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How to log into your control panel

Stage 1 - First Stage

Go to your . .
€ 2 it/ Ay ANSweribdemo, answeritc ms.com >
website by typing B n o sl

your website address
into the address bar of your preferred browser.

Stage 2 B a ik d http:ffwww.answeritdemo.answeritcms.co [ 2

Followed by: /backsite

Stage 3 IT
This will take you to the login page for your ans er
control panel and will look like this: i IT gt 1T AT

For security reasons, you can only attermpt to logon 5 times,
After that, vour IP will be blocked!

Password:

Wirite the characters in the
; . FBOGE
image:

Attempt 1

Stage 4

E : .
nter your password and the characters For security reasons, you can only attempt to logon 5 times.

shown on the screen. If you do not After that, vour IP will be blocked!
know your password please contact
Software Assistance. Password: [seesssess

Write the characters in the B76D W

images:™

Stage 5 - Last Stage |

Click on the Login button

You should now be logged into you control panel. If you experience any difficulties please contact
Answer IT Website Development Team at @answerit-group.com.

The top of the control panel will look like this:

0 O % 4 PP L 9 B K P @

Help Setup Home Files Forms Intranet Catalog Feed Gallery Check Exit
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How to add a new page to your website

Stage 1 - First Stage 0}
Click on the ‘Home’ icon within your control panel =

Home
Stage 2

On the options bar select ‘add item’. Hnm@ i@tunstants | ASP/VBScripts | Search

« Please note - pages are referred to as items.

Stage 3
Select the type of page (item) you would like to add.

i~ Item with content
Items with content cantain texts and images. They are the very basis of yvour website.

{~ Container Item
Container items do not contain any content (text nor pictures). They only 'contain' one
or more items.

i~ External URL
External URLs redirect the wvisitor to another (external) website. You can choose
whether the links must open in a new window or naot.

 List
A list iz an item with content, with the additional functionality of managing all sorts of
lists (@ newsletter, a list of job openings, activities, ...)

{~ Free page
A free page i= an item with content that i= not included in the left menu. You can
however link to this page from everywhere in yvour site.

Stage 4

Click the ‘Continue’ button. Continue |
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If you did not make a selection an error message will

ERROR

+ Make a choice please!

appear. Just press ‘OK’ on the message, make your Lo

selection and press continue as in stages 3 and 4.

This tutorial assumes you have
selected the ‘Item with content’

page type.

Add your new page title and
select where in your menu you
would like it to appear.

Item with content:

Title:* |

Place in menu:* IEI 'I

Online: W

Homepage [

Menu works from left to right horizontally or top to bottom vertically depending on your design.

If you would like your page to show online make sure the ‘Online’ box is ticked.

If you would like this page to be your new home page then tick the ‘Homepage’ tick box.

CIYE
Edit your page using the inbuilt editing tool bar o s T L

HL&E

B 7 U | %

| d& 25 | B & | ESowce B [, | 2]
EWIEEETEQAIIRNOO=0S
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Stage 8

Once you have finished editing your page make sure you save your work by pressing either the:

save icon (found top left of the inbuilt editing tools) - H
or by clicking on the:

save button at the bottom of the screen - Save |

Success

Stage 9

Once you have successfully saved the page you
will see the following ‘data saved!’ success
message. It only appears for a few seconds
before automatically disappearing.

« [Data saved!

Stage 10 - Last Stage

After saving your page you can return to the home area of the control panel or click on any other
icon you wish.

‘.?) e ‘_Q }P .L- '-@ j/' @ .& /) @

Help Setup Home Files Forms Intranet Catalog Feed Gallery Check Exit
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How to add text to your page

ey

Stage 1 - First Stage
Click on the ‘Home’ icon within your control panel

Home
Stage 2
Choose the page you wish to add text to.
Just click on the page title. '
Stage 3

Click inside the editing box where you want your text to go. —_

Stage 4

Start typing. You can use many common editing tools such as Bold, Italic and Underline. Also use
bullets and left, centre, right and full text justification.

H & B¢ | & | dh 25 | B £ | = Sowee 3 [, | [B)

P ruai~ s EEEFFEWIE===|00¢IJ00=-0%
‘é— Farmnat = | Size - Iy g

Stage 5

Once you have finished editing your page make sure you save your work by pressing either the:

save icon (found top left of the inbuilt editing tools) - E

or by clicking on the:

save button at the bottom of the screen - ﬂl
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Stage 6 Success

Once you have successfully saved the page you
will see the following ‘data saved!’ success
message. It only appears for a few seconds
before automatically disappearing.

» [ata saved!

Stage 7 - Last Stage

After saving your page you can return to the home area of the control panel or click on any other
icon you wish.

0o 0 % L D 2 O D 6 L@

Help Setup Home Files Forms Intranet Catalog Feed Gallery Check Exit
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How to add graphics and images to your page

Stage 1 - First Stage
Click on the ‘Home’ icon within your control panel

ey

Home

Stage 2

Choose the page you wish to add graphics or images to. .

Just click on the page title.

Stage 3 e et emean
Click inside the editing box where you want your graphic / image to =
go. e

Stage 4
Press the ‘Insert / Edit Image’ button.

H & 5 | a4 % B &2 | ESouwc: 5 [§ [ B)
B I U#|x <IEE|EEWRESEETSEQAGTIDNOO=-0 &

_|E Format - | Size - Ty~ Oy~
Stage 5 Image Properties
X . Image Info  Link Upload Advanced
The following pop up box will appear: AL
|| Browse Server
Altemative Text
Previgw
Width | Lorem ipsum dolor sit amet, consectetuer 22

Ha‘ghtl ac adipiscing elit. Maecenas feugiat
consequat diam. Maecenas metus.

Border [ Vivamus diam purus, cursus a, commodo
non, facilisis vitag, nulla. Aenean dictum

HSpace lacinia tortor. Nunc iaculis, nibh non iaculis

e aliquam, orc felis euismod neque, sed

) ornare massa mauris sed velit. Mulla
Align e pretium mi et risus. Fusce mi pede,
tempor id, cursus ac, ullamcorper nec,
enim. Sed tortor. Curabitur molestie. Duis =

==
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Stage 6
To upload a picture from your computer, select the ‘Upload’ tab: T U@ Upload ijanced

Stage 7

Select the ‘browse’ button: Browse... |

Stage 8

A window will appear. Navigate to the area on your computer
where your picture is stored, select / highlight it, then select ‘Open’:

=]
=
Stage 9 IF'iu:tures [*.qif;" jpa;" jpeq;”. png) j
You can only select “.jpg’, ‘.jpeg’, ‘.gif’ or ‘.png’ pictures
only.
Stage 10 Image Properties
. . . Image Info  Link Upload Advanced
Your picture address will appear in ‘image
. . Upload
properties’ box. Press the ‘Send it to the Server’ |Lﬁf§°d{\ba"ompng Browse.._ |
button.
< | Send it to the Server |
]
Stage 11 ! “our file has been successfully uploaded
You will receive confirmation that it has been uploaded successfully.
Click on the ‘OK’ button.
Image Properties
Image Info  Llink Upload Advanced
URL
Stage 12 Ifuserfllesﬁmaga/hallﬂnnpng Browse Server I
Atemative Text
Your picture will apprear in the preview window of the F—
. . Width |276
image properties box. He@ﬁ%a o p e
Border I_ : ] { |
HSpacel_
VSpacel_
P —
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Stage 13
Type in ‘Alternative Text’ for the FT———
image. This is used for screen [Ficture of 2 balloar
readers for people who may be
visually impaired .
Stage 14
Change either the width or th freven
:‘:lnge either the width or the Width 1100 . Larem ipsum dolar -
height. As you change one the other Height W sit amet. -7 iy
will automatically be changed as the CEUE:EET_ETUE[_t '
) ) adipiscing elit. |
ratio has been locked . Click on Border [T Maecenas feugiat
. HSpaceI'ID t diam.
the (2] to unlock the ratio E You ﬁﬂnsequa 'a{ﬂ
. . VSpace |1D VideCenas meils.
can now change the width or height Al — Vivamus diam
. ign g -
independantly. PLIUS, CUrsus a,
commoda non,
facilisis vitae. nulla. hd

Select a border value between 0 -5
(0is no border, 5 is a thick border).

Set HSpace and VSpace - This is the spacing between the picture and the text both horizontally
(top and botton) and vertically (left and right). Please note that random text is entered into the
Preview Window.

Set the Alignment. This states where the picture will sit in relation to the text. Most common is
left and right.

Stage 15
Select the ‘OK’ button: | oK |
St 16 HR@B: |&Giw o |88 45| B & | Esowe: @ &7
age Bl Usx ciEE|EEw[EEEEeAdidOOE0 S
Your image will appear |_|: Fomat Nomal - | Size - Ta- -
in yOur‘ editing screen.: This is a lot of sample text just to show where the picture will sitwhen you align itto the

= iy

right of the screen. This is a lot of sample text just to show where the picture will sit when
you align it to the right of the screen.

This is a lot of sample text just to show where the picture will sitwhen you align itto the
right of the screen. This is a lot of sample text just to show where the picture will sit when
you align it to the right of the screen.

This is a lot of sample text just to show where the picture will sitwhen you align itto the -]

right of the screen. This is a lot of sample text just to show where the picture will sit when

you align it to the right of the screen. This is a lot of sample text just to show where the picture will sit when you
align it to the right of the screen. This is a lot of sample text just to show where the picture will sit when you align it
to the right of the screen.
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Stage 17 -

<= P,
r

To change the size or any of the settings for your image just select the image
by left clicking on it. | will look like:

You can then either: right click the image and select ‘Image properties’ or
click on the ‘Insert / Edit Image’ button.
o

Stage 18
Once you have finished editing your page make sure you save your work by pressing either the:

save icon (found top left of the inbuilt editing tools) - E

or by clicking on the:

save button at the bottom of the screen - ﬂl

Stage 19

Once you have successfully saved the page you |Success
will see the following ‘data saved!’ success
message. It only appears for a few seconds ol
before automatically disappearing.

Stage 20 - Last Stage

After saving your page you can return to the home area of the control panel or click on any other
icon you wish.

0 O % L B 2 2 D6 L@

Help Setup Home Files Forms Intranet Catalog Feed Gallery Check Exit
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How to set up folder with images for a photo gallery
PLEASE NOTE - PHOTOS ARE ADDED ONE AT A TIME

Stage 1 - First Stage |

k
Click on the ‘Files’ icon within your control panel Eil
1Hnes
Stage 2 |Userfiles ;I Mew Folder Del Folder IMZI
. . 8 ) favicon.ico & Lzkb dal
The following file manager B e Ve

screen will appear:

Upload File:  Choose File I upload

Userfiles/Image (/D

Stage 3 Iserfiles -
) | lzerfilesfaudio
Using the drop down arrow select the Userfilesjaudiofbusinesscard

‘Userfiles/Image’ option. All galleries are best placed Userfilesfaudiofhome
. |zerfiles)audiofsmallbusiness
within the Image folder. UserfilesiFile
|serfiles)Filehelp-files
serfilesiFlash

serfilesiImageiaraphics
serfilesiImage)Softwaredssistance
serfiles)Image)Softwaredssistance/portfalioc —

Stage 4
Press the option to create a Q

Iserfiles/Image *( Mew Folder el Folder |.ﬁ.|| Files = I
new folder for your gallery. !

Page 13 of 26



L.T.

anslyzet
think IT get IT P GROUF |

Stage 5 ) Create Folder - Wehpage Dia x|
The following bOX WI” appear: |g, hiEbp: f fvmens softwareassistance. co, uk/cms/In
Mew Folder Name:
. . |Ga||er\,r1|
Give your new gallery folder a unique name.
For example - Galleryl then press
the ‘create’ button followed by the ‘close & refresh’ button.
close & refresh I create I
|http:,|',|'www.so|g Internet l_
Stage 6
Navigate to the folder you have just created as before [Userfles/image/Gallry =

using the dropdown option.

Stage 8

You can now start uploading your images to the selected folder. Please note that depending on the
internet browser you are using you may get slighly different options to upload your photos.

Upload File:  Choose File INU file chosen upload | Upload File:l Browse... | upload I

Stage 9

Choose your images one by one and when selected press the appropriate ‘upload’ button.

Stage 10 - Last Stage
Repeat step 9 for all images for that gallery.

PLEASE NOTE:

FOR BEST RESULTS YOU SHOULD RESIZE YOUR
DIGITAL PHOTOGRAPHS BEFORE UPLOADING THEM

YOU CAN NOT UPLOAD IMAGES LARGER THAN 200K

PLEASE ATTEMPT TO RESIZE YOU IMAGE BEFORE CALLING TECHNICAL SUPPORT

Once you have finished you can return to the home area of the control panel or click on any other
icon you wish.
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0 O % L PR OO 6 L@

Lo

Help Setup Home Files Forms Intranet Catalog Feed Gallery Check Exit

How to set up a photo gallery

PLEASE NOTE - BEFORE YOU CREATE A PHOTO GALLERY YOU SHOULD HAVE
ALREADY CREATED A FOLDER FOR YOUR GALLERY AND UPLOADED SOME IMAGES

PLEASE SEE HOW TO SET UP A FOLDER WITH IMAGES FOR A PHOTO GALLERY

Stage 1 - First Stage ﬁ
Click on the ‘Gallery’ icon within your control panel Gallery
Stage 2
Select ‘New Gallery’ below the main menu. New Gallery
Stage 3

. . . General:
The following information Mame:* |
screen will appear: coder* [gs_calerv] ]

Path to image folder:* |Please select: =

Menbr of pictures in row: |3 'I

Browse images by IQ_ZI
Size thumbnalis: WZI pixels
Thumb straight rectangle? [
Resize big picture to: |640 | = | px

Mt |Ne><t =

Frewvious: |< < Previous

Full image hint! ICIick image for full wersian
Show filename? W
Show images at random? [
Add shadow o pictures ¥
Auto-start slideshow?? [

Siideshow Hmer! |4 'I seconds
Advanced:

Styple table! |margin:1Dpx;background-co|or:#FFFFFF;width:clSDpx

Stple table-call: |padding 110px

Stele image: |border—sty|e: none

<a| ES
“Yariables that can be used: [FILEMAME], [COUMTER], [FAGEID]
(*) Mandataory field

Save |

Custom onclick LR

-= Back =-
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Stage 4
Give your gallery a name (e.g. My Gallery):

MNare * |I"-’Iy Gallery

Stage 5
Give your gallery a code (e.g. GALLERY1): Code* [QS_GALLERY:IGALLER‘H 1

You will need to use this code to add your gallery to a page in your website. It will be used in the
format: [QS_GALLERY:GALLERY1]

Stage 6

Select from the drop down menu the Fath to fmage folder |P|EEISE select: @
folder that contains the photos for your gallery.

PLEASE SEE HOW TO SET UP A FOLDER WITH IMAGES FOR A PHOTO GALLERY

Stage 7 Mnbe of pictures in row: |3 vI
Complete the rest of the gallery Browse images by: [9 =)
setup. Size thurmbnails: |15III vI pixels

You can experiment to see what
looks best. You can come back
and make alterations after your
gallery has been created.

Fhumb straight rectangle? [
Resize big plcture to: [640 | px

Maxt! |r'-.lext >

Freious: |-=:-: Frewious

‘Thumb straight rectangle?” will Full image hint: |Click image for full version
crop your image without show fitename? W
distortion into a perfect square

Show images at random? [
for the thumbnail image.

Add shadow #o pictures W

‘Resize big picture to’ is the Auto-start shideshow?? [

maximum size the image will be stideshow timer: [4 2| seconds
shown in. If an image is smaller than the size chosen it will remain small and will not be stretched.
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Stage 8

Experienced users can tweak the advanced settings. The only number you may wish to change is
the width of the gallery. You can do this by changing the number shown.

Advanced:

Style tabie: |margin:1tlp:<; background-caolor; #FFFFFF;WidthQE@Jx

Style table-cell: ||:|a|:||:|in|;|:1I:I|:ux

Style image: |I:u:urder-5t3r|e: none

Custom onclick UL =2 I
“ariables that can be used: [FILENAME], [COUMTER], [PASEID]

Stage 9
Once you have made your selections you need to save your gallery. . |
Stage 10 ERROR

If you have not completed the form
successfully you will receive the
following error message:

» Please fill in all mandatory fields correctly!

OKl

Stage 11

If the save is successful you will be returned back to the mail Gallery

. Mew Gallery
screen and you will see your gallery has been added:

My Gallery I[QS_GJ
You will notice that the gallery code is have visable. You will need
this code to add the gallery to a web page.

Stage 12 Mew Gallery

Click in the gallery code box and copy the contents (CTRL+C). My Gallery Im

Alternatively you can just remember the code. It will be in the format:
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[QS_GALLERY:GALLERY1]

Stage 13 f,_h

Click on the ‘Home’ menu item. 2
Home

Stage 14

Select the page you with to edit by clicking on the page name. _nn@un

Stage 15

Paste or type in the gallery code into the page where you wish the gallery to appear.

4= RN R[(&G:iv o |# ;| E &|ESoue T [ |3
B I U FIEE|[CEWEEESIQA KOO0 %

§ Formnat | Momal * | Size 2 § Ti* %*

[@5_GALLERY GALLERY1]

Stage 16
Once you have finished editing your page make sure you save your work by pressing either E
the

save icon (found top left of the inbuilt editing tools) -
or by clicking on the save button at the bottom of the screen -

Stage 17 mea
You can then view your web page and see
the gallery.
Click image for full Click image for full Click irr
version version Ve Gallerr
Autumn Leaves Blue hills Forest Flowers
ite
Click image for full Click image for full Click image for full
version version version
Stage 18 - Last Stage Frangipani Flowers Garden sSunset
If you need to change any of your galleries et 55

settings you can go back into the ‘Gallery’ tab and select the gallery you wish to edit:
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New Gallery

My Gallery [ [ [lQs_G/

Once finished you can return to the home area of the control panel or click on any other icon you

wish.
: -c: ) -.-'::, :,"
Help Setup Home Files Forms Intranet Catalog Feed Gallery Check Exit
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How to add a hyperlink to text on your page

Stage 1 - First Stage

Click on the ‘Home’ icon within your control panel

ey

Home
Stage 2
Choose the page you wish to add the text hyperlink to. @
Just click on the page title. '-
Stage 3 HAG BisBRR|&S | 4 25 | B & | E Souce [E
Highlight the text that you B 7 D xx LiES|(EEBWBEIE =S
would like to become the : Farmat |Nomal | Size N R

link / hyperlink. - . . .
This is some sample text showing you how to add a link (hyperlink} to vaur text.

Create a link to Google serach engine.

Click here to go to Google

Stage 4
Click on the ‘Insert/Edit Link’ button in the editing menu. %
T IVES BRI A EEE T
B 7 U s|x LIS ES|(EFEREEESRRIIHNOO =0 &
‘E- Farmnat * | Size = Ti* %*
Link
Link Info  Target Upload Advanced
Stage 5 Link Type
- : [URL =]
The following Link popup screen will
appear. Protocol LRL
[rttp:// =] [

Browse Server I

0K | | Cancel |
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Stage 6
Enter the URL or website address of the Link: Type
link you are targeting. f URL =l

Protocol LURL

|I'rl't|:|:ff ;I Iw.gnugle.cu.uk

Browse Server |

Stage 7
Press the ‘OK’ button to return to the editing screen. QK
Stage 8 This is some sample text showing you how to add a link (hyperlink) to your text.

You'll notice that the text has Create a link to Google serach engine.

been converted to a
hyperlink. Click here to go to Google

Stage 9 - Editing an Existing Link
To edit an existing link, highlight the linked text and select the ‘Insert/Edit Link’ button in %
the editing menu. Click the "OK’ button when you have made your changes.

Stage 10 - Removing a Link
To remove a link, highlight the linked text and select the ‘Remove Link’ icon in the editing %
menu.
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Stage 11 - Open Link In a New Window

If you wish for the link to open up a Link
?ew Wl’ndOW you need to S(?Iect the o TI—Y prw—
Target’ tag and select the ‘New
Window (-blank)’ option in the drop arget _ Target Frame Name
down menu. Then collect the ‘OK’ [ New Window (blank) x| | Blark
button.
OK | | Cancel |
Stage 12

Once you have finished creating your links make sure you save your work by pressing either
the: save icon (found top left of the inbuilt editing tools) - or by clicking on the save button

Save

at the bottom of the screen. |

Stage 13 _Success

Once you have successfully saved the page you T —
will see the following ‘data saved!’ success
message. It only appears for a few seconds
before automatically disappearing.

Stage 14 - Last Stage

After saving your page you can return to the home area of the control panel or click on any other
icon you wish.

Help Setup Home Files Forms Intranet Cataleg Feed Gallery Check Exit
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How to add a hyperlink to an image on your page

Stage 1 - First Stage

Click on the ‘Home’ icon within your control panel

Stage 2

%

Home

Choose the page you wish to add the image hyperlink to. .IIIIEEII

Just click on the page title.

Stage 3
Click on the image to

highlight the image that
you would like to become

the link / hyperlink.

HEOBit BR(&Giv ~|# i E i?IISDun:e'_I

B 7 U | x, IS ‘@

E = —|

+- "ﬂlu-) =

‘é Format | Mamal ~| Size Ti ‘%*

This is some sample text showing you how to add a link (hyperlink) to vour text.

Create a link to Google serach engine.

[m] u] ]

p r*"‘lt | S,

Stage 4

Click on the ‘Insert/Edit Link’ button in the editing menu. %
H& B | & | d4 25 | & | ESowce B [& | 2]
B Uumx ciEE|lEEwE=s=={easi@oO- 0

£ Formnat
ME

* | Size
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Stage 5 Link =
The following Link popup screen will mh
appear. Link Info  Target Upload Advanced
Link Type
[URL =]
Protocol LURL
[rttp:// =] [
Browse Server I
0K | | Cancel |
Stage 6
Enter the URL or website address of the Link Type
link you are targeting. fURL =l
Protocol URL
|I'rl't|:|:ff ;I Iw.gnugle.cu.uk
Browse Server |
Stage 7
Press the ‘OK’ button to return to the editing screen. QK
Stage 8

You'll notice that the image has been converted to a hyperlink.

If it has a border that you don’t wish to see, click the
‘Insert/Edit Image icon and set the border to zero (0). o
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Stage 9 - Editing an Existing Link %

To edit an existing link, highlight the linked text and select the ‘Insert/Edit Link’ button in
the editing menu. Click the "OK’ button when you have made your changes.

Stage 10 - Removing a Link

To remove a link, highlight the linked text and select the ‘Remove Link’ icon in the editing I%I
menu.

Stage 11 - Open Link In a New Window

. . ) Link
If you wish for the link to open up a new window b Uptond | Advarced

you need to select the ‘Target’ tag and select the

JTarget Fi M
‘New Window (-blank)’ option in the drop down @Em ——
menu. Then collect the ‘OK’ button.

OK | [Cancal |

Stage 12

Once you have finished creating your links make sure you save your work by pressing either E

the: save icon (found top left of the inbuilt editing tools) - or by clicking on the save s
button at the bottom of the screen. —lave

Stage 13 s

Once you have successfully saved the page you T
will see the following ‘data saved!’ success
message. It only appears for a few seconds
before automatically disappearing.

Stage 14 - Last Stage

After saving your page you can return to the home area of the control panel or click on any other
icon you wish.

0O O & 4 P R 9 K PO

Help Setup Home Files Forms Intranet Cataleg Feed Gallery Check Exit
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Your log in details

Domain name / website address:
Admin control panel:

Control panel password:

think IT get IT
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