
Tuesday Training Material

SiteWizard 101 



Logging In

·ClickCom provides each of their clients with their 

log-in information and site domain name. 

·Training Site Domain: http://becca.sitewizard.biz/

·To access your admin, simply type óupdateô after 

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

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 many óhitsô 
your site gets.

Do not use ñUpdate 
Customer Infoò ïThis 
is for ClickCom
Admin.



Update Your Website
To make modifications to your 
website, use the following 
tools:

1. ñAdd a Pageò :  This will 
allow you to add pages 
based on format (more 
on this later).

2. Maintain Usernames: If  
your site requires 
restricted access 
(members-only, or 
company access), you 
will add usernames and 
passwords here.

3. Photo Administration: 
This will allow you to 
upload and resize 
images at the most 
basic level. I 
recommend using MS 
Paint to modify photos 
prior to upload (more on 
this later).

4. Update Website 
Information: This will 
only be necessary if 
company information 
changes (name, 
address, contact info).



ébut what do those buttons mean?



Add a Page
· Use the ñAdd a Pageò prompt on the Maintenance Portal.

· Important Note: Use ñV2ò (Version 2) Pages whenever possible!

· 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 óContact Usô Page. Choose each field for visitors to fill out)

· 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 ñAbout Usò pages)

· 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.) 

· Important Note: Use ñV2ò (Version 2) Pages whenever possible!
· 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 ñChildò Pages
·Also called ñSubò pages, ñChildò pages are formatted 

as sub-categories of their parent page. 

·From the ñweb viewò, they may appear in a drop-

down menu under their óparent pageô.

·On the Adminôsmaintenance view, it will look like it 

does below: Parent Page Name [1 child]



Editing a Page

·Follow the ñEditò prompt on the left.

·The format of the ñEditô page is based on the type of 

page you are editing.



Editing a Picture Text Page

·The top of the page will show you the pageôs 

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.
·ñClear Codeò if inserting text from web or MS Word.

· If you have questions, just ask!



Inserting Text from Web/Word
·Think of Code as a textsô DNA. Code Determines 
textsô font size, color, style, and format. 

·Your website was created with ñtext DNA.ò All text 
entered on the Admin Maintenance page will 
automatically be coded with the ñtext DNAò decided 
upon during your website design process.

·When you insert text from MS Word or a website 
page, youôre bringing that textôs DNA too! 

·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 ïand ultimately NOT the update you 
intended to make.



Inserting Text from 

Web/WordéContôd

·To avoid bringing over 

ñText DNAò from a 

website or MS Word 

document, use 

ñNotepad.ò

·Cut and Paste Text 

into this program. It 

will automatically strip 

all code.


