3339595959
3335953595

Additional slideshow styles and settings are available later. m
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You'll now be prompted to upload photos. Hit the big Upload Photos button

to get started.

Manage Slideshow Photos

Drag photos here

Upload photos from your computer

Upload multiple images at a time by holding the Ctrl (PC) or ¥ (Mac) Key

Then select the photos you want to upload. You can always delete photos

or upload more later.

(< ») [E5 = @) [ iondon Pics 2| Q
» DEVICES - ~ =
| e N s
» SHARED o8 =% &
¥ PLACES | Jrec | | jrec | Jrtc
I Deskion [imay2nd-hackneyrd joe J May2nd-victorispark Jpes R May6-Commerciaist jpes
4 richard
2\ Applications N I 5
LN [ )
¥ Documents ¥ = =
B Movies | jrc.c | m;. m&_
(L] Finished
[ Pies .
(3] Dropbox | ™ | w
lm ‘ 4“ <‘m ‘
¥ SEARCH FOR i e e
i/ Linay-civy 1 e [haay9-oidst1 oeg Lmay9-regentl Jpeg
=) Yesterday
(=) Past Week
(& All Images
(@ All Movies

(3 All Documenms
Y MEDIA
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Depending on how many photos you selected, it may take them a few
minutes to upload. Once they're done uploading, you'll see them all on the

photo management screen.

Manage Slideshow Photos

Drag to reorder photos. Click the bubble icons to add captions.

You can drag photos to re-order them, click the "x" next to each to delete
them and click the "bubble" icon to add a caption that'll appear along with

the photo in the slideshow.

21



Drag to reorder photos. Click the bubble icons to add captions.

Caption will appear under the full-sized image.

Save Cancel

When you're ready to move on, click Save and you'll new see the

slideshow as part of the page.

Click on the slideshow to open its toolbox and make changes.

22



B/ \ A T
A NANE

<[2a]*sLIDESHOW v

Navigation
Speed
Add / Edit Photos

Spacing

Caption

Advanced

Use the Add / Edit Photos button to bring up the Manage Photos dialog box

we saw earlier.

Use Transition Style to switch between five different photo transitions.

Use Navigation to select whether you want to use Thumbnails, Numbers or
no navigation at all.

Use Speed to determine how fast the slideshow should play.

Use spacing the tweak the amount of space around the image.

Use Caption to determine if any text captions should appear at the top or
bottom of each image.

And with the Advanced option, set Autoplay to On or Off (it's on by default)
and determine if you want the slideshow to always play in order or start

from a random point every time the show is loaded.

Note that the slideshow will automatically expand to the width of the page
or column in which you've placed it. Check out the slideshow below to see
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how it usually works. This slideshow has the navigation set to the right,

captions set to the bottom, and auto-play is turned off.

Upload a Gallery of Images

The gallery element enables you to upload photos in bulk, which are
arranged in a click-to-see-a-larger-version grid format that you can control.

Drag the Photo Gallery element (found under Multimedia) to a page to get

started.

Then click the Upload Images button that appears in the element.

24



And either drag images into the box or click the big green Upload Photos

button.

This will let you select images from your computer to upload. You can
select multiple images by holding the CTRL key on a PC or the Command
key on a Mac. If you have trouble uploading images, we'd recommend

limiting your bulk uploading to around 25 pics at a time. You can always

add more later.

25



