SiteWizard 101

Tuesday Training Material




Logging In

. ClickCom provides each of their clients with their
log-in information and site domain name.

- Training Site Domain:

- To access your admi n,
your domain:

S



http://becca.sitewizard.biz/
http://becca.sitewizard.biz/
http://becca.sitewizard.biz/update

Admin Portal

How to navigate thought
the Admin site:

1. Home : Home will
bring you to the page
you see on the right.
Be sure to check for
important information
ClickCom posts on
this screen.

2. Update Your Website:
As the title suggests,
you will use this link
to modify all aspects
of your website.

3. View Site Statistics:
This is a useful tool to
see how man
your site gets.

Do not use
Cust omeirThis n
is for ClickCom

Admin.
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Today is Thursday, November 13, 2008
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Home Update Your Website | Update Customer Info | View Site Statistics

ClickCom Training Site's Website Administration

Auth: ted! ‘I
|
. If you want to update any pertinent customer "
checl h|s information click here and fill out the form at | Depending an what kind of services
wour discretion. A currently updated website neib wou have for your site reports will vary
/- means nothing without currently updated credentials. according to your specifications.
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Clicking here will

always bring you back here
ClickCom offers FREE
SiteWizard training classes

every other Tuesday.

Attend as often as you wish.
To view our training

schedule or register for a
class, visit
www.clickcomtraining.com

Changes!!

Please Read Me!

We have added a Captcha to all the form2email
pages within Site Wizard.

The Captcha will reduce the number of spam
messages generated via Bot applications and
ensure only humans submit information through
the forms.

ObtainYourName ...

Need a demain name? Visit
www.ubta\nyourname.com.
You could register your
website with .biz/.info/.org

We want to inform you of a recent change to and peint them to

how you need to add your images into your your .com.

Site Wizard website for all future additions. YOU

must create a new folder inside the misc files

directory and limit the amount of images per

folder to 100. This will prevent any loading

issues Here are your instructions:

To get an image from your photo administration
into the new /misc_files directory (located on
your editor's tool bar called modify/insert
image)

1. Click Photo Administration (located on
your main admin page)

. Find the image you want to maove into

the new directory and click View

. Right click the image and click 'Save As_*

. Save the picture to your computer

Go into the page you want to add the

picture

. Click the image button

. Upload your image by dlicking browse
and then Go.
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ClickCom offers enhanced eptiens such as

print
nd
. We can help you format your content, resize photos, ©
— hyperlinks to dow DF and Word decuments, or a
S ne: ation to your site.

We're here to answer any web related questions you have.
Give us a call today! You have questions. we have
— mrcwere —all RON_ESE_JEEL




Update Your Website

To make modifications to your
website, use the following

Today is Thursday, November 13, 2008
e W T,

tools:
1. ﬁ A d d a P a g e (j : 3 GIVAFS Update Your Website | Update Customer Info | View Site Statistics
allow you to add pages e
based on format (more /,/(:IickC0m Training Site's Website Administration
on this Iater)' This is the link that will alw;ys take you to this screen te Your Website
2. Maintain Usernames: If |0 update your pages.
your ,Slte requires Add a Page Maintain Usernames Photo Administration Update Website Information
restricted access
(members-only, or Actions Page Rearrange
company aCCGSS), you O wﬁ NICKSPAGE Rename Page
will add usernames and % % 1@: u%ﬂ) BuTTon n%r‘u (picture text page) Meta Tags
passwords here. Q % ‘W % (+)) _IE WEBSITE PAGE - "WEBSITE PAGE
3. Photo Admlnlstratlon_ VIEW DT DELETE UNLIGHED EuTIAN MANDAL :g:':;ﬁ:g;i;ﬁf’::;:ﬁ%ieur terti Rename Page
This will allow you to orfoeirutoierut” Meta Tags
!.lpload ar;c:hresme t (picture text page)
Images a € Mmos
basic level. | QEF T 8 O [B| TTamNG - “TRAINING, SITE WIZARD  pomyrms
1 WIEW EDIT DELETE LOCHED BSU""[?;JN MAHUAL MILING LISTASDF SD CLICKCO -
recommend using MS S ——— Meta Tags
Paint to modify photos
prior to upload (more on QH T Ty @ [&| Testrage- "ajsdfjahsdfj aksjdhf
i as asdf as asjf kas 'a lemame Page
his | show - £70] kjasdfjkhasdf askdhfkasjf kasdhfaksdhf P
t IS ater). WIEW  EDIT  DELETE UHLOCKED EUTTON MANUAL kedfh™
Meta Tags
4. Update Website (picture text page)
Information: This will Q % W % @ [& | NICKS CENTER Rename Page
82% baennelﬁ'fe()si'sn?.;¥lgn WIEW  EDIT  DELETE  LOCHED Bm?::‘lu MANHUAL {picture text pBQE) Meta Tags
chanpgesy(name, QE TG @ [&| webservices- “ourseviceswab  Coepymms
address contact |nf0) WIEW  EDIT  DELETE UMLOCKED BUTTON MANUAL design hosting email seo pay per click
’ . (picture text page) Msta Tags
A TR === i B i | miwers sraeen I ¢ mrr nrr nr onewone w e "o




e but what do t hose

All of these buttons all serve a specific purpose.

Clicking this buttan will allow you to edit the content within.

If this button is green then the page is viewable on the internet.
If it is not then the page is not viewahle from the internet.

This buttan shows yau

the lacation and actual web
address specific to your site.
If this button is clicked on you
will visit the page in real time.
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This is the first part in deleting content. After clicking '\ .
vou wiill be transpaorted to another page to confirm deletion. ' This contains a t?rief o in the
{once a page is deleted it cannot be restored without some exolanation of the curprent module
form of cost to recover the page and even then thereis a -\\ H ‘
possihility that it will be lost forever. Remember to save your workl -\

"ll'u

\

This button will tell yaou if the lacation is locked or if it is unlocked.

If locked no further changes can be made. If unlocked you are able
to edit at your own discretion.

™




4 A
Add a Page

Use the AAdd a Pageo prompt on the Mainte
| mportant Not e: Us e whd2ver pdsdildet si on 2) Page|

You will choose from the following automated formats:
Archive (If your site posts many articles)
Calendar (In text or grid views)
Employment Application (Pre-formatted)
FAQ (Add Frequently Asked Questions and their respective responses)
Form to Email (Usually on a o6Contact Uso6 P
Picture Text (The most common. Plain Text site with the ability to add multiple photos)

Poll (For the Home Page. Prompt visitors to submit their thoughts on a question of your
choosing)

Staff Directory (Usually under AAbout Us©o

Mailing List / Newsletter (Create a mailing list by uploading Excel spreadsheets of your
contacts. Then choose from auto formatted newsletter pages *and create your newsletter!
You must have a Mailing List before you can use the Newsletter function.)

| mportant Not e: Us e wvihdhever pdsdildet si on 2) Page|
These are updated pages ClickCom provides with programming modifications.

*If you purchased a Newsletter format with your specific logo and colors, it will show up
here.




™
Creating AChi | do

- Al so called nSubo pages,
as sub-categories of their parent page.
- From the Aweb viewo, they

down menu under their oOpa

- Onthe A d mi mantgnance view, it will look like it
does below: Parent Page Name [1 child]

Actions Rearrange
Q mt ) [ . R "
E % sﬁ; i NI.CKSPAGE L2 child] Selected
WIEW  EDIT  CELETE UMLOCHED EUTTOM MAHUAL (picture text page) Mata Tags




Editing a Page

Foll ow the AEdiI to prompt

- The format of the nNnEdI t O
page you are editing.

Actions Rearrange
Ty .
q % ﬁ % Qa  FOF| NI.CKSPAGE Sl Selected
WIEW  EDIT  CELETE UMLOCKED EUTTOM MANUAL (picture text page)




Editing a Picture Text Page

- The top of the page wi ||
current content.

- New pages will have an automated image and
message from ClickCom.

- Previously created pages will have your content.

. Scroll to the bottom to edit the text in a MS Word
type editor screen.

. Upload images in the bar below the editor. You
will have alignment options upon upload. (left,
right, center).




What do the Editor buttons mean?

The Editor Buttons are very similar to MS Word.

Format text alignment (left, center, right, none), change font size,
type, style, color, and more the exact same way!

Most common buttons:
- Hyperlink: to emails, outside sites, and pages within your site.

- Anchor: Typically, a link to an article within the same page.

- Insert Table: choose the number of rows and columns, cell padding,
and alignment. Once the table is inserted, just click and type!

- Insert bullets or numbered list.

- Indent paragraphs.

- Insert symbols.

- fiClear Codeo I f i1 nserting text
- If you have gquestions, just ask!

Paragraph:

@ A V|2 B U I aeliz = iE = x. x° & | @
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Insertlng Text from Web/Word

Thi nk of Code as a textsbo

el

textsodo font Sl ze, col or , S

- Your website was created W
entered on the Admin Maintenance page will
automatically be coded wit
upon during your website design process.

- When you insert text from MS Word or a website
page, youoOre Dbringing that

- What happens when you have TWO DNA sources for
the SAME text? Chaos!

- Chaos includes a lot of confusing code showing up in
your paragraphs i and ultimately NOT the update you
Intended to make.




4 .
Inserting Text from

Web/ WordéCont 6d

- To avoid bringing over
N Text DNAO from a
website or MS Word
document, use
ANot epad. O

. Cut and Paste Text
Into this program. It
will automatically strip
all code.




