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SECTION 1: LOGIN

Registered Users Login

Login to build and manage your website,

User Name |

Password |

Using your login details you can login to the website builder to create, edit and publish
your website. The Registered Users Login page will appear when you click on the
‘LOGIN’ link available on our website.

SECTION 2: QUICKSTART WIZARD

When you login to the website builder for the first time, you will be taken through the
‘Quickstart Wizard’. This comprehensive wizard enables you to build a basic
framework for your website in a few minutes and involves a few easy steps. Remember
that the Quickstart Wizard is available only when you login the first time to build your
website. Once you complete the Quickstart Wizard you will be taken directly to the
Website Manager which allows you to add more pages and/or modify and add content
to existing pages.

2.1. Choosing the design Category for creating your website

Choose a Category for Your Website Step 1 of 4

We have classified over 1,100+ designs into the following categories. Just click on a "Category" that is most similar to your line of business.
Advanced Search

i1 Personal & Family Related View all :: Business & Professional View all

Health & Life Style qu Professional, Consultants, Agents, Lawyers

A

Simple & Elegant (600 Designs)

(For mare text in home page)

Family & Friends

i

Simple & Elegant (600 Designs

(For mare taxt in home page) Service - Photography, Plumbing, Electrical, Painting

21

‘H‘

Just click on a category that you think will be closest to the category that your
business or website belongs to. You will then be shown the design templates that
pertain to this category.
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2.2. View All design templates

If you can't find the category you are looking for then click on the ‘View All’ link which
is available in the top right corner of the screen to display all the design templates

available under the main categories of "Personal & Family Related” or "Business &
Professional” headers.

2.3 Choosing your website design / template

Choose your template

Change Category | Advanced Search Website Manager
<4 Previous Designs Page 4 ~ of19 More Designs *»

Heliodor Home Cornelian Home

Girasol Home Geyserite Home a

Did you know?
Images in the template
can be replaced with
yeur own image in the
next step!

Design template can be
changed any time later!

Elara Home

You can choose the design template that you would like to have on your website.
There are several pages of design templates with 1000+ templates to choose from. You
can hover-over any of the design template with your cursor to enlarge the image of

the template. You will also be able to choose the colour of the template as well as
preview it.

Choose your template

Change Category | Advanced Search Website Manager
<4 Previous Designs Page 4 ~ of19 More Designs »»

Heliodor Home

Cornelian Home Girasol Home

Geyserite Home

[ ]  ome

|

e
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2.4. Changing the colour, images and title for your website design

¥,
EVER]
age »» Choose from gallery
Click on a Color: - »+ Use your own image

Website Name

Your Sub Title or By-line

GO BACK SUBMIT CHANGES

Welcome to our website! Vi offer the best products

to our customers. To

Click on ‘Choose Design’ to choose your template. You can now choose the colour
options by simply clicking on the colour boxes in the ‘CHANGE COLOUR‘ link which is
available above the design and choose an image by clicking on the choose from gallery
or use your own image in the ‘CHANGE IMAGES‘ link.

You can also start customizing the Title, Slogan and email address that will be
displayed on your website by clicking on the ‘CHANGE TITLE’ link and clicking on the
highlighted options to change the Title, Slogan and email address.

You will notice that the options that you select get applied to the design immediately.

Please note that you can change the selected colour, image and title at any time from
your Website Manager.

To proceed, click on the ‘SELECT THIS TEMPLATE’ button that appears next to the
‘CHANGE TITLE’ button at the top of the screen.

Changing the Home Page and Inner Page images - these images can be changed at
any time by selecting the Change/Edit Template option in the website manager.

In the Change/Edit Template option, click on Change Images. There will be two

options: one for ‘Choose from gallery’ which will provide you with stock images. Or
‘Use your own image’ which will allow you to upload and insert your own image.
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| 'HANGE TITLE SUBMIT CHANGES

» Choose from gallery

» Use your own image

Wehsite Name

Your Sub Title or By-line

To add your own image click on ‘Use your own image’ and select either the ‘Simple
Option’ or ‘Advanced Option’. The Simple Option will allow you to upload the image
and manipulate the size and cropping of the image you want to use. Initially you don’t
have to resize the image to a specific size if you only want to use part of it. The
Advanced Option will provide you with a downloadable background image and the
exact size dimensions of the image.

2.5 Steps to use the Simple image replacement option

THERE ARE TWO WAY FOR USERS TO "REPLACE" THE MAIN IMAGE
STEP 1

Use our Replace Image Wizard to do it guickly and easily

DVAN 0 OPTION For perfect composition using Photoshop or image editor
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Upload Your Own Image File

Upload your own image C\Users\Public\Pictures

£ N

( Browse...))
N’

&——smers

/& Choose File to Upload

Organize « Mew folder

i Favortes
Bl Desktop
& Downloads

m

2| Recent Places

| Chrysanthemum |

- Libraries L
M Computer STEP Sﬂ

£, Local Disk (C)
5 cindy (H:)

-

. Proaram Nata (1)

5 GWT Shared (P} Jellyfish Koala

@l\:/lvl J « Public Pictures » Sample Pictures v|"?|| Search Sample Pictures

Lighthouse

File name: Chrysanthemum - [Pictures(*.gif;*.jpg;*.jpeg;*.png vl

STEPF 4 —4 [ Open ] | Cancel ]

Click on Simple Option.
Click on Browse to upload your image.

N —

3. When the navigation box comes up navigate on your computer to locate

the image, once you have located the image click on it.

4. Click on Open.

5. The image path will display in the text box next to ‘Upload your own

image’. Click on UPLOAD.

Select the part of the image that you want to display by moving &

resizing the highlighted area below.

e STEP 6

6. You will now get the option to select the part of the image to display

and resize it. Click on OK

Copyright Wooza Shop CC 2010. All rights reserved

Page 7 of 67



I

Select the part of the image that you want to display by moving & resizing the highlighted area below.

7. With your mouse click on the arrows to move and resize the image.
Once finished click on Submit.

- - ) »
Following are some of the options for you to choose from. STEP 8 - click on More options
image of your
Effect1 Ehaice Effe:tz\ Effect3
Fs 4
s
Select
Effecta
-
4 Q
Select Select Select

8. You will now have an option to select an effect. To view more effects
click on ‘More Options’.

6o BAcK Nl CANGEL | AN L ol APPROVE

Your Sub Title or By-line
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9. You will now be directed to the homepage that displays your image,
click on Approve.

If the template you chose supports image changes on inner pages you will get a prompt
to change the image on the inner pages.

2.6. Add pages to your website
Add Pages to your Website STEP 4 OF 4

» Wiewr popular page names Enter Page names for your Website

Business Page Names

Home add

About Us Add

Company Add

Products Add

Services Add
Contact Us add

Contact Us Form Add | ¥iew

Inquiry Form Add | Yiew

Feedback Form Add | Yiew

Complaint Form Add | ¥iew

Expertise add

History add Mote: vou can add, rename or delete pages any time later
Awards add

Clients Add

Testimonials aAdd

Disclaimer Add

Jobs Aadd

Personal Page Names

About me Add
Photos Add
Friends Add
Gifts add

You can now start adding the pages that you want to have on your website. To add a
page, simply click on ‘View popular page names’ which will list categories of Page
names. You can choose page names from the Business page names or from the
Personal page names. Once you click on an “Add” option respective to the Page name,
then the pages will be added to the first empty slot. You can repeat this until you
have added all the pages you want to have on your website.

In case you want to add a custom page name or if you want to rename a page name
that you have included already, click on the specific page name slot on your right and
type in the name of the page.

You can add, rename or delete pages with the Website Manager.

The ‘Quickstart Wizard’ completes after finishing these 4 steps.
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SECTION 3: Website Manager

Website Manager

+ Add a Mew Page + Rename Pages + Rearrange Pages | Sub-Pages  + Change [ Edit template
Home Edit Delete Wi
Company Edit Delete Wi
Products Edit Delete Wi
Services Edit Delete Wi
Contact Us Edit Delete Wi

After you complete the Quickstart Wizard, the page that will display on every
subsequent login is the Website Manager. The Website Manager allows you to quickly
add, edit, re-arrange or delete pages on your website. You can also change the page
type (that is from a text page to a shop page or photo album page).

+ ‘Website Manager

+ Goodies & sddons

Add Hitcounter, Maps, banner,
Flash, Blog, SEC, Password,
Image Editor, Sike Stats, etc,

+ My Accounk Settings

+ How can we make SiteBuilder
even better? Tell us,,

The Website Manager also allows you to Change your Template Design, Edit your
website titles, Replace logo/Main image, Edit website footer, Add Goodies & Addons
such as a HitCounter, Flash animation, Banner, Search Engine optimization, Password
protect pages, Image editor, insert YouTube videos and more!
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3.1. Rename a page name

Rename Pages

Main Pages [?]

['-.";elu::rne Page

[Hnme

|about Us

canceL

By clicking on the ‘Rename Pages’ link all the pages that have been selected or added
to the site will appear and you can retype the new page name(s).

3.2. Add a new page

Add a New Page
oack | | preview |

» View popular page names Enter Page name for your Website

|

By clicking on the ‘Add a New Page’ link you will be taken to the page that allows you
to add a new page by entering the page name or you can add a page as per the
instruction in 2.6.Add pages to your website
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3.3. Rearrange Pages

Rearrange Pages

Click en the ** Up and v Down buttens to move the correspending page up or dewn.
¥ Change Main Page to Sub Page & Vice Versa

Home ~Up w Down
Aboutus A Y Dowe
Form_test Up ~ Down
: ..Sh;;;.i_.est... Eamain i Bl s e s e P 4\““ . ..*Du;v.r.l..

_SUBMIT | CANCEL |

By clicking on the ‘Rearrange Pages / Sub-Pages’ link, the page loads to allow you to
rearrange the pages as per your choice. Just click on the ‘Up’ or ‘Down’ button to
move the corresponding page up or down.

3.4. Manage Main-Menu / Sub-Menu

Rearrange Pages / Sub-Pages

Click on the “*Up and v Down buttons to move the corresponding page up or down,
Change Main Page to Sub Page & Yice Yersa
Click on the .= icon to change Main Page to Sub Page and vice versa,

Home Up “ Down
......... & Eumpanylup\;,nuwn
......... & PmductSIup*DDwn
......... & SEWIEESIUP\PDDW“
......... & Euntactuslup~l,nuwn

SUBMIT

By enabling the “Change Main Page to Sub Page & Vice Versa’ you can categorize the pages
as either Main menu or Sub menu.
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3.5. Edit/Modify/Change web page type

Website Manager

» Mo, I want to change the Text Page to a different type of page like Form,
Shop, Photo Albur, Guest Book, etc.,

By clicking on the ‘Edit’ link next to a page name in the Website Manager, you can
either edit the selected page with the existing page type or change the existing page
to a different page type.

The first option will allow you to edit the page depending on the type of page chosen,
i.e. if a text page is chosen then the page loads with a text editor. This will vary as
per the page type chosen.

lif the second option is chosen the following page loads allowing you to change the

page type:
3.6. Different types of pages

Choose the type of webpage

Company is currently a Text Page. You can change it to any of the following type of pages.

Text Page

Form Fage [?]

Page name with no link [2]
Shop Page [?]

Photo Alburn 2]

Guest Book  [?]

External Link  [2]

O O OO G O 1O ()

Stand-alone Pages [?]
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> Text Page

For pages containing just rich text content with photos, images, tables, etc.

» Form Page

Create page with a ready made feedback form.

> Page name with no link
For pages which are unfinished and therefore not to be displayed or linked to from the
Main Navigation

> Photo Album

For creating an attractive online photo album where you can upload your photos and
make them available for your website visitors to see.

» Guest Book

Allows you to create an online guest book for your visitors so that they can leave a
message or comment for you about your website etc.

> External Link

For directly linking to a page that is available on another website on the Internet

> Stand-alone Pages
Also called Hidden pages or Invisible pages. Stand alone pages are not listed in the
regular site navigation links. Stand alone pages are used as landing pages or as pages
that are not ready for public viewing.

Listed below are the details on how to create these individual page types once the
type has been changed.
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3.7. 9 ™" Create / Edit a Text Page

"Company" Page

Insert ¥ Format > Table = Layout v GESDAES

O #% B3 @ v ~ Normal ~10pp *B I UAY & Lk ZiZf@E@ESEE Y L s

Wehsite Name

Your Sub Title or By-line

the fundamental obj

d be to provide a high quali

The Website Manager allows you to create a Text Page with rich text content along
with images. To create a Text Page, add a new page and select Edit or edit an existing
page and select the 'Text Page’ radio button and click ‘Submit’ to load the page.

What you see above is a WYSIWYG (what you see is what you get) Rich Text Editor that
functions similar to Microsoft Word. Using this feature-rich editor, you can create an
attractive web page with rich text content for your website. You can either type in the
web page content, or even copy & paste the content from *Microsoft Word or other
similar applications or even from a web page.

*Please Note: When content is copied and pasted from Microsoft Word or similar applications not all
of the properties will function properly in the editor because some of the fonts, colour classes, tags
such as VML, MSO etc. are not supported in the website builder.

**Note the website builder does not support the use of dual monitors for editing.
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Adding a Link to a Text Page
Link to other webpages on your website, upload files from your computer, link to
images, another website address or an email address.

"Home" Page
Insert ¥ Format ¥ Table ™ Layout ~ G@EDHAES K STEP 3
O 3% B3 @ v A Nomal vlzpt v B 7 U AT ST Lnk EREBEESEE UL smc

Your Sub Title or By-line

~

elcome to our website!
View our Mission Statement

r customers and to serve the
r offerings and also

about all our
details, p
s that are making us a 0 £ sty
them fully satisfie

ith the latest information so that you are

er please do

(@) File Upload (=]

@le <« Documents » My Documents » PDF's - ‘ "ll S )
Organize = Mew folder = > [ ‘é—‘
- .
' Favorites Documents library e
Arrange by:  Folder ~
PDF's
-
7l Libraries Name Date modified T§
3 Documents
| My Documents T Mission Statemnent 2/10/2010 346 PM A
@ My Web Sites
. PDF's =
L Public Documents
Edit Link pios STEP &
Text to display: View our Mission Stat: .
[=| Pictures
Link to: File Name B8 videos
) Your Pages STEP 4 - Cﬂmputer
@ Your Files
€ Network bal| < m »
Your Images
o File name: Mission Statement - [AlFiles -
Web Address
4 Open  |v Cancel
Email address REEEY [ ‘ l ‘ ‘
Upload a file:
[T] Open in New Window STEP 5
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Edit Link [x]clase

Text to display: View our Mission Staterr

Link: to: File Name Click to Link Size (in KB) Delete
Your Pages Mission_Staternent.pdf 2 = 82.0 e

@ Your Files STEP 3

Your Images
Web Address

Email address

Upload a file:  Ch\Usersh.userDocumer Browse_| UPLOAD &

STEP 8
Cpen in New Window

The page at http://application.webbuildtocl.com says: @

0 Do you want to link to Mission_Statement. pdf

STEP 10

| Cancel

STEPS

Type in the text that the file needs to be linked to.

Highlight the text. To highlight aim your mouse pointer before the text, click
and hold your left mouse button, drag your mouse over the text to highlight it.
3. With the text highlighted click on ‘Link’ in the text editor.

N —

When the Link editor opens you can choose to link to other webpages on your
website, upload files from your computer, link to images, another website address
or an email address.

Example:

4. To upload a file from your computer to link to the text click on the button next
to ‘Your Files’.

5. Next to the ‘Upload a file’ box click on ‘Browse’. The explore window will open

to navigate and locate the file on your computer.

Once the file is located click on the file name to select it.

Click on Open

The file path will insert into the Link editor, click on Upload.

You will now see the file in the Link editor. In order to have the link open in a

new browser window when your website visitors click on the link, check the

box in front of ‘Open in New Window’. To link it to the text on your site click

on the chain link under ‘Click to Link’.

10. A box will pop up to approve the link, click on OK.

YweNOo

You can then proceed to Preview and Approve the text page.

Inserting a Table into a Text Page
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"Affiliates” Page

Insert ¥ Format ™ Table ¥ Layout ¥ GESDAES

O % By @ » InsetTable » T A& Lk S B=ESE= 9 L s

Insert row up
Insert row down

Insert column on the left

Insert column on the right

Merge Cells
Delete table
Delete Row
Delete Column

Table Properties

Affiliates

To insert a table click on Table, choose Insert Table from the list of options. Using
your mouse drag over the number of columns and rows you would like included in the
table. When the table is created you will be able to type text into each cell.

"Affiliates" Page

Ingert ¥ Farmat ™ Tahle ™ Layout ™ G@ngfs
D) % By @@ » InsertTable Pt Y B I UAT| S Lk SIS FEEBESE| Y L s

Insert row up

Insert row down

Insert column on the left
Insert column on the right
Merge Cells

Delete table

Delete Row

Delete Column

Table Properties

Affiliates

ate 10 [ — Page 1

mmber 1 testcompany
vees| E

30 . -
Features | | movingandstoragecompany2
lemployees| i

[nternational 140 | : 5 o
o [Features iinternationaltestcompany23489324 com
Company lemployees|

To add rows or columns using your mouse click on the cell that you would like to add a

row under or a column next to, click on Table and choose from one of the options to
insert a row or column.
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Close
Merge Cohmmn cells to the right 0
Merge Row cells to the bottom 1

Merge Cells

MERGE || canceL

To Merge cells using your mouse double click on the cell to merge, click on Table
under the options click on Merge Cells. In the example above the cell containing‘100
employees’ will be merged with the cell containing ’85 employees’. Choose the option
to merge the number of cells, here 1 cell is chosen, and click on Merge. The text has
been manually modified to show 185 employees. View the merged cells in the
screenshot below.

Associate . N

- Featwes | __ asscciatescompany238934 . com
Company 185 Total
Associate [Emplovees
. . |Feaures PR3
Company 2

#1 Test 50 P
. Features mamber 1 testcompany39324 com
Company terplovsad )

numt er2associatecompany3 9032

Moving and 200
Storage Features 1 movingandstoragecompany2382343 com
- employees

Company i

Internations 4000 . . ~n an
- a]Features internationaltestcompany 23489324 com
Company employees :
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Table Properties [X]close

Table attributes

Width{%a): 125 Alignment: center -
Border size: 4 Border color: _
Cell spacing: 0 Cell padding: 0

Cell Attributes

Backaround color:|lemonchiffon Vertical alignment: middle -

To edit the table properties such as the background colour, border colour, size and
alignment double click inside the table then click on Table in the editor and select
Table Properties. Once your changes are made click on OK.

"Affiliates” Page
Insert = Format > Table > Layout = G@@DaES w
D ¥ B @ v ~ Nomal v 10pt Y B L UAY S Lk ST REEBEEE YL o

Associate File
Company 185 Total

Associate [Employees|
Features mumper . as:

10}'ees="‘-."‘.-:-l.- SLCOMPany s >3 o+ . COom
300 MOV
employees

International 14000
[Features intern;
Company employees

Features

Features

To change the colour of the text in the table, double click the cells, hold down your
left mouse button using the mouse pointer drag over the text, in the editor click on

the Font colour option 27 and select the colour of your choice from the box.
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3.8.0 fmPae= Bl Create / Edit a Customized Form Page

Add Form Page
|_sack

What type of Form do you need?

Audvanced Faorm

Smmale Famm =
Fipnre s o n ot Bart = v b W g ben P b el e
[rop |:-
b S S N N,
md :
— [t
----------- e -
[——
Simple Form Advanced Form
(quick & easy bo add) i (with powerful features like radio buttons,
H checkboxes, pull down menu, =tc.)
Go 3

From the Website Manager, the application allows you to create a Simple Form page or
an Advanced Form Page.

To create a Form, add a new page and select edit. Then select the ‘Form Page’ radio
button in the ‘Choose the type of web page’ page and click ‘Submit’ to load the page
with the Simple Form or Advanced Form Options.
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Add Simple Form:

Add a Simple Form
| _mack

Title for Form Page: [Centast us

Text messags to ba displaved balaw
Titla:

Plasse dick on the Submit butten =]
ta submit the form deatails,

Advanced Taxt, Link & Imbge Insermisn «

Inputs that you reguire from your visitors

{Form Field Mames):

[rarme

[2ddress

Iciey

| ]

[Email

[Fhone

[Feedback

Taxt message to be displayed below the farm:

The visitor imputs will be sent to this amail
address:This will not be shown to the visitor)

Message to be displayed after the Form is
succesaefully submitted by the wisitor!

MHote | Flasss uie edvanoe
form opticn if rou need
taxtaram. sulldovwn menus
radie buttons, checkiboxes

L8

Please click on the Submit button =]
to submit the form details |

Advanced Text Link & Tmage Tndaction =

|ser' prabhas®mailoty.com
Uze comma to separats multipls amail

addresses.

Thank you for the details. We wall A|
get back 2o you shortly _l
P T TR

SUBMIT CANCEL

This page allows you to start providing the details of the form that you want to create
with the ‘Form Title’. The ‘Form Title’ that you enter here will be displayed alongside
the Form on the final web page. The ‘Form Field Names’ is the name of the final form

field. The Field Type will be a Text Field.

You may choose to use the “Advanced Text, Link & Image Insertion” to add more

robust content below the Title.

Once you provide all the values for the individual field options, you can then proceed
to preview your form as it would appear on your website and later publish it to your

website once you are satisfied.
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Advanced / Customized Form:

Form Wizard: Define Form Details

m Help Movie

What is a Text field, Text area, Radio Button, Pull down?

Title for Form Page: Contact Us

Text message to be displayed below Title: After filling the details click on the
SUBMIT button,

Advanced Text, Link & Image Insertion =

Make field Mo of Select to

Mandatory [7] Field Name* [7] Field Type* [7] Options delete
F —select— w ]
L —select— w ]
F —select— w ]
L —select- w ]
L —select- w ]
F —select— w ]
L —select— w O
O —select— w O
Fl —zelect— w ]
O —select— w O

Text message to be displayed below Form: &fter filling the details click on the

SUBMIT button,

Advanced Text, Link & Imaage Insertion =

The visitor inputs will be sent to this email

address: (This will not be shown to the visitor) Use comma to separate multiple smail

addresses,
Message to be displayed after the Faorm is Thank you for the details. We will get
successfully subrnitted by the visitor: back to you shartly,

Advanced Text, Link & Image Insertion =

SUBMIT CAaMCEL

To create an advanced form, just click on the “Advanced Form” in the “Add Form
Page”.

This page allows you to start providing the details of the customized form that you
want to create with the ‘Form Title’. The ‘Form Title’ that you enter here will be
displayed alongside the Form on the final web page. The ‘Field Name’ is the name of
the final form field. The ‘Field Type’ could be a Text Field, Text Area, Check Box,
Radio Button, or a Pull down Menu. ‘No. of Options’ denotes the number of check
boxes or radio buttons or number of entries in the pull down menu that is required by
you. You can also make specific fields compulsory, by clicking the appropriate check
box under the ‘Mandatory’ field column (first column).
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You can also add a new field to your form and/or even delete a particular field at any
time. Once you submit all the required information for your Form, you can then
proceed to provide the individual values for each of the field category options that you
have created.

Once you provide all the values for the individual field options, you can then proceed
to preview your customized form as it would appear on your website and later publish
it to your website once you are satisfied.

3.9, & Fagenamewithno link 1 b0 Name with No Link Page

Nolink

The link for the Navigation you had chosen has been De-Activated.

The Website Manager allows you to remove an external link added to a page. To add a
page name with no link page, select edit on the external link page, go to ‘Choose the
type of the web page’ page and select ‘Page name with No Link’ radio button and click
submit.

3.10. © SheePes= P1 Create / Edit a Shop page

Website Manager allows you to create an entire ecommerce shopping page complete
with shopping carts and integrated payment gateways. To create a Shop Page, add a
new page and select edit then select the ‘Shop Page’ radio button in the ‘Change the
type of the Web page’ page, and click ‘Submit’ to load the following page.

You will then be prompted to choose a page layout. Just click on the shop page layout
that is most appropriate to the kind of shop that you want to set up.

Choose Shop Page Layout

Help Movie
Choose a Shop Page Layout that is most appropriate to the kind of online shop that you want to setup.

BHOPPING PAGE SBHoPPING PAGE SHOoPPING CART SHoPPING CART
LavouT | LavouT 11 b AYEHLLT L N - .

- =] | | [ |
1 = 1 =~ = = —
[T ol = |Wol|lal| = lal

——— g = .
~ ———— —— ~
() == —_— %
=~ & > =+
=y : gl gl
=~ = . -
] g—_— = = = ]
- = ———— = g — ———— -
— ol = =——| |= leol

Enter the number of products you want to display per page : 10

SUBMIT CANCEL

Copyright Wooza Shop CC 2010. All rights reserved Page 24 of 67



Add Product to Shop Page

Send Email to * H

(When you give multiple email addresses separate them with commas)

[T] make this a Product Catalog page Set payment & shipping options
[T] Apply Tax to this product Import CSV file

Product Details * indicates mandatory field
* Product Id

* Product Name
* Brief Product Description

P

Detailed Product Description -

Add more product details with text & images

* nits (Nos, Pounds, Kilos, etc.)

* Currency %
* Price per Unit

Product Weight The wvalue of Weight entered here should match the Unit of
weight used in Shipping calculation.

-Selectimage- -

Product Image Click here to Upload a new Image
“Browse.. ]| Upload
Product Variations/Options
Field Name Field Type Mo. of Options
Select -
Select -
Select -
Select -
Select -
SUBMIT RESET

Copyright Wooza Shop CC 2010. All rights reserved Page 25 of 67



Payment Gateway & Shipping Fee Option:

Shop Settings

Help Movie
This page allows you to set the aptions for the Storefront and Payment Gateway. The Payment
Gateway will he connected when the user comes to your wehsite for shopping.

Add a Shop Page

Mode of receiving payment:
*Select the Payment Mode Select Fayment Gateways v
Shipping Details

*Select the Option for Shipping Select Shipping Methods +

calculation

Unit of Weight & Currency
*Enter Unit of Weight for your Products (Ex: Pounds, Kilograms, etc.)
*Enter Currency (Ex: $, GBP, Euro, Yen, etc.)

Tax Calculation

apply Tax
SUBMIT =

This section allows you to choose a payment gateway and enter shipping fee details.
This is for your reference only and you may continue with the same settings or modify
them as and when you prefer.

Mode of Receiving Payment:

Select Payment Gatewaysj

Select Payment Gatewa
2CheckOut

AuthorizeMet
Email
Paypal
Werisign

You need to select one of the available payment gateways for receiving online
payments from your customers. The available online payment gateway options include
Authorize.NET, 2Checkout, Verisign, Paypal or through Email.

Depending on your choice of payment gateway, you will be asked to enter the relevant
payment gateway parameters in the subsequent page.

If you choose 2CheckOut, then you will be prompted to enter your 2Checkout Account

Number. If you choose Authorize.NET, then you will prompted to enter your Login ID,
Transaction Key and your choice of currency. If you choose Paypal, you will be
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prompted to enter your Paypal Email Address and your choice of currency. In case you
choose Verisign, you will be prompted to enter your Verisign Login Name and the
Partner’s Name. You may also choose to receive your payment offline via email by
choosing Email as your Mode of receiving payment.

Shipping Details:

Select Shipping Methods j

ipping Methods

FlatFee

Flat Fee and Weight Fee
Mo Shipping Charges
FPercentage Total Order
Total VWeight

You need to select one of the shipment methods from the drop down menu for
calculation of shipping charges. The options provided are ‘flat fee’, ‘flat fee & weight
fee’, ‘percentage of total order’ and ‘total weight’. Also you can select the ‘no
shipping charges’ option if you decide not to charge any shipping fee.

Unit of weight:
You need to enter the unit of weight for your product like pounds, kilograms etc.

Currency:
You need to enter the currency to be used for your shop (Ex: Rand, $, GBP, Euro, Yen,
etc.).

Tax Calculation:

Enabling this feature ‘Apply Tax’ allows you imply tax on items that are purchased
from the shopping page. Disabling the ‘apply tax’ option does not allow you to add tax
on any of the products purchased.

Shipping Details
Add a Shop Page

Enter details needed for shipping cost calculation:

*Enter the Flat fee for Shipping ||

susMIT | RESET |

Once you fill in the above details and submit, the following page loads prompting you
to enter the Shipping Fee Details.

This is where you enter the actual fee for calculating the shipping charges for your
customers.

Once the shipping fee details are submitted, if the ‘Apply Tax’ feature was checked
the ‘Tax Calculation’ option is enabled and the page will load prompting you to enter
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the percentage of tax to be added. This can be fixed at a flat rate or it can be
customized to vary based on State or Status.

Tax Calculation
Option 1:

Tax [0.00 e

This will be added for all buyers irrespective of which State they belong.

suBMIT | RESET |

Option 2:
Tax calculated bazed on State or Status (Gowvernment buyer, Educational inst, etc)

State or Status Tax % Check to Delete
r
r
r
r
r

DELETE |

T

ADD A FIELD

susMIT | RESET |

Note: Only one option can be selected.

Once you submit this detail, your shop is ready for you to create the online storefront.
You can visit the Shop Settings page at any time to change your fee, currency or
freight options.

Importing data using a CSV file

You will also be able to import data directly from a CSV (comma separated values)
file, instead of manually typing in the individual data for each product. To do this just
click on the “Import CSV file” link available on the top of the page, then select and
upload the particular CSV spreadsheet file which contains the shop data.

Setting as a Product Catalog page

You will also be able to set your shop page as a product catalog page by checking the
“Make this a product catalog page” option available on the top of the page. This
option creates a simple catalog page where your users can only view and browse the
items in your shop but will not be able to ‘add to cart’ or purchase the item.
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3.11, @ Fhedbum 217 photo Album Page

To create a Photo Album page, select edit on the page you would like to add the Photo
Album to and select the option “Photo Album” in “Choose the Type of web page”

page.

Photo Album Editor allows you to create an online photo album and make it a part of
your website quickly and easily. With Photo Album Editor you can add, edit, organize,
generate thumbnails, print and share your own online digital photo album with your
family and friends!

Welcome to Photo Album Editor heip Movie

This album is currently empty.
Add photos.

When you visit the Photo Album Editor for the first time, you will be prompted to add
photos to your currently empty album. You may then click on the ‘Add Photos’ link to
start adding your photos.

The ‘Add Photos to Album’ page allows you to add your own photos to the photo
album.

Please note that you can upload a maximum of 6 photographs at a time with a
maximum upload size of 5 MB.
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Add Photos to Album
Photo Album Page: Images
Locate photo file(s) on yvour computer using the 'Browse' button and click 'Submit’ once you are
done
MOTE: Total upload size <= 5 MBE.
Photo name <= 30 characters.
Photo Description <= 100 characters.
In case yvou do not enter a name for your photograph, the filename of the photograph
be used as default name.
Photo 1 | Browse... I
Name |
Description |
Phota 2 | Browse... I
Name |
Description |
Phota 2 | Browse
Name |
Description |
Photo 4 | Browse
Name |
Description |
Phota 5 | Browse
Name |
Description |
Photo & | Erowss..._|
Name |
Description |
SUEMIT CAMNCEL
NOTE: We will automatically create small and medium sized copies of your photos for better
viewing

You can also add a Photo name and description individually for each photo in your
album.

In case you do not enter a name for your photograph, the filename of the photograph

will be used as the default name. Once you upload your photos you can then proceed
to the ‘Edit Photo Album’ page to compose your photo album.
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Note: The application will automatically create small and medium sized copies of your
photos for better viewing.

Edit Photo Album Help Movie
Add Photo | Rearrange Photos | Edit Header/Footer
l1-60ofa View: Thumbnail | List | Slide Show
SEND EMAIL INVITATION move | coer | DELETE |
Check All | Clear All Click on thumbnail to view larger version

I Roses

Check All | Clear All Click on thumbnail to view larger version
SEND EMAIL INVITATION | move | copv | DELETE
1-6aofi View: Thumbnail | List | Slide Show

The ‘Edit Photo Album’ page allows you to view the photos in your album as
Thumbnails, as a List or even as a Slide Show. You may also add more photos to your
album, edit the header and footer for the photo album, move or copy the selected
photos to another album or delete them. The ‘Edit Photo Album’ page allows you to
send an email invitation to your friends or family requesting them to visit your Photo
Album at the specified address on the Internet. When you are satisfied with the
settings for your Photo Album, you can visit your Website Manager and click on the
‘Publish Website’ link to make the photo album available on your LIVE website.
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3.12. © euesteosk 1 Create / Edit a Guest Book Page

Website Manager allows you to create an online guest book where your website visitors
can leave their questions, comments, suggestions or feedback about your website. To
add a Guest Book, select edit on the page you would like to add the Guest Book to and
select the ‘Guest Book’ radio button in the ‘Change the type of the web page’ page,
click ‘Submit’ to load the following page.

Guest Book Editor

Add/fEdit Guest Book Heading Help Movie
Clear | Gut | Copy |Paste| Undo|Redo| = |=|= 1= = | £ £ eaLink |[Fimage

B I U Front|-| Towe|- Freasye|r & T Tavierropertes| - £ — x| x.  Pspeicheck %] K] &

I HTML

Add/Edit Guest Book Messages

C\ear|Cut ‘ Copy |Paste Undn|Redn §‘§|§ iz £ | #E | iE | =alink [Fimage

B 7 U Front|-| fTswe|- Fletste|r 2 T TableProperies| - £ — x| x.  PSpellCheck ¥E| K] &

You can then create the heading and introduction for your guest book using the
‘Add/Edit Guest Book Heading’ editor. Once you click ‘Submit’, the Guest Book page
with your custom heading and introduction will be created.

You can then proceed to preview your Guest Book as it would appear on your website
and later publish it to your website once you are satisfied.

When your website visitors post a comment or message to our Guest Book, these
comments will appear in the ‘Add/Edit Guest Book Messages’ editor. You can then
add/remove/edit the comments or messages posted to your Guest Book by simply
visiting this page available from the Website Manager.
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3.13. O eemalunk 1 External Link Page

The Website Manager allows you to add an external link page. To add an External link
page, just create a new page and select ‘External Link’ radio button from ‘Choose the
type of the web page’ page and click submit to load the following page. This page can
be changed to any of the available page types from the ‘Choose the type of web page’
page at a later time. The external link page allows you to add an external link to your
website. You can either provide a Webpage address (URL) or an email address.

Add/Edit Link-to Page

A Link-to page allows you to directly link to another page available on the Internet

Page Name Services

Link-to Type IChoose Link Type j

Link-to URL I (leave blank for ne link)

[T oOpen Link-to page in a new window

susMIT | canced |

3.14, '© sendelncfezes B1 Gtandalone Pages
Success!

“"Company™ page was changed to a Stand-alone page successfully.

This page will not appear as part of the Main Mavigation Links {main menu) anymore, Tou can link to
"Company” page using the following direct link after publishing.

http:f fyour domain name fcompany_2.html
Continue ...

The Website Manager allows you to change from normal to a standalone page. This
page will no longer appear as part of the Main Navigation Links (main menu).

IIZET Preview the Website

Just click on the ‘Preview’ link. This option allows you to Preview your website to see
exactly how it would appear before publishing it to the live server. You can preview
your website at any time during your site building process to immediately check and
see how your recent changes will be reflected on your final website. The Preview
opens in a new window so you can always continue working with the Website Manager
without disturbing your flow.

Note: What you see in a Preview is still not part of your live website. You will need to
Publish it to make it live for your visitors to see the changes.
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3.15. Publish the website

Just click on the ‘Publish’ link. This will publish the entire website online making it
available for all your visitors to see. You can also Preview your website to see how it
would appear before publishing it online.

Section 4: ADD GOODIES AND ADDONS

Goodies are a collection of features for improved website functionality. By clicking on
the ‘Goodies and Addons’ link available in the main navigation the following page
loads allowing you to choose the goodies of your choice and add them in any of the
web pages within the site. When a Goodie is submitted from the main navigation link
you will get a prompt to choose the page where you would like the Goodie added to.
The Goodies option will also be available in the rich text editor’s toolbar from where
you will be able to add Goodie features to your website. The following are some of the
Goodies currently available on your website builder.

soodies & Addons

General Date/Time
Hit Counter L= Current Date and Time Stamp
. Add a Hit Counter to your web page to 10 .y Allow your website visitors to view the
Hit Counter o omatically count the number  of current date and time, every time they

visitors to your website. visit this page.
GU [C Google Analytical Code L T Last modified Date and Time Stamp
DQIC . ! .
Anal;.-ticalgr:ode Aadd Google Analytics Tracking 10 add a date & time stamp to your web
Code to your Website Bt page to indicate when the web page was
h last modified,
A Password protect Pages
Lock pages on your website el Calendar
by setting passwords to enable only B Add a link on your web page leading to a
Password select visitors to view your web pages camprehensive  personalized  Yahoa!
S— Calendar,
News
GU'—. ngc add the latest international news snippets Payment
MNews covering diverse topics on your web ;
/ - Paypa
page. 2| ypa - :
—r add a link that allows wisitors to click and
G})} i SIC Google Search pay you through Paypal,
Search add a Google search box to your web
earc page, Co ‘-}|L' Google Checkout
l
= Check(bm Add a link that allows visitors to click and
Language Translation pay you through Google Checkout,
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Hit

Ana

G

(LR —%

M 1Y

GENERAL :

B
SEQ
1 r

4.1 Hit Counter

Flash Intro Animation
A Flash Intro Animation is a short
animated mowvie that you can play for

vour vwisitors before they enter wour
website,

Blog Page

A Blog is a quick & easy way to publish,
share and discuss your thoughts,
news and happenings on the web

Image Editor

Perform basic image editing
operations like Cropping, Resizing,
Increasing/Decreasing Brightness or
Contrast, Superimposing images, eto, .

Search Engine Optimization
Aadd Title, Description &Keywords

to wour web pages to allow Search

Engines

to find and index your website easily .

Add Banner

A Banner allows you to prominently
display important messages far
vour website visitors,

Hit Counter: To add a Hit Counter to your web page to
automatically count the number of visitors to your website, just click on the ‘Hit
Counter’ link on the Goodies page.

HIT COUNTER
Set/Reset the counter: ID

You can reset the counter at any time to a new number.

Select a counter style
Select a style below. You can change this any time.

V2318 [RIEEM [OREE- Q@e@
) 0 ® I
AEEE 1234 [1f2]3]4] O@E®
o 8 I e

123iL Q@GO 1234 T2 3 &
i ' e o

Then select any one of the available attractive Hit Counter formats from the list
available and click Submit. Once you submit, your rich text editor will display the Hit

Counter icon.
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This confirms that the Hit Counter has been enabled as part of your website. You can
later edit the settings by clicking on the ‘Hit Counter’ link on the Goodies page. The
actual Hit Counter will appear on your final website once you Submit this page, accept
all changes to the design and Publish it to your live website.

GU 0

le :
4.2. P Google Analytical Code: To track user traffic on your website
using the tools in your Google Analytics account.

Add Google Analytics Tracking Code to your Website

Mew to Google Analytics? Sign Up » | Help »

Copy and Paste the Tracking Code from your
Google Analytics account:

SUBMIT CHMNCEL

Mote: This feature reguires prior sign up with Google Analytics service (www google.comfanalytics).

After you sign up just Copy the Google Analytics Tracking Code from vour account and Paste it in the
text box below to add the Tracking Code to all the pages of your website. Once added, vou can track
user traffic on your website using the tools in vour Google Analvtics account,

4.3. === Password-Protect Pages

To add Password-Protect Pages enables you to password protect your entire website or
particular pages in the website. This page also allows you to reset or remove
passwords.

Password-protect Entire Website

Once you =set this password; vour website wvisitors can wiew your website ONLY if they
type in the correct password.

# Click here to password-protect individual web pages

Set Password for the website I

max. 10 characters

Re-Enter Fazsword I

REMOVE PASSWORD .
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Password-protect Individual pages

Once you set these passwords, yvour website visitors can view the respective pages ONLY if they type in the correct
pazsword.

Enter password for the Retype Password for
Pages Page the Page Remove Password
{max. 10 characters] {max. 10 characters)

oogle
4.4, Goos Google News: To add Google News in your web page, please click on
the “Google News” link in the Goodies page.

Goodies-News

Heading for the news section: |

Mo. of news items to be I_

displayed:

Width of the News Area: I % of the page width
Foreground color : T

Byl

Gpgpgle
4.5, ==~ Google Search: To add a Google Search box on your web page, just
click on the ‘Google Search’ link on the Goodies page. Then click Submit to confirm
that you want to add a Google Search box to your web page. Once you submit, your
rich text editor will display the Google Search box.

Goodies - Google Search

Do you want to add the Google Search Box as part of your
web page?

This confirms that Google Search has been enabled as part of the website. You can
later edit the settings by clicking on the ‘Google Search’ link on the Goodies page. The
actual Google Search box will appear on your final website once you Submit this page,
accept all changes to the design and Publish it to your live website.

2= = aR

4.6.= =i =alanguage Translation: To allow your website visitors to translate
the entire content of your web page to various languages, just click on the ‘Language
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Translation’ link on the Goodies page. Then click Submit to confirm that you want to
add a Language Translation feature to your web page.

Do you want to add the Language Translation Link as part
of your web page?

Once you click on submit, your rich text editor will display the Language Translation
icon from AltaVista’s Babel Fish. This confirms that Language Translation has been
enabled as part of your website. You can later edit the settings by clicking on the
‘Language Translation’ link on the Goodies page. The actual Language Translation icon
will appear on your final website once you Submit this page, accept all changes to the
design and Publish it to your live website.

4.7.Iii Flash Intro Animation: Flash animation helps you add customized Flash
animation to your website. A Flash intro is the first thing that your customers get to
see before moving on to your website's homepage. With Flash animation you can
communicate your ideas with rich graphics and music.

The following operations can be performed using the Flash Wizard in any sequence:
I. Select / Change Back Ground colour of the animation.

This can be done by clicking on the BG Colour button in the Flash Wizard and
Selecting / changing the colour from the given options.
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Il. Incorporate text such as Main Title, Sub Title and various messages to be displayed
in the flash animation (10 options available for displaying messages).

This can be done by clicking on the Text button in the Flash wizard. You can also
select/change colours for the Text for better clarity with various backgrounds.

lll. Choose the Background for the animation. Various backgrounds with attractive
designs are available to choose from.

This can be done by clicking on the Background button in the Flash wizard, where you
will have various options for choosing the background of the Flash intro.

IV. Insert, Edit and Remove Pictures. This can be done by clicking the Picture button in
the Flash wizard. Various picture options are available to select from. The two basic
picture categories are Business & Professional and Personal within which various sub
categories are available. On clicking a particular sub category various thumbnail
images relevant to that category are displayed.

V. The images incorporated in the animation can be edited to suit your requirements.
Images can be centered; rotated, scaled and even visibility improvements can be
done. These functions can be seen on clicking the Picture button, where you will have
three buttons Insert, Remove and Edit.

VI. Users can select the animations of their choice from the available options.

This can be done by clicking the Animation button in the Flash Wizard. On clicking the
animation button, the user will be provided with the various animation options, from
which they can select the animation of their choice.

VII. Users can select Background Music of their choice from the available options this
can be done by clicking the Audio button in the Flash Wizard. On clicking the
animation button, the user will be provided with the various audio options, from which
they can select the audio piece of their choice.

VIII. Users can also preview the final Flash animation with the selected, background,
background colour, text, pictures and audio by clicking the Preview

button. Once you are satisfied, you can click on the Submit button to submit your
Flash intro for publishing on your website.

:j\f'% / )

4.8. BLOG PAGE

Add Blog Page allows you to create, publish and edit a complete Blog page on

your website. When you visit a Blog page for the very first time, you will need
to provide some basic details like name, email address, etc. You will also need
to choose a Blog password to be able to publish to the Blog.
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Login to SiteGalore's BlogZone

Mew User? Sign-up to proceed ... Already Registered? Login to proceed ...
First Mame | Email address: ||

BlogZone I-—
Last Name I Password:
Email Address ||
BlogZone ] Forgot BlogZone Password?
Password (4 to 10 characters)

MOTE: if you have already Signed-up as a

Re-Enter Blog I—— Mermber for any of SiteGalore ‘s BlogZone
Password: earlier, you can use the same Email Address 2
BlogZone Password to Login here  and

m contribute to this Blog.

Once your signup is successful, you will see the following screen. Click on
“Proceed to BlogZone...” link to go into the blog area.

Blog Sighup - Success

Congratulations!!

You have successfully signed-up.

Please make a note of your Email Address and your BlogZone Password,

You will need them to:

1: Directly Post to BlogZone by clicking on the Post to Blog link available on the Blog page.

2: Contribute to any other Blog created under SiteGalore’s BlogZone an invitation

Proceed to BlogZone ...

When you log into the blogzone for the first time, there will not be any blogs
available in the drop down menu. Click on the add a New Blog link.
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Welcome To BlogZone

Please select a Blog to proceed...

i Choose a Blog =] m

Choose a Blog

Add a New Blog

Update Your BlogZone Member Profile

Note: You can add a Blog only after the website is published.

Once you click on the Add a New Blog link, the following page is displayed.
This Blog Settings page allows you to set the basic aspects of your Blog. The
details you enter here would decide how your Blog page looks, behaves and
functions.

Once you submit these settings, you can then move on to the ‘Blog-Zone
Central’ which is specific for the particular Blog you have created.

BlogZone - Central

for My Blogs
View / Edit Blog Posts View / Edit the posts on this Blog
Publish Recent Changes Publish recent changes only to this Blog
Publish FULL Blog Publish the whaole Blog afresh
Blog Settings Change the current settings for this Blog
Edit Header / Footer Edit the Header and footer for this Blog
Post To Blog Add a new post to this Blog
Email Email features
Members Add New Contacts to the List of Contacts
Delete Blog Completely remove this Blog and all the contents

The BlogZone Central is specific to each Blog. From the BlogZone Central you
can view all Blog postings to the current Blog, change Blog settings, Post to the
Blog or even invite people to your Blog.

Once you publish your Blog, you and your users can access it from your published live
website to read Blog postings and/or to contribute.
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4.9.!]/' IMAGE EDITOR

Online Image Editor allows you to perform various image manipulation/editing and
retouching features to refine/correct and enhance your existing images before
including it in your website.

With Image Editor, you can perform various image editing operations like Flip, Crop,
Rotate, apply Frames & Borders, change Brightness & Contrast, Resize, Annotate (text
on image), Change Image Format, etc. PLEASE NOTE: In order to use some of the
Image Editing features you must have JAVA enabled in your web browser (Internet
Explorer, Firefox, etc). Download JAVA from www.java.com.

Choose an Image to Edit

YOUR PERSONAL IMAGE LIBRARY

Click on a thumbnail below to Edit that image.

IMPORT [/ DELETE IMAGES
a Cellphone.jpg flower.j

Business.jpg Business_people.jpg education.ipg
ol | | -
Y= U

Fealestate.]

animals.j

k

flarist.j

hone.jpg

Businessman_with
-— ’i

Mote: If your recent changes to the image are not reflected or If some images are displayved
incorrectly or not displayed at all, then please click the browser 'Refresh’ button.

IMFCRT / DELETE IMAGES

The Image Editor page loads once you click on the “Online Image Editor’ link on your
Website Manager.

You will need to Import your own images from your computer’s hard disk before you
proceed to edit the image with the Image Editor. You can import images by clicking on
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the Import/Delete button at the top or bottom of the page. To edit an image in your
Image Library simply click on the particular image to proceed to the following Image
Editor main page.

Edit Image
m Help Instructions

Image name: Engineer
Type:jpg Size : 35.099 KB

Just click a button below to perform that operation on the above image:

Flip | Flop | Crop | Resize | Rotate | Brightness | Contrast |
Raise | Frame | Border | Composite | Annotate | Save As

The various image-editing operations that you can perform on the image are provided
as links at the bottom of the page.

While editing an image, a Check box with ‘Save the image in a different name’ option
appears at the bottom of the image, by checking this option the website builder allows
you to save the edited image with an alternate name.

Also the options ‘Accept & continue editing’, ‘Accept & finish’ and ‘Undo’ allows you
to manage your image editing process.
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FLIP FLOP

Confirm Flip

Original Image Image after Editing

[T Save the image in a different name

ACCEPT & CONTINUE EDITING |  accertarmiss | unoo |

Confirm Flop

Qriginal Image Image after Editing

[T save the image in 3 different name

ACCEPT & CONTINUE EDITING |  accerTarmisH | unoo |
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CROP

The Crop operation lets you cut or crop the image leaving only the required part of the

image. Please note that you can only select rectangular or square portions of the
image.

Confirm Crop

Original Image Image after Editing

[T Save the image in a different name

ACCEPT & CONTINUE EDITING |  accerTarmisn | unoo |

How to Crop:
» Decide on which portion of the image you want to retain.

» Select that portion by clicking and dragging your mouse cursor over it.

» When you are happy with your selection click on 'SUBMIT" to proceed.
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RESIZE
The Resize operation lets you increase or decrease the dimensions of the image based
on the width and height values that you type in.

Confirm Resize

Qriginal Image Image after Editing

[T Save the image in a different name

ACCEFT & CONTINUE EDITING I ACCEFT & FIMISH UnNDo

RESIZE Image
m Help Instructions

Current Width x Height : 349 x 285 Pixels

Enter the Width and Units |120 Pixels
Enter the Height and Units IB‘I Pixels

SUBMIT |

ANMNOTATE: Please ensure that the hesight and width are changed proportionally to avoid
distorting the image.
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How to Resize:

Step 1: Enter the values for the Width and Height to which you want to resize the
image.

Step 2: Select the Units (Pixel) for Width and Height.

Step 3: Click 'SUBMIT' to proceed.

Note: These values could be more or less than the actual width and height of the
image. Normally if the values are greater than the original then the image is likely
to lose its visual clarity.

ROTATE

The Rotate operation lets you rotate the image to an angle specified by you. You can

also choose the direction in which the image will be rotated - that is, either clockwise
or anti-clockwise.

Confirm Rotate

Original Image Image after Editing
T

[T Save the image in a different name

ACCEPT & CONTINUE EDITING ACCEPT & FINISH | UNDO |

How to Rotate:

I. Type in the Angle (in degrees) to which you want to rotate the image. Only numbers
from 1 to 360 are allowed.

Il. Select the direction of rotation. That is, either clockwise or anti-clockwise.

. Click 'SUBMIT' to proceed.
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ROTATE Image
m Help Instructions

* Rotate image by [%0 degrees [Clockwise___|
susMIT |

Clockwise
Anti-Clockwise

BRIGHTNESS

Confirm Brightness

Criginal Image Image after Editing

[T save the image in a different name

ACCEPT & CONTINUE EDITING |  accertarmisn | unoo |
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Image BRIGHTNESS
m Help Instructions

Criginal image Image with Brightness value 50

Image with Brightness value 100 Image with Brightness value 150

Enter your BRIGHTNESS Value for the image IEUD
SUBMIT |

How to adjust Brightness
I. Type in a value for Brightness. Any number in multiples of 10 is recommended.
II. Click 'SUBMIT" to proceed.
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CONTRAST

Confirm Contrast

Original Image Image after Editing

[T Save the image in a different name

ACCEPT & CONTINUE EDITING ACCEPT & FINISH UNDO

How to adjust Contrast

I. Select the desired level of contrast from the options available.
Il. Click 'SUBMIT" to proceed.

Image CONTRAST

m Help Instructions

Original Image

' Increase Contrast ' Decrease Contrast

SUBMIT I
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RAISE

By Raising, you can give an embossed effect to your image.

Confirm Raise

Original Image Image after Editing

3

[T save the image in a different name

ACCEPT & CONTINUE EDITING I ACCEFT & FINISH I UNDO I

RAISE Image
m Help Instructions

The RAISE operation gives an embossed effect to your image.

CGriginal image Image with Raizing walue 10

Enter the RAISE Walue by which vou want to raise the image IEG
SUEMIT I
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How to Raise
I. Type in the Raise value. (Any number in multiples of 10 and below 90 is
recommended)

II. Click 'SUBMIT' to proceed.

FRAME
You can create a Frame for the image by specifying the width of the Frame.

Confirm Frame

Original Image Image after Editing

[ Save the image in a different name

ACCEPT & CONTINUE EDITING ACCEPT & FINISH I UNDO |

How to create a Frame

I. Type in a value for Frame Width (Any number in multiples of 10 and below 50 is
suggested).

II. Click 'SUBMIT" to proceed.
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FRAME Image
m Help Instructions

The FRAME operation provides a frame (relief) around the image.

COriginal image Image with Frame Width 5

Enter your FRAME width: |25
SUBMIT |

BORDER:
You can create a Border for the image by choosing a different colour for the Frame.
How to create a Border

I. Click on the colour palette to choose a Border colour. The selected colour will be
displayed in the small rectangular box on the left.

Il. Type in a value for the Border Width (Any number in multiples of 10 and below 50 is
recommended).

II. Click 'SUBMIT" to proceed
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Image BORDER
m Help Instructions

The BORDER operation provides a border around the image.

Qriginal Image Image with Border width 5

Enter your Border width:

Choose the Border Color :

Selected Color :

SUBMIT I

Confirm Border

Original Image Image after Editing

T save the image in a different name

ACCEPT & CONTINUE EDITING I ACCEPT & FINISH UNDO I
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ANNOTATE

By Annotating, you can place any text with a specified colour and font on the image,
at a specific position of your choice.

ANNOTATE Image
m Help Instructions

AMNMOTATE operation allows you to place text of a specified color and font at a specific position
on the image.

Enter your text |Site Builderl

Select a Font IST)I'E! 17 'I Click Here to view available Font Styles
Enter Font Size 25 Click Here to view example Font Sizes

Choose the Text Colar :

Selected Color :

SUBMIT I

Confirm Annotate

Qriginal Image Image after Editing

[T save the image in a different name

ACCEPT & CONTINUE ECITING | ACCEPT & FINISH I UNDC I
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How to Annotate
I. Decide on the area in the image where you want to add text.

II. Click a point on the image from where you want the text to begin.
lll. Type the text in the textbox provided.

IV. Choose a colour for the text from the colour palette. The selected colour is
displayed in the small rectangular box on the left.

V. Select a font style for the text from the list provided.
VI. Type in a font size for the text.
VII. Click 'SUBMIT' to proceed.

SAVE IMAGE
You can also choose to save the final image file in any other filename or file format.

SAVE Image
m Help Instructiocns

Save Image Name As: |Engineer

Save Image Format As: IJPG "l

NOTE: Changing the format of the image may affect the quality of the image.
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COMPOSITE

Confirm Composite

Original Image Image after Editing

[T save the image in a different name

ACCEPT & CONTINUE EDITING | accerrarFmisn | unoo |

By Composition, you can layer one image over another and combine both into a single
image file.

4.10.@ SEARCH ENGINE OPTIMIZATION:

It is important that you provide Titles, Descriptions and Keywords to boost the ranking
of your pages by search engines. This ensures that whenever a browser searches for
the words in your title, description or keyword ... your website will be returned with
higher priority.

To optimize your website for Search Engines, just click on the ‘Optimize for Search
Engines’ link and the following page loads.

Optimize for Search Engines

= Submit to Top Search Engines: Google», Yahoo», Live.com»
+ How to Optimize your website? Learn hows

Page Name Title 7] Description [7] Keywords [7] Filename [7]
{150 Characters) (150 Characters) {Use comma to separate)
2000 Characters
Company or Website ;I ;I =
Welcome Page Mame-Welcome Page ~ index.html
= | =
Home :l Home :l Home :l
Home Ihome .htmi
4 = =4
About Us ;I About Us ;I About Us ;I
About Us IabouLLls .html
[} [ - | [ - |

SUBMIT CANCEL
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This page allows you to provide meta-tags; titles, descriptions and keywords for each
page on your website in order for Search Engines to locate and index your website
easily and efficiently.

You can also submit your web site to "Google", "Yahoo" and "Live.com” using the links
provided.

Note: The details you enter here cannot be seen on your website. It is only for the
purpose of optimizing your site for better search results.

4.11.4™=%, ADD BANNER

Click on the ‘Add Banner’ link to reach the following page.

ADD BANNER

Banner to be added to all Home and Inner pages.

Enter any code like AdSense etc

Top of page:

= (optional)

Bottom of page:

= (optional)

The ‘Add Banner’ page allows you to add/change a Banner on your website. You can
either upload your own banner or use a third party banner for this purpose.

4.12.ADVERTISING GOODIES:

Advertising

Google Adsense

Google |
. Display Google advertisernents on your

Adsense web page and earn additional revenue,

G()Uglt’ . .

=0 Google Adsense: To enable Google Adsense, just click on the Adsense
goodie from the goodies section.
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Google AdSenze Ads

Help =

| =

AdSense code;
[
SUEII'I.ﬂITI CANCEL |

Hew to AdSenze? Sign Up =

CLOSE THIS WINDOWY I

While pasting the code inside the box, make sure to paste a proper Adsense code,
otherwise an error will occur. This goodie is used to display Google advertisements and
earn an additional income to you.

4.13.DATE / TIME GOODIES:

Date/Time

el Current Date and Time Stamp
,10 = Allow vour website wvisitors to wiew the
current date and time, every time they
visit this page.
o T T Last modified Date and Time Stamp
% Add a date & time stamp to your webh
s page to indicate when the web page was
B last modified.

TeaT | Calendar

a Add a link on your web page leading to a

A2 comprehensive personalized Tahoo!
Calendar,

11005 . |
Current Date/Time Stamp: To add the ‘Current Date & Time Stamp’
on your web page, just click on the ‘Current Date & Time Stamp’ link on the Goodies
& Addons page.

CURRENT DATE TIME STAMP

Flease choose the Date/Time Format from the pull down.

Date Format: | None =]

Time Format: IN::ne "I
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Then choose a Date/Time format and your Time Zone from the available options and
click Submit. The format that you choose here will be used to display the current date
and time when your visitor will be on your website. Once you click on submit, your
rich text editor will display the Current Date & Time Stamp lIcon. This indicates that
the Current Date & Time Stamp has been enabled as part of the website. You can later
edit the settings by double clicking the ‘Current Date & Time Stamp’ icon on the rich
text editor.

|1-5f )
& Last Modified Date & Time Stamp: To add a ‘Last Modified Stamp’

on your web page, just click on the ‘Last Modified Stamp’ link on the Goodies page.

Goodies - Lazt Modified Date & Time

Flea=ze choose the Date/Time Format from the pull down.
Date Format: | None =]
Time Format: Im
Time Zone: | Eastern Time-[GMT -5:00] =]

Then choose a Date/Time format and your Time Zone from the available options and
click Submit. The format that you choose here will be used to display the date and
time when you had last updated your web page. Once you submit, your rich text editor
will display the Last Modified Stamp Icon. This indicates that Last Modified Stamp has
been enabled as part of the website. You can later edit the settings by double clicking
the ‘Last Modified Stamp’ icon on the rich text editor.

8
—== Calendar: To add the “Calendar” to your website, just click on the
“Calendar” icon in the goodies section.

Goodies - Calendar

Enter yvour Yahoo! User ID: I

This calendar is associated with your Yahoo calendar, for enabling this goodie you
need to have a “Yahoo” account. Once you enter your Yahoo ID in the space provided,
it will enable the calendar from your Yahoo account.
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4.14.PAYMENT GOODIES:

Payment
i N Paypal
yEIf e . . .
—— add a link that allows visitors to click .

pay yvou through Paypal,

Google Google Checkout
; |

= Check‘ﬁut add a link that allows visitors to click .
pay yvou through Google Checkout,

- Paypal: To add a Paypal goodie into your website, just click on the Paypal
goodie and fill in the necessary details.

Add Paypal Link

Help =

*Paypal &/c Email:

“Item Mame :

*Item Mumber :

*Amount:

*Cyurrency. Code; IUSD 'I

. ¥ Image
FLink Type: -
T Text Link I

SUBMIT I CAMNCEL |

Mew to Pavpal? Sign Up =

CLOSE THIS WINDOW I

If you do not have a paypal account, you can sign up for one, using the “New to
paypal? Sign up” link.

Google )
~“EC“9°k°“‘Google Checkout Goodie: To add a Google Checkout goodie into
your website, just click on the Google Checkout goodie and fill in the necessary
details.
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Google Checkout Link

Help =

*Merchant ID:

*Itermn Name:

*Item Price:

|
|
*Item Description: |
|
|

*Quantity sold: 1

*Cyurrency Code: IUSD "I

- ¥ Image
*Link Type: ]
O Text Link I

SUBMIT I CAMCEL I

New to Google Checkout? Sign Up #

CLOSE THIS WINDOW I

If you do not have a Google Checkout account, you can also sign up for one, using the
“New to Google Checkout? Sign up” link.

4.15.DESIGN / LAYOUT GOODIES:

Design/Layout

e

f Embed IFRAME Window

fadd an IFRAME within this web page.[For

1
adwvanced users anly]

(j Animated Cursor

add an attractive animated cursor to your
web page and surprise your visitors,

Hcard
fadd an hCard to your website to enable
l‘-—"—-J software on yvour wisitors computer such

as Microsoftoutlook to automatically read
and store yvour contact information.

Yahoo Presence

r ) _ )
9' "_" Allowe vour website visitors to wiew wour
- “ahoo! Messenger status,

] Mailing List

1
E = Enable your website wisitors to subscribe
to vour e-rmailing list,

Tell a Friend

-
f’ add a link to your webh page, which allows
yvour wisitors to recormmend your website

to their friends,
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Embed IFrame: To enable IFrame in your website, please click on the
“IFrame” button from the goodies section.

Goodies - frame Window

(e.g. http://www.website.com/iframe.html)

Width I pixels (Leave this blank if yvou are not sure)

Height | pixels (Leave thi= blank if vou are not sure)

Scrolling Iautu: vI

Border no =

Provide the URL that you want to display within your website, in the URL section.
Specify the height and width for the IFrame and then submit the inputs.
O
Animated Cursor: To add an Animated Cursor to your web page, just click on
the ‘Animated Cursor’ link on the Goodies page.

Goodies - Animated Cursor

* Remove all cursor animation

T Elastic Text Cursor: [This is the text that foll Tg
The text wou type in here will trail behind the cursor.

¢~ Elastic Beads Cursor
& chain full of beads will trail behind the cursor

¢~ Magic Wand Cursor
The cursor turns into @ magic wand.

Please Note:
» You can always return to this page to change your cursor.

» The ‘Elastic Beads Cursor’ only works when viewed using Internet Explorer.

> Please note that the changes you made to the animated cursor options will not
appear as part of your Rich Text editor.
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2 HCard:

Create hCard

® Given Mame :

Middle Name :

Family Mame :

Organization :

Street :

City :

State/Province :

Country Name :

Phone :

Email :

URL :

Photo URL :

AIM Screen Name :

¥IM Screen Name :

I
I
I
I
I
I
I
Postal Code : |
I
I
I
I
I
I
I

To enable hCard, select the hCard goodie from the Goodies list. Add an hCard to your
website to enable software on your visitor’s computer such as Microsoft Outlook to

automatically read and store your contact information.

CY.
."" Yahoo Presence: To enable this feature, click on the Yahoo presence

goodie from the goodies section.

Goodies - Yahoo Presence

Enter your Yahoo! User ID; ||

then your user id is: MyName

Choose Icon Size:

Example: If yvour email address i1s: MyName@vyahoo.com,

1 I'm Online
¥ Large Icon [: Send me a message

)

" Medium Icon

" Small Icon 2

Once you submit your Yahoo! ID, and your size preference, the icon will be
incorporated within your web page. Every time you are logged in to your Yahoo
messenger, this icon on your website will indicate your online presence by lighting up.
This allows your visitors to initiate a chat conversation with you immediately.
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Mailing List: To enable this feature, click on the mailing list goodie from
the goodies section.

Goodies - Mailing List

To enable the "Mailing List" feature please click on the
Submit button.

Choose your Template Color: Tﬁ‘|

This feature enables visitors to subscribe to your e-mailing list. You can also change

the template colour by using the T icon, from the same window.

m Tell a Friend: To add a link to your web page, which allows your visitors to
recommend your website to their friends, just click on the ‘Tell a Friend’ link
available on the Goodies page. Then click Submit to confirm that you want to add a
Tell a Friend box to your web page.

Goodies - Tell a Friend

D ywou want to add the Tell a Friend Link as part of your
web page?

Once you submit, your rich text editor will display a Tell a Friend icon. This indicates
that the Tell a Friend feature has been inserted as part of the website. You can later
edit the settings by clicking the icon and then the goodies icon in the rich text editor.
Your visitors can then type in their friend’s email address to recommend your website
to them.
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5. ADD / EDIT WEBSITE FOOTER:

Add/Edit Footer Content

Help Instructions
NOTE: The maximum size of the image that can be uploaded cannot be more than 300 KB,

SUBMIT

Insert ¥ Format™ Table ™

0% Ba@ o ~ Front “ Teze B I U Tg~ Lk (=SB EB=E=E= Y L s &

Website Manager allows you to Add/ Edit Footer Content with rich text content and
images.

Note: The maximum size of the image that can be uploaded is 300 KB.

To Add/ Edit Footer, just select the + Edit Website Footer link in the Website Manager
Page. By selecting this option you will be directed to the WYSIWYG (what you see is
what you get) Rich Text Editor (see the example above) that works the same way as
Microsoft Word. Using this feature-rich editor, you can Add/Edit the Footer with rich
text content for your website. You can either type in the web page content, or even
copy & paste the content from Microsoft Word or other similar applications or even
from a web page. For more help with the Editor please click on the ‘Help Instructions’
link on the WYSIWYG page.

6.MY ACCOUNT SETTINGS

The Account Settings page allows you to perform the following tasks that help you
manage your website builder account.
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http://lang.sitegalore.com/sebase/controlcenter_home.jsp#%23

My Account Settings

Current Design: User Name:
Current Category: Pack: E-Commerce Pack

Your website has been published successfully!

» Downgrade Pack Request your administrator to downgrade to a less
feature pack, by email

» Edit Your Profile/ Account Edit your Account J Profile Information provided at the
time of Sign-up

» Website FTP Details Wehsite FTP details are required to publish the website

» Change Password Change your Password from time to time for security
reasons

» Email Administrator Contact your administrator by email requesting support

or providing feedback

» REGISTER MOYYIN

6.1. Upgrade / Downgrade Pack: The Upgrade Pack page allows you to request
your service provider to upgrade your current site building Pack to a more
feature-rich Pack.

6.2. Edit Your Profile / Account: This page allows you to modify your contact
details, account-related information, set your choice of language for the
Website Builder, the domain name for your website and other details that you
had provided at the time of registration.

6.3. Website FTP Details: This page allows you to change edit or update the
FTP information in order to have the website published. This page cannot be
edited by default, permission to edit or update will be granted by the
application service provider

6.4. Change Password: This page allows you to change your access password for
the online Site Builder.

6.5. Email Administrator: This page allows you to email your service provider

regarding any support issues that you may have or even to send feedback
regarding your account.
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