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Logging in and maintaining your website

In this issue you will learn how to:
1. Login to you website
2. Update text on pages
3. InsertImages
4

Make new pages

Logging into you website:

Your website has been built within the eDIY content management system which allows you to log in and
maintain your website. Once your software had been downloaded and installed onto your computer
double click on the eDIY icon to open the login area and enter you details.

5 SR UIL Your Login Details are:

Username:

IUsername: _ z| Password:

Password:
*If you do not know your username or password please

contact us for assistance

Once you have logged you will see the site selection screen below, this may only have one site or many
depending on the number of sites you have with us. To open you website for editing either click the gold
key icon beside your website name or select it and click ‘Login and Maintain this Website’.

Websites Linked to your Account = M selected Actions =
Open Welcome!
. = 2 Please choose a website to work with in your account, then dick one of the buttons below:
Site Name ~ Site Type Actions
4 Eguine Excellence SHOP Plan = & EHJ @
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Updating Text on Pages:

Adding new text or updating current text is
simple and can be accomplished in a few

Maintain Web Site Maintain Product Customer Order and
easy Steps Content Catalogue Information Payment Manager
Once you have opened your website for
editing you will see the Dashboard screen, to _
begin editing pages click on the maintain @ = @ ,/\<, 3%
website content icon et v Statistics Configuration. __ Temphte Library

“¥ Software Guide ' E‘_\ Contact Support Services

To begin editing a page simply select it from

the list of pages in the lest hand side panel. = B B
Add Mew Page | Page Settings Delete Page
Home Page - thiz is the home page meta...

E.g. to edit the home page click on home in

<[] Products
-|=] Information
the pages menu a shown.

-|=] About Us
-|=] Testimonials
e =] Terms & Conditions
[—],%,J Company Details
-] Register
ﬁ Login
] 4 Contact Us
Search
------- =| Table sample page
....... |5} Mewsletter Page

| Web Page Content Editor

Once the page has opened simply begin BiSwebase| B 7 U EE EEB e TBT 0|8

typlng in the edltlng SeCtIOI"I as ShOWﬂ. Style  Normal - ~ Font Arl + Size vl Q Content é Picture ‘Lmktc” | Sidebar
Page Version: ~ (b Add Version B? Edit Settings & Delete
Type Text Herel

When you are ready to save your changes
click Save Page at the top of the editing
area and your changes will be made
instantly live on your website.




Adding Images to Pages:

Once you have selected the page you wish
to edit and are in the editing screen, place

the cursor where you want the image to

be inserted.

To insert the picture, click the picture icon

as shown to bring up the picture and file

manager.

On the screen that pops up you will see

any images that have been previously up

loaded to your site. Images can be stored
in different groups, you can see a list of all

groups by selecting the dropdown box in

the bottom left corner.

If you have not previously uploaded the

image you want to display into eDIY, click

the new picture button to do so now.

Web Page Content Editor

ElESavePagel B 7 U @-‘

EEI TIPS

=

ESty\E Normal » Font Arsl ~ Size - ‘ Q Content Picture @ Link to., Lj Sidebar
|Page vVersion: = i3 AddVersion [Jr EditSettings & Delete
Type Text Here

Picture & File Manager - [Default Picture Group]

Q—' ® — o =5

New Picture Rap\ace

Delete Gmup Move

=

El
Refresh List HThumbnalls Details List ‘

Web Site Picture Groups
— ::, [ M Default Picture Grou

—

7
E
n Find us on X )
Carnhanls =

21 Add Picture Group | #, Edi-n

| »

1

CAMREABAG1 - Camera
Case 101

Royalty Free Pictures
% Choose from millions of quality pictures you
£an use on your web site,
icture Group | 3¢ Delete Group

Click to go to Fotolia.com

[ webstePictures | % websiteFies | ] web site statistics |

Insert Picture as | Original Picture x

Create link to full-size picture

[ Mo Picture ][ Select Picture ]

PLEASE NOTE:

Picture & File Manager - [Default Picture Group] .- .- -

==

NEWPlcturE REpIa:E Thumbmr; Datal\sL\sl ‘

Delate Gmup Move Reﬁesh List

CAMREABAG1 - Camera
Case 101

uu

Flndus on
[FPETE

Royalty Free Pictures
Choose from millions of quality pictures you
can use on your web site.

Web Site Picture Groups
o il oo Picure Grou -
‘8 Add Picture Group | %1 Edit Picture Group | 3¢ Delere Group

Click to go to Fotolia.com

I

(3 website Pictures | B Web Site Fies | ] web site Statistics |

InsertPicture as | Original Picture =

[Cromcare | [ ocmros

J

Create link to fll-size picture

There are two display options for the picture and file manager, details list and thumbnails view. Both views show the
same information and you can easily switch between them by clicking on your preferred display as shown below.

Picture & File Manager - Default Picture Group) TR [
R x = )
MewPicture Replace  Delete  Group Move | Refresh List | Thumbnails | Details List
Picture Description [ pate | Size | Width | Height |
box 02/Dec/2010 6,122 204 225
box2 02/Dec/2010 8,350 204 225
CAMREABAG1 - Camera Case 101 05/0ctj2011 13,027 352 241
facebook-ogo 26/0ct/2011 48,546 1,125 338
Template-01_03 02/Dec/2010 252,771 692 566
Web Site Picture Groups Royalty Free Pictures
=B e fauit Ficture Group «  Choose from milions of quality pictures you
< can use on your web site.
*2) Add Picture Group | % Edit Picture Group | 3¢ Delete Group
Click to go to Fotolia.com
(] WebSitePictures | B website Fles | EJJ web Site Statistics |
trserticure 25 [ nopcrwre | [ seectrere_ |
Create link to full-size picture




If you selected the add new picture button the file upload

screen will now appear.

Click on the Open Image File from Disk to be taken into ,
your computer where you select the picture you want to =
upload and press ok. Your file will now be uploaded.

If you wish to directly upload the image and do not need -
to resize it make sure the checkbox shown is unchecked.

To insert the image into you page click on it and then

click Select Picture as shown.

You will now see the image appear
on you page. To move the image up
and down the page simply select it
and drag it to the new location.

To see additional settings for your
image select it while the Always
Show Properties box is checked in
the right hand corner of the screen.

[T Picture Wizard: Step 1 - Name Picture and Select Image Source N =)

Picture Details
Picture Name:
Your web site supports the common image file formats .JPG,
(e .GIF and .PNG. By choosing this option, you can choose
LS images stored on your computer to publish on the website.
Upe"n“""‘?]ﬁ‘;f"e [E]1 want to crop, resize or edit the picture before uploading.
(- This aption takes a picture using an image source like a
/= scanner or digital camera.
I |
- If you have more than one available image source, the 'Select
Aquire from Image Image Source’ option will allow you to choose the one you
Source would like to use,

Select Image Source...

[ mep | | e << Back Next 5> Faashi
2] Picture & File Manager - [Default Picture Group] 0 I [
NEcht Replc E\Ete GoupM Refre: tht Thumbnails  Details List

CAMREABAG1 - Camera
Case 101

Flnd uson
[N N 2

Web Site Picture Groups R ltv Free Pictures

(553 [pefault Picture Gro | X et o6 okt o= e
€an use on your v\eb slte

&) Add Picture Group j cture Group | X

Click to go to Fotalia.com

(20 website Pictures | By Websiteles | ] web Site Statistics |

Insert Picture as | Original Picture. - [ No Picture J [ Select Picture ]
Create link to full-size picture
Web Page Content Editor Home Page - this is the home page meta...
\_,35 ePage| B £ Ug | |ESSE|EE(T@Y > | 2%
qu Normal Font| s @ content [l Pictire €Y Linkto.. [¥] Sidebar
Page Version: ~ @ Add Version [ EditSettings @ Delete
Type Text Here
o o

Harizontal Al - || Picture Wit 2 moderszm [ ]2 pwes
VertcalSpacings 1|+ | Pitrereghtc S
toriontalspscng: (1| 2| [@imantan Aspectrato | cass: [ ]

Filen: ¢ Description:  CAMREABAGL

Lé Edit Page Contents ]._] Page Source | [4] Page Style | @ View Page | i) SEO view |

The Horizontal Align box refers to how the image will behave in relation to the text—if none is selected

then the text will break before the image and continue after, if left is

selected the image will be aligned on the left hand margin and the text will move to the right and if right

is selected then the image will be aligned to the right hand margin and the text will move to the left.

Remember to click the save button to make the changes live.



Making New Pages:

Over time you may wish to add new content and pages to your website. There are two options when

making new pages the first which happens by default is that new pages are displayed in the main

navigation of you site but there is also an option to hide them so they are not displayed here.

When in the maintain content area of your website click
the Add New Page link at the top of the pages menu along

the left hand side.

The page creation box will now pop up which will
step you through the process of creating a page.

Type the page name in the text box as shown—this
will be what displays in the main menu of your site.

Click Next.

On this screen you can choose what type of you
want to create.

By default it will create a standard page which will
be the majority of pages on your website, other op-
tions include a Customer Feedback Form which cre-
ates a page on your website with a standard email
contact form and a Picture Gallery page which will
display all the images from a selected folder.

Click Next.

2 | @ E

Add New Page

Page Settings Delete Page
Ef] Home Page - this is the home page meta...
‘ Products

-
|_] New Page Wizard

==

e I

Create a new web page
This is where you add new pages to your web site, The pages can be content (text

and pictures that you enter into the program), or software generated things like
product catalogues and event calendars.

The page you areate will automatically be entered into the navigation menu of your
site, under the currently selected page. You can drag and drop this page onto
other pages to move or re-order the pages on your site. Right-click on the page to
change it's options.

Please enter a name for your new page:

|New Page|

Optional Page Description:

Click the Next > > button below fo continue.

concel |

HNext >> }

L |

J New Page Wizard

Select a page type
) Standard Web Pages » | The page type indicates what the new page

B TN ‘ = :;Llahave on it when & visitor views your web

'eb and Mail Links
& Web Site Address Link
Neb Page Link
é E-Mail Address Link ‘
i |F2] Web Site Page Map
=) Information Pages =
[ Product Catalogue

3 \Web Site Search Page

Click on a page type to see the description of
what the page is used for, Some pages wil
need further editing, and others will use
information that is already available.

o

‘fou can use plug-ns to extend the page by
adding dynamic content within your text. Use
the 'Insert Item' button on the toolbar.

ompany Details Page
vent Calendar
ig), Picture Gallery

Page Type Description
A web page you can add text, tables, pictures and sections to.

Gancel | |

Hext >> ]




On this screen you can select what layout style you
want the page to be, We recommend leaving this as
Blank New Page

Click Next.

This screen shows you all the options for creating
this page. By default all the text boxes are ticked
and this will give you a standard page on your web-
site.

If you do not wish the new page to be displayed in
the main navigation of your site un-tick the top
checkbox but bear in mind that if it is not in the
main menu users will not be able to view the page
unless you create a link to it.

|_] Mew Page Wizard

& Pick a page layout
Layouts
lank N Page|

ree Column Layout

Click on an item to see its preview in the window on the right. Select the layout that suits
your application and dlick Mext > =,

== et | [z

J New Page Wizard b

Choose page options
Please tick the choose the page options below. You can choose to not have the item

appear in the menu if you want to work on the page before making it available to the
public,

Other page options

[7} Page is Displayed in Menu

| Page is Active in Menu

vl Allows any Visitor to View this Page

| Display 'E-mail a Friend" button

[w| Display 'Print this Page’ button

|| Display Page Mavigation and Headings

cancel | [ mew>> |

Clicking the next button will create the new page in your site. To begin adding content to it simply select
it in the left hand pages list and begin typing in the content area.

Well done you have completed your basic training, by now you should be equipped for the basic
management of your website. For additional tutorials and information on updating your website please

check out our website at
http://www.ediy.co.nz/video-tutorials

If you have any questions relating to the topics covered or would like help with something else please do
not hesitate to contact us and a member of our support team will be in touch.
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