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This is a designed as a definitive guide to all the features and tools available within Website 
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 Introduction 

Website Publishing Tool is a powerful and feature rich application that allows you to create 

websites without the need to learn the HTML language or web design skills. It comes with 

ready-made templates that can be modified with text or images, allowing you to create a 

website that suits your needs. Website Publishing Tool is offered in three packages, you can 

upgrade these at any time. 
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Adding Content 

Text 

Click a block of text to open the text options. 

 

  

 

 

 

Adding Text 

 

Text Box: Double click to edit the content or style of this text box. 

 

Delete Button: Remove the text block from your web page. 

 

Drag Boxes: Drag these to alter the size and the shape of your text box. 

 

Settings Button: 

Click this to open 

the text box for 

editing. 

 
Drag Handle: Use 

this to drag the 

Text to a 

different row. 

 

 Note: Some software (such as Microsoft word) will add hidden formatting code to 

your text. If want to copy and paste text into your website, make sure that you 

άtŀǎǘŜ ŀǎ tƭŀƛƴ ¢ŜȄǘέΦ 

1 

2 
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To add new text, Drag the 

Text block widget to the 

area on your website that 

you would like to enter 

your text. 

 

 A new text box will appear 

where you dropped it, You 

can still move this text box, 

or resize it by dragging the 

edges of the box to fit your 

needs. 

 

Removing Text 

Click the text you want to remove. An 

options menu will appear above the text. 

Click the Red Cross. 

 

You will be asked to confirm you want to 

remove the text, click Confirm to delete 

your text. 

 

 

Editing Text 

Click the text you want to remove. An 

options menu will appear above the text. 

Click the cog to open the editing options.  

 

Enter your text in the box. 
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Formatting a block of Text 

 

Step 1 

Double click the text you would like to format.  

 

Step 2 

Select the text you want to re-format and choose how you would like to re-format your text. 

 

 

Styles: Choose a theme style for your text. This is useful to preserve a single feel 

across your website. Our chapter on font styles will show how to edit or create new 

font styles on your website. 

 

 Quick tip: This will show you how to change one block of text. To change the 

styles of text across your site please see Font Sets, and Font Styles. 

1 3 2 4 

1 
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Creating Links 

Step 1 

Double click the text box and select the text you want to turn into a link. 

Step 2 

Click the Add Link button. 

 

Add a link to another page on your website 

Step 3 

In the Internal drop down menu, select 

the web page you want to link to 

Step 4 

Click Save Link.  

 

Formatting tool: Adjust the font, size and style of your text. 

 

Justify Text: Choose how to align your text within the text box. 

 

Lists: Turn your selected text into an ordered or unordered list (bullet points). 

 

3 

4 

2 

3 
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Add a link to another location 

Step 3 

Enter the URL you want to link to in 

the address box provided. 

Step 4 

Choose if you want the target link to 

open in a new window, or in an 

existing window.  

 

GenerallyΣ ƛǘΩǎ ōŜǘǘŜǊ to open external 

links in a new window so that visitors 

can remain on your site. 

Step 5 

Click Save Link. 

 

Images 

Click an Image to open the image options. 

 

 

  

Replace Image: Replace 

this image with another 

you have already 

uploaded. 

 

Settings button: Click 

this where you can add 

links, alt tag, title tag, 

rollover or lightbox to an 

image. 

 

4 

3 

5 

1 

6 
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Best Practices 

Images are important on a website, however large images (in file size, rather than area) can 

slow your website down and use up your visitors data transfer quotas (if they have any). 

When you add an image to your website you should always look at reducing the file size of the 

image before you upload it.  There are two main ways of reducing an images file size: 

¶ How large is the image? Reduce the image to the size that you need it. 

¶ What quality do you need?  A camera may take a high resolution photo, but your 

visitors will not need that level of details, and their screens may not be able to display 

that much detail. You can reduce the quality of photographs without any reduction to 

the quality of your visitors experience. 

²ƘƛƭŜ Ƴŀƴȅ ǇƘƻǘƻ ŀƴŘ ƛƳŀƎŜ ŜŘƛǘƛƴƎ ǎƻŦǘǿŀǊŜ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ Řƻ ǘƘƛǎ ŦƻǊ ȅƻǳΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ 

access to any existing software, there are still plenty of free alternatives (such as 

http://webresizer.com/resizer/) available online.   

 

Resize Image: Reset your image to its original size. 

 

Drag Handle: Drag an image to a different row. 

 

Delete button: Remove the image from your website. 

 

Drag Boxes: Drag these to alter the size and the shape of your image. 

 

3 

4 

5 

6 

http://webresizer.com/resizer/
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Uploading images 

Step 1 

Click in the Media tab in the left hand 

side of the page, then click Add. 

 
 

Step 2 

Browse to the image you would like to 

add and click Open. 

 

 

 

Add an Image 

Once your image is 

listed, simply drag it to 

the location you want 

it on your website. 

You can move or resize 

the image  by dragging 

the edges of the box to 

fit your needs. 
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Additional Image settings 

There are a number of additional options you can create with images. These are available 

within the image settings panel. 

Step 1 

Click on your image. 

Step 2 

Click the Image Settings cog. 

 

 

Locking the image aspect ratio 

Locking the aspect ratio will stop your image being 

distorted if you are resizing it. To lock the aspect ratio, 

click the Padlock. 

 Shows that the aspect ratio is unlocked. The 

height and width of your image can be changed 

independently of each other. 

 

 Shows that the aspect ratio is locked. Changing 

the height of the image will affect the width of 

the image and vice versa. 
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Adding image tags 

 
 

 

Adding a rollover image 

A rollover image can add movement to your site. To add a rollover image simply drag the 

image onto the rollover pane. 

  

In this example, the rollover image is lighter to the image used, but otherwise identical. You 

can test your rollover image in the preview screen. 

Alt Tag: Enter an alternative 

description of your image. This tag is 

used by speech reading devices, and 

browsers that are unable to display 

your image. 

 

Title Tag: Used to give your image a title, this may be displayed in Search Engines. 

 

2 

1 

2 

1 
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Standard Image Image Rollover 

Adding a lightbox 

A lightbox allows customers to view a high resolution image if they want, without having it 

download on your web page by default. To add a lightbox image simply drag the image onto 

the rollover pane. 

 

The image you add to the lightbox should be a large, high resolution version of the image you 

are editing. You can test your lightbox in Preview Mode. 
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Image Links 

 

You can add links to images within the Image settings 

panel.  

 

Step 1 

Click the Add button to open the new links tool. 

  

Add a link to another page on your website 

Step 2  

In the Internal drop down menu, select 

the web page you want to link to 

Step 3 

Click Save Link.  

 

  

2 

3 
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Add a link to another location 

Step 2 

Enter the URL you want to link to in 

the address box provided. 

Step 3 

Choose if you want the target link to 

open in a new window, or in an 

existing window.  

 

DŜƴŜǊŀƭƭȅΣ ƛǘΩǎ ōŜǘǘŜǊ ǘƻ ƻǇŜƴ ŜȄǘŜǊƴŀƭ 

links in a new window so that visitors 

can remain on your site. 

Step 4 

Click Save Link. 

 

 

ñNo Followò 

The no follow attribute tells search engines not to follow the links from your image when 

ranking your site. Setting the Link as No Follow shows that the link related to an unendorsed 

document, or a paid for link.  

 

Simply toggle the no follow setting on and off to change the 

attribute in your image links. 

 

  

3 

2 

4 

 Quick tip: More information of this attribute can be found at: 

http://en.wikipedia.org/wiki/Nofollow. 

http://en.wikipedia.org/wiki/Nofollow
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Optimizing loading speeds 

If your webpage is large and contains many images, you can improve performance by changing 

the way your images load. Asynchronous Loading has two settings. 

¶ Off: All the images on your web page will load at 

the same time. 

¶ On: Images will load as visitors try and view them 

by scrolling down the screen. 
 

 

Finding the URL of an image you have added 

From time to time you may need to find the URL of an image you have uploaded (if you want 

to link to it from another site for example).  

Step 1 

Click Media, then hover over the image you 

want the URL for. An Information icon will 

appear, click this. 

 

The image URL will be displayed, you can copy 

this link for use elsewhere. 
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Downloadable Files 

Upload a file for visitors to download 

You can upload the following file types for visitors to download on your site.  

Documents: 

'pdf', 'doc', 'docx', 'xls', 'xlsx', 'txt', 'ppt', 'pps', 'pptx',  

Media: 

'mp3', 'aac', 'ogg', 'wma', 'mp4', 'm4v', 'm4a', 'm4b', 'aiff', 'mov', 'wmv', 'flv', 'swf', 'ico'  

Archive: 

'tar', 'gz','zip' 

 

Step 1 

Click in the Media tab in the left hand 

side of the page, then click Add. 

 
 

Step 2 

Browse to the file you would like to add 

and click Open. 

 

 

 

 Note: ̧ ƻǳ ŎŀƴΩǘ ǳǇƭƻŀŘ ŀ ŦƛƭŜ ƭŀǊƎŜǊ ǘƘŀƴ нлa.Φ 
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Add a file 

To add a file to your website, simply drag it to the location you want it on your website. 

 

To update the text describing your file, click 

on the file, then select the Settings cog. 

 

 

 

 

Working with Templates  

Templates allow you to copy and edit content across several pages at once. By Default, you will 

have three templates already set up to use. These contain your Header, Logo and Footer 

information.  

 Note: When you Publish your changes, this file will be available for visitors to 

download. 
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Creating a new template 

Step 1 

Click Widgets, then click Add next to the 

Templates section title. 

 

 

Step 2 

Enter a name for your new template and 

click Create Template widget. 

 

 

 

Editing a template 

By Default, your templates are locked. To unlock them, simply double click the template.  
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You can then edit your content as you wish. Any change you make to your template will be 

reflected on other webpages that the template is used. 

Adding a template to a web page 

Step 1 

Click Widgets, then expand the templates section to find the template you want to add. 

Step 2 

Drag the template onto 

your web page.  

 

 

 

Themes - Changing the look and 

feel of your site 

Colours 

When changing colours, you will often see the colour picker. The colour picker has four main 

sections.  
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Changing all the colours in a theme 

Step 1 

Click the Website button to enter the design mode. 

 

  

Pick a colour from 

this colour swatch if 

you want the colour 

to change whenever 

you change the 

colour swatch. 

 
Set the colour to Transparent. 

 

Choose a custom colour. 

Enter a Hex colour value. 

 

2 

6 

1 

4 

5 

7 

Click and drag to 

select a colour. 

 

Move the slider to 

select a different 

hue. 

 

Add your chosen colour to the 

custom colours swatch. 

 

1 

2 

3 

4 5 

6 7 
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Step 2 

Click Theme Colors. A drop down menu of colour 

swatches will appear. 

 

Colour swatches are groups of colours designed to 

complement each other, they are used to set the 

colours for a theme. 

 

Simply click on a swatch to preview it on your site, 

once you have chosen your swatch click anywhere 

on your web page to close the menu. 
 

Background 

Step 1 

Click the Website button to enter the design mode. 

 

Step 2 

Click Background. 

 

The background options 

will appear.  
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Changing background colour 

Set a solid colour as your 

background.  

 

 

Click on the colour chip then 

select a colour. You can either 

select a colour from the colour 

picker, or from the theme 

swatches. 

 

 

 

Choose a background Image 

Add an image as a background to your website.   

To change the image, simply drag your chosen image onto the Image Preview. You can then 

choose how to align it on the page and if you want the image repeated horizontally, vertically 

or both. 

  

Theme 
Swatches 

Colour 
picker 

Colour 
chip 

 Quick tip: If you choose a colour from the colour swatch, this will automatically 

change whenever you change the swatch in Theme Colours. 
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 Quick tip: This option will show 

your image at its actual size, if 

you want your image to stretch 

to the entire background use 

the fullscreen mode. 

 

 

 

 

 

 

 

 

 

 

 

Adding a two colour background 

Change your background to a two colour gradient. Choose the two colours you want to use, 

then adjust the angle of the gradient using the drop down menu or slider provided. 

 

 

Changing a full screen background image 

Adds an image to the background and stretches to fit your entire web page. To change the 

image, simply drag your chosen image onto the Image Preview.  

Preview Image 

 

Align Image 

 

Repeat Horizontally 

 

Repeat Vertically 

 

 Quick tip: If you choose a colour from the colour swatch, this will automatically 

change whenever you change the swatch in Theme Colors. 

1 

2 

3 

4 
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 Quick tip: At the time of writing, a width of 920-1040 will be usable for most visitors 

while filling a large area of their screen.  

 

Step 3 

Click the Theme Width menu and choose a width for your 

theme. While you can add more information into a wider 

screen is visitors with lower resolution monitors will not be 

able to see your whole website.  
 

 

 

Step 4 

Click the Theme Position menu to choose the alignment of 

your website. 

 

Creating a background pattern or texture 

To create a pattern or texture you need an image that is tiled, or can be repeated. If you 

ƘŀǾŜƴΩǘ ŀƭǊŜŀŘȅ Ǝƻǘ ƻƴŜΣ ȅƻǳ Ŏŀƴ create one at: http://patterns.ava7.com  

Step 1 

Upload your tiled image. 

Step 2 

Click the Website button to enter the design mode. 

 

http://patterns.ava7.com/
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Step 3 

Click Background. 

 

The background options will 

appear.  
 

Step 4 

In the type drop down menu, select Image, then drag your image into the Preview Window. 

 

Step 5 

Tick the boxes to repeat your image vertically and 

horizontally to fill your background. 

 

Click outside the background options menu to close the 

menu and continue editing your site. 
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Styles 

Changing your websites font 

Font sets allow you to change the default font of all the content on your website.   

Simply Click Theme Fonts, then 

choose a new font from the drop 

down menu. 

 

 

Changing Text Styles 

There are a number of text styles that you can use to maintain a consistent look and feel 

across your website. You can edit these styles yourself or create new styles for your text. 

 

Create a new style set 

Step 1 

Select a text box and click the Settings 

cog. 

 

 

Step 2 

Click Styles, then select Add new type 

style from the drop down menu. 
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Once complete, click Add Style. 

Your style will now be added to the styles list. You should now edit this style to meet your 

needs. 

Editing a Text Style 

Step 1 

Select a text box and click the Settings 

cog. 

 

 

Title: Give your new theme 

a name. 

Clone Class: Choose how 

you will be using the style. 

For example: If it is to be 

used as a paragraph select 

paragraph from the list. 

Element: Leave as set. 

Class Name: Leave as is. 

1 

2 

3 

4 

1 

4 

3 

2 
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Step 2 

Click Styles, In the drop down menu, 

click Edit next to the style you want to 

edit. 

 

 

 

Step 3 

The Style Editor will appear. Edit your text style. 

 

 

 

 

  

Style Attributes: Choose an attribute to edit. 

Settings: See and change the settings for each attribute. 

Preview pane: View how the text will look on your website. 

1 2 

3 

2 

1 

3 
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Step 4 

Click the Save Changes button 

once you have finished editing 

your text style. 

 

 

Changing the style of links 

LŦ ȅƻǳǊ ƭƛƴƪǎ ŘƻƴΩǘ ǎǘŀƴŘ ƻǳǘ ǾƛǎƛǘƻǊǎ ǿƻƴΩǘ ŎƭƛŎƪ ƻƴ ǘƘŜƳΦ ¢ƘŜ ǇǊƻŎŜǎǎ ŦƻǊ ŜŘƛǘƛƴƎ ƭƛƴƪǎ ƛǎ ǘƘŜ 

same as for editing text styles. 

There are two link styles to edit: 

¶ Link 

¶ Link Hover 

 

 

 

Making your links look like buttons 

You can create images to use as button in your website, but a quicker way of creating and 

editing buttons on your website is to change your link style to look like a button. 

Step 1 

Select a text box and click the Settings 

cog. 
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Step 2 

Click Styles, then click the Edit button 

next to the Link Style. 

The look and style of your button is up 

to you. For demonstration purposes 

we will create a green button for our 

website. 
 

Step 3 

On the Font button, choose how you want the button text to appear. You can view the text in 

the Preview Panel. 

 

Step 4 

Click Background and choose a color for your button. In this example we will select a solid 

green colour, but you could choose a two tone gradient or an image if you want. 
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Step 5 

Click Spacing and add some spacing around the text. In this example we have added a padding 

of 3px to the top and bottom, and a padding of 8px to the left and right. 

 

Step 6 

Click Borders.  In this example we have added a solid White border, with a width of 3px. We 

then rounded the corners with a radius of 5px. 

 

Step 7 

Next click Shadows.  

 

In this example we have just increased the opacity of the Box shadow to 30. 

 

Step 8 

Click Save Changes. 

 Note:  Older web browsers are unable to display Shadows or Visual FX on your 

site. 
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Step 9 

Repeat the above steps, but this time modifying the Link Hover style in Step 2. 

 

Once done, you can view your link in Preview mode. 

 

 

 

 

 

Original Text  New Link  New Link with Hover 

 

Favicons 

A favicon (Favourite Icon) is a small square icon that you can associate with your website. It is 

shown. An example Favicon can be found when visiting http://bbc.co.uk, or when viewing your 

bookmarked sites. 

 

 

 

 Quick tip: ! ƴƛŎŜ ŜŦŦŜŎǘ ƛǎ ǘƻ ǳǎŜ ǘƘŜ ǎŀƳŜ ǎǇŀŎƛƴƎΩǎΣ ōƻǊŘŜǊǎ ŀƴŘ shadows for both 

styles. Only changing the font or background colours for between Link and Link 

Hover.  

http://bbc.co.uk/
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Creating a Favicon 

A favicon is a special 16*16 or 32*32 icon that has a .ico file format. Your image software may 

be able to create these images for you, if not there are a number of free online tools available 

such as http://www.favicon.cc and http://www.favicon.co.uk . 

Uploading your Favicon 

Step 1 

Upload your favicon, and then click Manage in the top menu bar. 

Step 2 

Click Favicon in the left hand menu. 

Step 3 

Click Choose a file, then select the 

favicon you have saved on your 

computer. 

 

After a few seconds you will 

receive a message that your 

favicon has been loaded. 
 

 

Click Website in the top left corner to return to the editor. 

You will now see your Favicon in the 

web browser. 

 
 

 

http://www.favicon.cc/
http://www.favicon.co.uk/
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Editing pages 

Page Structure  

Each page is made from 8 rows.  

 

4 Rows are available for your immediate use, 

if you want to add more rows to your site you 

can simply make and of the remaining 4 rows 

visible.  

Click the Row viewer in the top right corner of 

the screen and use the check boxes to toggle 

rows on and off. 

Only visible rows will appear on your website. 
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Each row has an inner and 

an outer part. The Inner 

part of your row contains 

all your website content 

while the outer part of the 

row stretches to the 

outside of the visitors 

browser window. 

 

Unless you are designing 

specialist graphic effects, 

you can ignore the outer 

rows. 

 

 

 

Editing Rows 

By default, rows are locked so no accidental changes can be made to them. To unlock the rows 

ready for editing, click Row Editing in the top right of the screen. 

 

Once row editing is enabled, the row 

menu will appear to the right hand side 

of any selected rows. 

 

 

Outer 
Row 

Inner 
Row 

Outer 
Row 

Row 2 (Feature) 

Row 1 (Header) 

Row 3 (Main) 

Row 3 (Footer) 
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Reordering Rows 

With row editing enabled, press the reorder 

row button and drag your row to the new 

position. 

 

 

 

Renaming Rows 

With row editing enabled. Click the 

Row viewer in the top right corner of 

the screen and click on the row name.  

Enter a new name for your row. 

  

 

Adding columns 

There are two different ways of creating columns. 

  

Using the Columns Layout Widget Using the Row Layout Menu 
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Advantages of using the Row Layout menu to create columns 

While using the column widget is quicker, there are a number of limitations to this over 

columns created using the Row Layout menu. 

Columns created using the Row Layout menu are structural. You can add additional widgets 

into these columns, and apply different styles to each column of this type. 

/ƻƭǳƳƴǎ ŎǊŜŀǘŜŘ ǳǎƛƴƎ ǘƘŜ /ƻƭǳƳƴǎ ƭŀȅƻǳǘ ǿƛŘƎŜǘ ŀǊŜ ƴƻǘ ǎǘǊǳŎǘǳǊŀƭΣ ȅƻǳ ŎŀƴΩǘ ŀŘŘ ǎǘȅƭŜǎ ƻǊ 

insert widgets into this type of column. 

This chapter describes how to create structural columns using the Row Layout menu. 

Step 1 

With row editing enabled. Click the Row Layout 

button to the right of the row you are adding 

columns to. 

 

Step 2 

Select the number of columns you want. You can 

select up to 6 columns per row. 

 

 

Your Columns will be added to the selected row. 

  

 

  

 

 

1 

2 
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Changing the look of a page 

Row styles 

Each row has an inner and outer style, the inner style contains all your website content. The 

outer style will extend from your content to the edge of your visitors browser window. 

Creating a New style 

Step 1 

With row editing enabled. Click the Change 

Row Style button to the right of the row you 

want to edit. 

Step 2 

Click the + button at the foot of the menu. 

  

Step 3 

Enter a name for your new row and click ADD 

ROW STYLE. 

 

The row style editor will open, see the section 

Row Style Editor. 

 

 

The Columns setting button will 

appear for each column 

highlighted. 

Drag the edges of your columns to 

resize them. 

 

1 2 
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Editing an existing style 

Step 1 

With row editing enabled. Click the Change 

Row Style button to the right of the row 

you want to edit. 

Step 2 

Click the Edit Row Style cog next to the 

style you want to edit. 

The row style editor will open, see the 

section Row Style Editor. 

 

 

Row Style Editor 

 

 

 

Edit the inner or outer style. Unless you are designing specialist graphic effects, you 

should leave this set as inner style. 

 
Choose a background style or image. This functionality is the same as described in 

our chapter: Changing your background. The gutter slider controls the width 

between any columns that you may have in your row. 

1 

2 
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Column styles 

Creating a New style 

Step 1 

With row editing enabled. Click the 

Change Column Style button at the top 

of the column you want to edit. 

Step 2 

Click the + button at the foot of the 

menu. 

  

Step 3 

Enter a name for your new column and 

click ADD COLUMN STYLE. 

The column style editor will open, see 

the section Column Style Editor. 
 

 

Choose the colour, width and radius of your row. Click the check box to apply the 

same value to each group of sliders. 

Set the margin and padding for your row. Click the check box to apply the same 

value to each group of sliders. 

Select and style a drop shadow for the row.  

 

 

4 

3 

5 

 Note: Older web browsers will not be able to display drop shadow on 

your site. 
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Editing an existing style 

Step 1 

With row editing enabled. Click the 

Change Column Style button to the 

right of the column you want to edit. 

Step 2 

Click the Edit Column Style cog next to 

the style you want to edit. 

The column style editor will open, see 

the section Column Style Editor. 

 

 

Column Style Editor 

 

 

 

Choose a background style or image. This functionality is the same as described in 

our chapter: Changing your Background.  

Choose the colour, width and radius of your column. Click the check box to apply 

the same value to each group of sliders. 

1 

2 
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Page management 

Add a new page 

Step 1 

Click Add in the top left corner of the screen 

and click Page from the drop down menu. 

 

 

 

  

Set the margin and padding for your column. Click the check box to apply the same 

value to each group of sliders. 

Select and style a drop shadow for the column.  

 

 

3 

4 

 Note: Older web browsers will not be able to display drop shadow on 

your site. 



 Customer Support | Website Publishing Tool Manual 

Page 45 

Step 2 

Enter the following: 

 

 

 
 

 

 

 

Once done, click Create Page to save your changes. 

  

Enter a Title for your web 

page, this will be shown in 

the browser tab.  

 

You can leave this set for 

most purposes. 

 
Check this box if you want 

this page to become the 

default page on your 

website. 

 This is the title that will be shown on your website navigation bar. 

 

¦ƴŎƘŜŎƪ ǘƘƛǎ ōƻȄ ƛŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ȅƻǳǊ ǎƛǘŜ ǘƻ ŀǇǇŜŀǊ ƛƴ ȅƻǳǊ ƴŀǾƛƎŀǘƛƻƴ ƳŜƴǳΦ 

 

Choose a page status from the drop down menu. Active means that the page will 

be added to your website next time you publish your site. More information on the 

feature can be found in our chapter:  Choosing what to publish. 

 

1 

2

3 

5 

4 

6 

1 

2 

3 

4 

5 

6 
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Page Settings 

Rename a page 

Step 1 

Click triangle icon next to your page to display 

the page settings drop down menu. 

 

Step 2 

Select Name and URL from the drop down 

menu. 

 

 

Step 3 

Enter a new Page and Menu title 

in the text boxes provided and 

click Save. 

 

 

Copying a page 

Step 1 

Click triangle icon next to your page to display 

the page settings drop down menu. 

 

Step 2 

Select Duplicate page and contents from the 

drop down menu. 
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Step 3 

Enter a new Page and Menu title 

in the text boxes provided and 

click Save. 

 

 

 

Remove a page 

Step 1 

Click triangle icon next to your page to display 

the page settings drop down menu. 

 

Step 2 

Select Delete this page from the drop down 

menu. 

 

 

Step 3 

Click Confirm to delete the page. 
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Choosing your home page 

Step 1 

Click triangle icon next to your chosen home 

page to display the page settings drop down 

menu. 

 

Step 2 

Select Name and URL from the drop down 

menu. 

 

 

Step 3 

Check the box marked Make 

Homepage and click Save. 

 

 

 

Choosing what to publish 

When you publish your website, you will publish any changes made to active web pages. 

Inactive webpages will be removed during this process, while pages marked as Draft will be 

unaltered.   

 

  

 Note: Your home page will always have an Active status. 
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Step 1 

Click triangle icon 

next to your page to 

display the page 

settings drop down 

menu. 

Step 2 

Select Name and URL 

from the drop down 

menu. 

Step 3 

Select a page status 

from the drop down 

menu and click Save. 

 

 

 

Add JavaScript to your page 

You can add JavaScript to any page on your website. You can add JavaScript to the page, 

header, or the body of the page itself. 

 

 

Step 1 

Hover your mouse over the page you want to add 

JavaScript to and click on the triangle. 

  

 

 Important: Adding incorrect code to your site may cause your site to break. We 

are unable to provide a de-bugging service for faulty scripts on your site. 
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Step 2 

Depending upon where you want to enter your 

code, select Page Scripts or Body Scripts from the 

drop down menu. 

 

 

 

Step 3 

You will be presented with two text 

boxes, to add JavaScript to each page on 

your site enter your script into the top 

text box  

 

To only add JavaScripts to your chosen 

page in your site, enter your script into 

the bottom text box. 

 

Step 4 

Once done, click Save. 

 

 

Organising your pages (Page Folders) 

LŦ ȅƻǳ ƘŀǾŜ ŀ ƭŀǊƎŜ ƴǳƳōŜǊ ƻŦ ǇŀƎŜǎΣ ƛǘΩǎ ǳǎŜŦǳƭ ǘƻ ŎǊŜŀǘŜ ŦƻƭŘŜǊǎ and organise your pages into 

groups. This feature is also used for two tier navigation menus. 
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Step 1 

Click Add in the top left corner of the 

screen and click Folder from the drop 

down menu. 

  

Step 2 

Enter a name for your folder. If you 

check the box marked Create Folder 

Home Page a page called 'index' will be 

created inside the folder. So if you 

ŎǊŜŀǘŜ ŀ ŦƻƭŘŜǊ ŎŀƭƭŜŘ ά{ƘƻǇέΣ ŀƴȅƻƴŜ 

visiting http://yourdomain.co.uk/shop  

will be directed to this home page. 

 

 

Once done click Create Folder. 

 

 

 

 

 Note: By default your new page will not appear in the navigation menu. See the 

chapter titled: Rename a page to name your new page and allow it to appear in 

your navigation menu. Then follow the chapter on Creating  a sub navigation 

menu. 
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Password protecting pages 

Step 1 

Click Add in the top left corner of the screen and 

click Folder from the drop down menu. 

 

 

Step 2 

Enter the following: 

 

 

 

 

 

 

Once done click Create Folder. 

Enter a password to use whenever you want to view content within this folder. 

 

Click Create home page. 

 

2 

If you have already created folders you can place your password protected folder 

in here, if not you can only create your new folder at the top level. 

 

Enter a name for your password protected folder. 

 

1 

2 

3 

4 
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Any pages you add to this folder  will require the visitor to enter the password you created in 

Step 2 before they can view the page. 

Page redirects 

Page redirects allow you to direct customers who are visiting a URL on your site to be directed 

to another page on your site, or another website. For example you could direct customers who 

visit http://ralphsdomainname.com/about-us to http://ralphsdomainname.com/contact-us. 

Adding a redirect 

Step 1 

Click Manage at the top of the screen, then select Redirects. 

Step 2 

Any redirects that you already have set 

up will be displayed. To add a new 

redirect click New. 

  

Step 3 

Enter the following: 

¶ From: Name of a page on your site that does not currently exist.  

¶ To: Choose the page that you would like visitors to be directed to.  

¶ Type: Choose the type of redirection. This will usually be set to 301 Permanent.  

 

 Note: By default your new page will not appear in the navigation menu. See the 

chapter titled: Rename a page to name your new page and allow it to appear in 

your navigation menu. Then follow the chapter on Creating  a sub navigation 

menu. 
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Once done, click Create redirect. 

 

Your redirect will be visible on the 

Redirects summary screen. 

 

 

 

Removing a redirect 

Step 1 

Click Manage at the top of the screen, then select Redirects. 

 

Step 2 

Click the Change dropdown. Then click Delete. 
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Navigation 

Add a navigation widget to your page 

In the left hand pane, click 

Widgets, then expand the Content 

section.  

 

Drag the Navigation menu widget 

over to where you want it to 

appear on your web page. 

 

 

Changing the order of pages  

Step 1 

Double click on the navigation menu to unlock it. Once unlocked, double click on the menu 

again to enter the settings. 

Step 2 

Drag the pages into any order by dragging and dropping them.  

 

Create a sub navigation menu 

Sub navigation menus allow you to show any pages within a folder. You must have already 

created a folder for your pages before you can create a sub menu. 
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Step 1 

In the left hand pane, click 

Widgets, then expand the Content 

section.  

 

Drag the Navigation menu widget 

over to where you want it to 

appear on your web page. 

 

 

Step 2 

Double click on the navigation 

menu to open the settings. 

Step 3 

In the pages drop down menu, 

select the folder you would like to 

display.  

Your Sub menu will be displayed on your page. 
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Changing the look of your Navigation buttons 

You can style your navigation to look however you want. In this guide we will show two 

examples of styling your navigation menu. 

There are three styles to edit: 

¶ Page Link 

¶ Page Link (Selected) 

¶ Page Link (Hover) 

 

 

Double click on the navigation menu to unlock it. Once unlocked, double click on the menu 

again to enter the settings. 

The settings options at the foot of the screen will allow you to change the look and style of 

your navigation menu. 

Creating a Button style menu 

This example looks at the main menu, and shows you how to turn it into a classic button 

design. 

 

First we will change the background of the row. This is described in our chapter Row styles. 

We have changed the Header style. In this case we have added a Linear Gradient to the outer 

style (so that the header stretches across the whole screen). 
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`

 

The page looks as follows: 

 

Now we can style the navigation widget. 

Step 1 

Double click the widget to unlock it, then double click on the widget again to open the settings 

menu. 

Step 2 

Click Styles. Then select Edit next to the 

Page Link style. 
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Step 3 

In the font section, change the 

font colour to a light grey. 

  

 

 

Step 4 

Click Spacing, and add 20 points of 

padding to the Left and Right of your 

links. And 10 Points of Padding to the 

top and bottom. 

 

 

 

 

 

Step 5 

Click Borders and choose a solid 

Grey border. Make the borders 1 

point thick on the left and right. 
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Step 6 

Click Save Changes. Now, click edit next to 

the Page Link (Selected) link. 

 

 

 

Step 7 

Change the font colour to light 

grey. 

 

 

 

 

Step 8 

Click Background. Select a Linear 

Gradient. In this example we have 

set the gradient to -90 to match 

the background. 
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Step 9 

Click Save Changes. Now, click edit next to 

the Page Link (Hover) link. 

 

 

 

Step 10 

Change the Font Colour to match 

the colour of the background you 

set in step 8. 

  

 

Ecommerce 

PayPal 

You can connect your website to your PayPal account and make payments online.  

Using the widget the first time 

The first time you click on a PayPal widget you will be asked for your PayPal Business email 

address and default currency. Enter these in the boxes provided. This information will be used 

to connect to your PayPal account when a customer places an order with you. 

Add to cart 

Step 1 

Click Widgets, then expand the Premium section to find the PayPal Add to Cart widget. 
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Step 2 

Drag the Add to Cart widget to the 

area of your web page you would 

like it to appear.  

Double click on the Widget to 

open its settings. 

 

 

 

The settings option allows you to enter product information. 

 

 

 

 

Product information settings  How this appears on your website 

 

The Styles button will allow you to edit the look and feel of any of the following: 

¶ Item Name 

¶ Item Description 

¶ Price 

¶ Shipping 

Cart 

The PayPal Cart widget allows customers to view all the orders on their shopping cart before 

purchasing them. There are no settings for this widget. 

Step 1 

Click Widgets, then expand the Premium section to find the PayPal Cart widget. 



 Customer Support | Website Publishing Tool Manual 

Page 63 

Step 2 

Drag the Add to Cart widget to the area of your web page you would like it to appear.  

 

Buy now 

Buy now buttons allow customers to go directly to the PayPal payment page to purchase an 

Item. Each button must be configured with your product details to work. 

Step 1 

Click Widgets, then expand the Premium section to find the PayPal Buy Now widget. 

Step 2 

Drag the Buy Now widget to the 

area of your web page you would 

like it to appear.  

Double click on the Widget to open 

its settings.  

 

Step 3  

Enter a Product name, Price and Shipping 

price in the boxes provided and click Save. 

 

 

Your Buy Now button is set up on your 

website.  

 Quick tip: To add the widget to your header, simply double click the header to unlock 

the template and drag your widget across. This will update your header template and 

include the button on every page that displays your header. 
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Changing your PayPal account 

If you have already entered a PayPal Business email address, you can change this at any time 

within your Website Publishing Tool control panel. 

Step 1 

Click Manage in the top navigation menu. 

 

Step 2 

In the left hand menu, click Ecommerce. Under the PayPal tab, enter your details in the text 

boxes provided. 

 

Once done, click Save. 
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Social  

Flickr 

You can add thumbnail images from a particular user or from a collection by using the Flickr 

widget. Clicking on a thumbnail will display a larger image. 

Step 1 

Click Widgets, then expand the Social section to find the Flickr widget. 

Step 2 

Drag the Flickr widget to the area of 

your web page you would like it to 

appear.  

 

Double click on the widget, the 

settings screen will appear. 

 

 

 

 

1 

2 

6 

5 

4 

3 
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Twitter 

Twitter Widget 

Step 1 

Click Widgets, then expand the Social section to find the Twitter widget. 

Select how many thumbnails to display in the widget. 

 

Choose the type of search you want to make; you can select Keywords, Users, or 

Sets. 

 
Enter a keyword, user or a Set ID number for your search. 

 

Set how often the images should update. As a rule of thumb you should set a long 

time between updates to avoid visitors on low or restricted bandwidth having to 

download your images regularly. 

 
Choose a size for your thumbnails. 

 

Select how large you want the images to be when a visitor clicks on them. 

 

1 

2 

3 

4 

6 

5 
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Step 2 

Drag the Twitter widget to the 

area of your web page you 

would like it to appear.  

 

Double click on the widget, the 

settings screen will appear. 

 

 

 

 

 

 

 

4 

Enter a keyword, or a username to search for. 

 

Select the type of search, you can select usernames or keywords. 

 

Choose how often you want the widget to update. 

 

Decide if you want to show retweets in your widget. 

 

1 

2 

3 

4 



Customer Support | Website Publishing Tool Manual 

Page 68 

 

Add a tweet 

The Tweet this button will allow 

visitors to share links to your 

web pages on twitter easily and 

quickly. 

 

 

 

Step 1 

Click Widgets, and expand the 

Social section to find the Tweet 

this widget. 

 

Step 2 

Drag the Tweet this widget to 

the area of your web page you 

would like it to appear.  

 

The button will appear on your 

webpage. The callout icon next 

to the button records how many 

visitors have tweeted from your 

page. 

 

 

 

Use the slide bar to choose how many tweets you want shown in your widget. The 

widget will always show the most recent tweets first. 

 

5 
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Facebook 

Like 

Step 1 

Click Widgets, then expand the Social section to find the Facebook Like widget. 

Step 2 

Drag the Facebook Like widget to the area 

of your web page you would like it to 

appear.  

 

Click on the widget, then click the settings 

cog to open the settings options. 

 

 

 

There are two types of settings to set. 



Customer Support | Website Publishing Tool Manual 

Page 70 

How the button will appear on your website 

 

 

 

 
 

 

 

 

How a like will appear on Facebook 

When a visitor likes your page using the Facebook widget, their friends will be able to see this 

like. These settings allow you to choose how this like will appear to their friends. 

The Settings Section 

Checking this box will show the faces of visitors who like you. 

 

From the drop down menu, select the label on the button. You can choose either 

Like, or Recommend. 

 
Choose the colour theme to match your site. 

 

Choose a layout style 

to match your design. 

 

Choose a width for 

your button. 

 

1 

2 

3 

4 

5 

5 
1 

2 

3 
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How these settings appear in Facebook 

 

 

 

 

 

 

Enter a title for the Link. 

 

Enter the URL of the image to be used. If you have already uploaded the image, 

you can find its URL in our chapter: Finding the URL of an image you have added. 

 

Enter your site name, this will appear just under the title for the site. 

 

Select Website from the drop down menu. 

 

Enter a brief description of you r site and why people way want to visit it. 

 

5 

3 

1 

2 

4 

5 

3 

2 

1 
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Google+ 

Step 1 

Click Widgets, and expand the 

Social section to find the 

Google +1 widget. 

Step 2 

Drag this widget to the area of 

your web page you would like 

it to appear.  

 

 

Visitors will now be able to recommend your page publicly on Google +. The callout icon next 

to the button records how many visitors have recommended your page. 

 

Social Bookmarking 

The social bookmarks widget allows visitors to share your page with friends and colleagues in a 

number of different ways. 

Step 1 

Click Widgets, and expand the 

Social section to find the Social 

Bookmark widget. 

Step 2 

Drag this widget to the area of 

your web page you would like it to 

appear.  
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Click this button in preview mode to view the options available to your visitors. 

Add ons and Widgets 

Comments 

The comments widget allows visitors to post comments on your website. You have the option 

of approving or declining these comments. The comments widget can be added to multiple 

pages, comments created on one page will not be displayed on others, making this useful for 

reviewing products. 

Step 1 

Click Widgets, then expand the 

Content section to find the 

Comments widget. 

Step 2 

Drag this widget to the area of 

your web page you would like it 

to appear.  

 

 

Step 3 

The comments widget will appear on your website. You are unable to use the widget in design 

mode, but you can enter preview mode to test this widget and post a test comment. 
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Any comments will be displayed above the comments form. 

Managing Comments 

Back in design mode, visit the page showing your comments form. Any comments made will be 

displayed above this form. 

 

New comments will have an Approve or Delete button next to them. 

 

  

 

Approve: Make the comment 

visible on your website. 

 

Delete: Remove the comment. 

 

1 2 

1 2 
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Changing how comments look on your website 

 You can control each aspect of how customer comments will appear on your webpage. In this 

example we will make the comments stand out a little more to add depth to the site. 

Step 1 

Click the comments 

widget, then click on 

the Settings cog. 

 

Step 2 

 

The settings section will open. Click Styles.  

Step 3 

First we will change the container for the 

comments. Click the Edit button next to Comment 

Container. 

 

 

Step 4 

Click Background, and select a light 

coloured background for the 

container. 

 
 

 

 Quick tip: If the comment has already been approved, this button will change to 

decline. The decline button will remove the post from the website but allow you 

to approve in the future. 
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Step 5 

Click Spacing and add a 5px Margin across 

the top, right, bottom and left of the 

container.  

Step 6 

Click Borders. We have added a Solid 

White Border with a width of 5px top, 

right, bottom and left. 
 

 

In this example, we have also added a rounded corner 

to the Top Left and Bottom Right. 

  

 

Step 7 

 

Click Shadows. In this 

example we have just 

increased the opacity of 

the Box shadow to 30.  
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Once done, click Save Changes. 

Step 8 

Click the Edit button next to Comment 

Author. 

 

 

In this example, we are just changing the 

font size and the colour. 

 
 

Once done, click Save Changes. 

Step 9 

Click the Edit button next to Comment Author. 

 

 

Again, we are just changing the font size to 

match the font we selected in Step 8, then 

choosing a complimentary colour. 

Once done, click Save Changes. 

 Note:  Older web browsers are unable to display Shadows or Visual FX on your 

site. 
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Step 10 

Click the Edit button next to 

Comment Text. 

 

Update the colour of the font to a 

light grey and set the Font Style to 

Italic. 

 

 

 

Step 11 

Next, we will move the 

text to the right so that 

it lines up with the 

author. Click Spacing, 

then add 60px of 

padding to the Left. 
 

 

Step 12 

Click the Edit button next to Comment Date. 

 

In this example, we are going to leave the font 

unaltered, but move the date slightly to the left 

to stop it spilling out of the container.  

 
 



 Customer Support | Website Publishing Tool Manual 

Page 79 

Click Spacing, and add 15px of Padding to the 

right. 

 

 

Click Save Changes once you are done. 

Step 13 

Click the Edit button next to 

Comment Text. 

 

Click Borders. In this example, we 

have added a slightly darker solid 

border with a width of 2px all round. 

 

 

 

Step 14 

Finally, we have rounded each of the corners by 15px. 

 

 

 

 

Once done, click Save Changes. 
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Forms 

 

 

 

 

 

Creating a new form 

The Forms widget will allow visitors to provide you feedback, contact you, or rate your 

products and services. Unlike the comments widget, the feedback cannot be displayed on your 

website automatically although you can configure your form to email you with the results, or 

download all comments onto your computer. 

Step 1 

Click Widgets, then expand 

the content section to find the 

Form widget. 

Step 2 

Drag this widget to the area of 

your web page you would like 

it to appear.  

 

 

 

The Forms widget will create a wrapper for 

you form to use. 

 

 
Once you have created a form, you can add 

fields for customers to fill in using the 

remaining widgets. 

 

2 

1 

1 

2 
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Step 3 

The new form Screen 

will open. 

 

 

 

 

 

 

 

Title: Enter a unique name for each form on your website.  

 

 

 

Submit button Text: Choose the text to show on the submit button on your form. 

This is set as Submit by default. 

 
Internal link - Optional: This will allow you to direct visitors to an internal page 

once they have completed a form and clicked submit. If you want to redirect to 

another page, select a page on your website in from the drop down menu. 

 
Description - Optional: Enter a description for your form. 

 

Email -Optional: If you would like to receive an email whenever a customer fills 

out a form, enter your email address in this box. 

 
External Link - Optional: This will allow you to direct visitors to an internal page 

once they have completed a form and clicked submit. If you want to redirect to 

another page, enter the URL of the website you want to link to in the box 

provided. 

 

1 

2 

3 

4 

5 

6 

 Important: Creating two forms with the same name on your website will 

cause data collection problems on both forms. 

1 

2 

3 

4 

5 

6 
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Once you have created your form you can start adding fields to it. To add a field, simply drag 

the field widget into your form. 

 

There are 5 different field types you can add to your form. 

Date Picker 

The date picker provides visitors with a calendar that they can select a date from. 

  

Star rating 

The star rating allows visitors to rate an item 

 

 Quick tip: You can alter these details after you have created the form. Simply 

double click on the form and enter your new details from the settings menu. 

 Note: You must drag the form Field 

Widgets into your new form. If you see 

the Create new Form options appear you 

have dragged the widget outside the 

form. Click Cancel and drag the widget 

onto your form again.  
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Text Box 

This allows visitors to enter a short piece of text. This is useful for fields like Name, Email 

ŀŘŘǊŜǎǎΣ ǿŜōǎƛǘŜΣ ǘŜƭŜǇƘƻƴŜ ƴǳƳōŜǊ ŜǘŎΧ 

 

Text Area 

This allows visitors to enter a large piece of text. This is useful for feedback, comments or 

messages to you. 

 

Select box (Drop Down Menu) 

This allows customers to select an item from a drop down menu. Useful for selecting products 

or services, or of you are creating an email form, for selecting the type of enquiry. 

 

Example Form 

In the following example, we will create a feedback form containing the following fields: 

¶ Name 

¶ Email Address 

¶ Telephone Number 

¶ Product 

¶ Date of Purchase 

¶ Rating 
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Step 1 

Click Widgets, then expand the Form 

section to find the Form widget. 

Step 2 

Drag this widget to the area of your 

web page you would like it to appear.  

 

 

Step 3 

Enter a name for your form and your 

email address in the boxes provided. Then 

click Create form. 

 

Add a Name Field 

Step 1 

Drag the Text Box Widget onto your 

new form.  

  

 

Step 2 

Double click the form to open up the settings menu and mouse over the text box and click the 

settings cog. 

 Quick tip: Red dashed lines will appear around your form. Drop the 

ǿƛŘƎŜǘ ǿƛǘƘƛƴ ǘƘŜǎŜ ƭƛƴŜǎΦ LŦ ǘƘŜ ά/ǊŜŀǘŜ ƴŜǿ ŦƻǊƳέ ōƻȄ ŀǇǇŜŀǊǎΣ ŎƭƛŎƪ ŎŀƴŎŜƭ 

and try again. 
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Step 3 

9ƴǘŜǊ άbŀƳŜέ ƛƴ ǘƘŜ Title Text Box, then 

add a brief description in the box below. 

 

 

Step 4 

Click the Validation tab, then enter an 

error message to be shown if the form is 

submitted and the field is blank. 

 

Step 5 

Click OK. 
 

Email Address 
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Step 1 

Drag the Text box widget onto your 

form. 

 

Step 2 

 

Double click on the Form to open the settings. Now when you hover the mouse over the text 

box another settings button will appear. Click this button. 

 

Step 3 

9ƴǘŜǊ ά9Ƴŀƛƭ !ŘŘǊŜǎǎέ ƛƴ ǘƘŜ Title text box, 

and a description in the box below. 

 

 

 

Step 4 

Click the Validation tab, Select E-mail Address 

from the drop down menu then enter an 

error message in the text box provided. 

Step 5 

Click OK.  
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Telephone Number 

Step 1 

Drag the Text box widget onto 

your form. 

 

Step 2  

Double click on the Form to open the settings. Now when you hover the mouse over the text 

box another settings cog will appear. Click this cog. 

 

Step 3 

9ƴǘŜǊ ά9Ƴŀƛƭ !ŘŘǊŜǎǎέ ƛƴ ǘƘŜ Title text box, 

and a description in the box below. 

 

 

 

Step 4 

Click the Validation tab, Select Telephone 

Number from the drop down menu then 

enter an error message in the text box 

provided. 
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Step 5 

Click OK. 

Date of Purchase 

Step 1 

Drag the Text box widget onto 

your form. 

 

Step 2 

Double click on the Form to 

open the settings. Now when 

you hover the mouse over the 

text box another settings 

button will appear. Click this 

button. 
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Step 3 

9ƴǘŜǊ άDate of Purchaseέ ƛƴ ǘƘŜ Title text 

box, and a description in the box below. 

Step 4 

Click OK. 

 

 
 

Product menu 

Step 1 

Drag the Select box widget 

onto your form. 

 

 

 

Step 2 

Double click on the Form to open the 

settings. Now when you hover the 

mouse over the text box another 

settings button will appear. Click this 

button. 
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Step 3 

9ƴǘŜǊ άtǊƻŘǳŎǘέ ƛƴ ǘƘŜ Title text box, and 

a description in the box below. 

 

At the bottom of this window are the 

options for creating your drop down 

menu. 

 

 

 

 

 

 

 

1 

Shows the Value associated with each product in the drop down menu. This will 

appear in any emails to you, or if you export the data. The top value is the default. 

Customers will not be able to see this value. 

 
Shows the text that will appear in the drop down menu for customers to choose. 

The top value is the default. 

 

This button allows you to add a new value to your drop down menu. 

 

This button will allow delete a value from your menu. 

 

1 

2 

4 

3 
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Step 4 

Add new values to your menu until 

complete. Once your values have 

been entered click OK. 

 

Star rating 

Step 1 

Drag the Star rating widget onto 

your form. 

 

 

Step 2 

Double click on the Form to open 

the settings. Now when you hover 

the mouse over the text box 

another settings button will appear. 

Click this button. 
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Step 3 

9ƴǘŜǊ άwŀǘƛƴƎέ ƛƴ ǘƘŜ Title text box, 

and a description in the box below. 

 

Step 4 

Click OK. 

 

Comments  

Step 1 

Drag the Text Area widget 

onto your form. 

 

 

Step 2 

Double click on the Form to 

open the settings. Now when 

you hover the mouse over 

the text box another settings 

button will appear. Click this 

button. 
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Step 3 

9ƴǘŜǊ άwŀǘƛƴƎέ ƛƴ ǘƘŜ Title 

text box, and a description in 

the box below. 

 

Step 4 

Click OK.  

The form is now complete. 

 

Changing the look of a form 

You can change the Text styles using the styles editor, to change the look of the Submit button 

you will need to edit the CSS directly. 
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Double click on a form to open the settings 

options. Then click Styles. 

 

 

Name  and Description styles 

Step 1 

Hover your mouse over the style you want to 

change and click Edit. 
 

Step 2 

The Style Editor will appear. Edit your text style. 

 

 

 

 

Style Attributes: Choose an attribute to edit. 

Settings: See and change the settings for each attribute. 

Preview pane: View how the text will look on your website. 

2 

1 

3 
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Step 3 

Click the Save Changes button once you 

have finished editing your text style. 

 

 

Changing the Submit button 

The submit button does not have a user interface to edit its style, however you can make 

changes to it by editing the CSS. As with links, there are two styles: 

¶ .widget-formarea-button ς Standard button. 

¶ .widget-formarea-button:hover ς The button when the mouse if hovering over it. 

In this example we will make the button look the same as the links we created in the chapter 

Making your links look like buttons. 

Step 1 

Click CSS, then find the text that 

shows .widget-formarea-button 
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Step 2 

First we will change the background colour. 

When we updated the links on the website we 

created a colour using the colour picker. 

Within the colour picker is the Hexadecimal 

value of the colour. In this example we will 

use this, you could also get a value of a colour 

using online tools such as: 

http://www.w3schools.com/tags/ref_colorpic

ker.asp or http://colorschemedesigner.com  

 

 

 

Find the background attribute and change the colour from transparent to the colour you 

choose. 

 

 

 

 

 

Step 3 

Next we added some spacing around the text. In this example we added 3 points of padding 

across the top and bottom and 8 points of padding to the left and right. Find the padding 

attributes and add the padding you want. 

 

 

 

http://www.w3schools.com/tags/ref_colorpicker.asp
http://www.w3schools.com/tags/ref_colorpicker.asp
http://colorschemedesigner.com/
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Step 4 

Now add a white border to your style. Find the border-color attribute and change the border 

colour. 

 

 

 

 

Step 5 

In this example the border has a width of 3px. Find the border-width attributes. There are four 

in total. 

 

 

 

 

Step 6 

By default the CSS does not contain a radius attribute, so we need to add one. In this example 

we have set the radius to 5. Under the Border-bottom-Width attribute add a new line with the 

following:  border-radius:5px; 

 

 

 

 

Step 7 
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.ȅ 5ŜŦŀǳƭǘ ǘƘŜ /{{ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ ŀƴ ŀǘǘǊƛōǳǘŜ ŦƻǊ ǘƘŜ ǎƘŀŘƻǿΣ ǎƻ ŀƎŀƛƴ ǿŜ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŘŘ 

one.  

 

In this example we have set the shadow to a grey colour, with a blur of 10px. We have added a 

new line under the text-shadow attribute. 

 

 

 

 

Once complete the .widget-formarea-button section will look as follows: 

 

 

 

.widget-formarea-button 

{ 

 font-family: Arial,sans-serif; 

 font-size: 12px; 

 line-height: normal; 

 text-decoration: none; 

 font-weight: bold; 

 color: white; 

 margin-left: 0px; 

 margin-top: 0px; 

 margin-right: 0px; 

 margin-bottom: 0px; 

 padding-left: 8px; 

 padding-top: 3px; 

 padding-right: 8px; 

 padding-bottom: 3px; 

 border-style: solid; 

 border-color: #ffffff; 

 border-left-width: 3px; 

 border-right-width: 3px; 

 border-top-width: 3px; 

 border-bottom-width: 3px; 

 border-radius: 5px; 

 text-shadow: none; 

        box-shadow: 2px 2px 10px  #888888; 

 Quick tip: More information regarding this attribute, and a tool to test your code 

is available at: http://www.w3schools.com/cssref/css3_pr_box-shadow.asp  

http://www.w3schools.com/cssref/css3_pr_box-shadow.asp
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 background: #78a324; 

} 

  

 

Step 8 

Next we will update the .widget-

formarea-button:hover section to 

show our hover style. In this example 

the button should look the same, but 

appear slightly lighter.  

 

Click CSS, then find the text that 

shows .widget-formarea-button 

 

 

 

Step 9 

Find the background attribute and change the colour. In this example we have chosen a 

slightly lighter shade of green. 

 

 

 

 

Step 10 

Next we added some spacing around the text. In this example we added 3 points of padding 

across the top and bottom and 8 points of padding to the left and right. Find the padding 

attributes and add the padding you want. 
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Step 11 

Now add a white border to your style. The hover section does not have a border attribute by 

default so the following lines will need to be added. 

 

 

 

border-style: solid; 

border-color: #ffffff; 

border-left-width: 3px; 

border-right-width: 3px; 

border-top-width: 3px; 

border-bottom-width: 3px; 

border-radius: 5px; 

 

In the example we have added them under the background attribute. 

 

 

 

 

 

Step 12 

.ȅ 5ŜŦŀǳƭǘ ǘƘŜ /{{ ŘƻŜǎƴΩǘ Ŏƻƴǘŀƛƴ ŀƴ ŀǘǘǊƛōǳǘŜ ŦƻǊ ǘƘŜ ǎƘŀŘƻǿΣ ǎƻ ŀƎŀƛƴ ǿŜ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŘŘ 

one.  

 

 Quick tip: More information regarding this attribute, and a tool to test your code 

is available at: http://www.w3schools.com/cssref/css3_pr_box-shadow.asp  

http://www.w3schools.com/cssref/css3_pr_box-shadow.asp
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In this example we have set the shadow to a grey colour, with a blur of 10px. We have added a 

new line under the border-radius attribute. 

 

 

 

 

Once done the .widget-formarea-button:hover section will look as follows: 

 

 

 

.widget-formarea-button:hover 

{ 

 font-family: Arial,sans-serif; 

 font-size: 12px; 

 line-height: normal; 

 text-decoration: none; 

 font-weight: bold; 

 color: white; 

 margin-left: 0px; 

 margin-top: 0px; 

 margin-right: 0px; 

 margin-bottom: 0px; 

 padding-left: 8px; 

 padding-top: 3px; 

 padding-right: 8px; 

 padding-bottom: 3px; 

 text-shadow: none; 

 background: #b3dd64; 

   border-style: solid; 

 border-color: #ffffff; 

 border-left-width: 3px; 

 border-right-width: 3px; 

 border-top-width: 3px; 

 border-bottom-width: 3px; 

 border-radius: 5px; 

        box-shadow: 2px 2px 10px  #888888; 

 cursor: pointer; 

} 

 

Your form and button will look as follows: 
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Form with new button style  Form with new button hover style 

Testing a form 

You can test a form in preview mode.  

Step 1 

Click Preview at the top of the editor, and 

enter some details into the form. 

 

Once done click the button to submit your 

details. 

 

 

 

 

 

 Quick tip: If you have configured the form to send you an email, you should receive 

an email at this point. 
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Step 2 

Click Website at the top of the screen and double click on the form to open the settings. 

Step 3 

Click Database. The details you just entered will be shown as a row in the database settings. 

 

 

Exporting completed forms 

You can export all completed forms as a CSV file. This can then be opened in Excel for your use. 

Step 1 

In website editor mode, double click on your form to open the form settings. 

Step 2 

Click Database. A list of all your customer entries will be displayed. Click Export Data at the 

foot of the screen. 

 


































































































