
 
 
Web-Express user manual  

1. Product overview (Dashboard) 
2. Introduction 
3. Why Do I need a site 
4. Where do I start 
5. Look And Feel 
6. Adding a Page and editing the Content 
7. Inserting Images 
8. Inserting a Table 
9. Adding a Form 

 
Go to the Log-In@ www.ipcoweb.com  
 
Enter user name and password and click on login. 
You can now see your dashboard which has a list of all your tools. 
 
 
 

   
 
 
 

Click on   this is where you begin to build your 
own website. 
 
 
 
 



Click on   this is what is called web mail. The way 
web mail works is that you can view and open your e-mails any time any where and on 
any computer only if you have your user name and password. 
How to set it up, click on add a new e-mail it will ask you if you really want to add a new 
e mail account click yes add a new one, a green bar will come up and say a new e-mail 
has been added. 
 

Click on  this brings up all your information it is 
very important to keep this as complete and up to date as possible because it is useful 
when clients need to know your VAT number or company registration number you can 
always find them here any  time any where besides who remembers those numbers 
anyway. To change or update your details click on edit my details this bring up a screen 
that you can put new info into, once you have done that just click on the update details 
button and a green bar will come up saying your details have been updated successfully. 
If you click on change password, you can enter a new password and click save now think 
carefully before you do this. 
 

Click on   this takes you to your address book manager, 
here you store all your personal info incl company info such as company number, VAT 
number and much more for you to access from any computer anywhere online as long as 
you have your password.  
  

Click on  this will bring up a number of ways 
for you to communicate with your clients; you can use this for advertising or just to keep 
in touch. Credits for this service can be purchased AT    
 
 
                      
 
 
 
 
 

 
 
 



 
Look and feel 
 
 
How to start building your website. 
 

At the top left of the web page you will see a drag able  
left click and hold on the grey bar, you can now move this to where you are comfortable 
using it. 
 

Using the  Run your mouse on the inside of the block 
popup’s  will explain how to use this box and tell you where to click so that you can fill 
in your company name change colours and insert pictures. Please note when changing 
any images on a header, background, sidebar .footer or buttons, the recommended sizes 
are displayed as a guideline 
 
 

 
 
To start, click on the top image on your editor bar, as shown above with the red arrow. 
This is called your header; a new page will appear that looks like this.     
 
 



 
 

change header image is where you can load an image that may have your company logo 
or an image that shows what you produce or sell.Remember that the recommended size 
of a header image is 775pixels x 150pixels . When you click on change header image, a  



     

My Images window will open click on and this window will open 



                 

click on the Browse button and find the image you would like to upload.  

once you have found your image click on the Upload button and you will get this 
window                                                                                                                          

saying that the upload was succesful now close this window. 



                                                                                     

You should be left with this window     

                        



  look for the image that you are going to use and left click on it. You will get a preview 
of what you clicked on if it is the image that you are happy with then at the bottom left of 

the window left click and it will be your new header image.   

 

 

 

 

Header settings: in the text box type in the name of your company 

Banner text size: choose how big you want your company name 

Banner font: choose the kind of syle that you want your company name in 

Banner text colour: choose the colour you want your company to be  

Banner background colour: choose the colour of your header backround.(remember if 
you have loaded a picture as your header and you save a colour as your background your 
picture will be replaced with the colour you chose)  



Banner image repeat: this tiles the picture repeating the picture until the space in the 
header is full. 

Banner image align: this allows you to choose to align your picture in the banner, from 
any of the four corners  

Click on update header setings or all your work will be lost!! 

 

You ca repeat these steps for each of the aereas shown with red arrows. 

Remember always one of these UPDATE SETTINGS, SAVE BANNER or SAVE 
CHANGES!!!!  

ADD CONTENT  

now that you have your look and feel of your website it is time to add things like products, 
what  you or your business do (about us) maybe a map. the easiest thing to do is surf the 
internet and look at a few web sites to give you a better understanding (it might also help 
with a few ideas) lets get started. 

Click on one of the buttons and you will get a page that opens saying: Edit this page left 
click on Edit this page and this is what you will see. 

 



this works very similar to word lets start with some of the icons that you can see: 

 

 

 

 

How to Insert a Image on the page that you are editing 

insert an image: this is the simplest way to select and upload a picture as seen 
in the picture below  (this should be a biginners first option) 

zip upload: this is used to upload zip files 

insert/edit image: this is for more experienced users,URLs can be inserted 
here. 

 

click on upload as seen above and you get the window below to browse for your 
image once you have found it click upload.you will see upload succesful. 



 

 

 

 

 

Here you can see all your images that have bee uploaded. 

Expand the menu as seen on the first red arrow you can choose from these options 
remember you will replace what you are busy with once you save any changes made here. 

Click on the picture as seen on the second red arrow and it will select it and place a 
thumbnail where you had last clicked. 



 

 

 

 

 

 

 

Inserting A table (This will also help to keep your page 
looking professional) 



click on this icon to insert a table                                                                                                                  

 

columns: run top to bottom. 2 have been selected. 

rows: run left to right . 2 have been selected. 

cellpadding: 

cellspacing: 

alignment: can be done once the table has all its content. 

border:  if you don’t want the tables border to be seen leave this block empty, we have 
chosen to have it visable by putting a 1 in the block. 

Width: this may change once you start to add content.  

Hight: this may change once you start to add content. 

Class: 

Table caption: 

Click Insert once you have selected your table setup. 



Your table will look like this (Remember you don’t have to use a table to build a site) 

 

do not panic if it is not the size you were looking for it can now be fixed. 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



to link the picture to a web page click on the picture and then on this icon  

the red arrow bellow shows a URL copy and paste the URL into the first box where it 
says Link . 

Target has 2 options, new window or same window. 

Title  is what the popup block will say when you run your mouse over the picture 

Click insert and it is linked. 

 

once all your text and pictures are where you want them then cilck on 

  

 

 

 

 

Adding A Form 

When you want some one to send you a e-mail or subscribe to a service that you are 
offering and you need them to send you certain information then you can use the form to 
create that page and set-up they way you want it. 

click on the block on the right side of the site options bar to get a drop down menu of all 
the options as seen bellow. 



                                        

click on add new form to build a form that you would your clients to fill in, here you 
choose what information should be filled in. 

 

 

 

 

 

 

 

see bellow how this page would be filled in if I were starting a web demo club. The 
keyword and description blocks are how Google and other search engines will find you 
and display you on their sites 



 

click on Create new form and continue 

 

 

 

 

 

 

 

 

 

now start at Add new text field 



 

see below how a name field has been created and is a required field as the check box is 
checked and click save 

 

so far your form should look like this. 



 

 

now add an E-mail field and at validation select E-mail this will ensure only a valid E-
mail address will be accepted.  



 

A new Telephone field has been added as seen below this field is not required as the 
check box has not been checked. 



 

click on add new text area here you can get feedback from clients see below 

 



this is what you will see. 

 

 



now click save form page. You now have a form that can be filled in by your clients                                              

 


