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Product overview (Dashboard)
Introduction

Why Do | need a site

Where do | start

Look And Feel

Adding a Page and editing the Content
Inserting Images

Inserting a Table

Adding a Form
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Go to the Log-In@vww.ipcoweb.com

Enter user name and password and click on login.
You can now see your dashboard which has a ligll gbur tools.

Logged in brett lawson (Log

Oub) Dashboard
E 1"- My Website My Account
— .‘l_ Clidk here to log into my website in edit mode Keep your acoount updated at all times
(==
My Email 3 My Address Book
Manage your email addresses b Store and update your contacts

| My Mobile Manager

Manage all SMS, MMS and email messages

F | My Website
—_— .J_ Clidk here to log into my website in edit mode

Clickon —= this is where you begin to build your
own website.
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Click on V"" this is what is called web mail. The way
web mail works is that you can view and open yeorals any time any where and on
any computer only if you have your user name arsdyward.
How to set it up, click on add a new e-mail it vaik you if you really want to add a new
e mail account click yes add a new one, a greemwltlacome up and say a new e-mail
has been added.

f"-*

My Account

Clickon ™ ) this brings up all your information it is
very important to keep this as complete and upate ds possible because it is useful
when clients need to know your VAT number or comypaagistration number you can
always find them here any time any where besides members those numbers
anyway. To change or update your details clicledih my detailsthis bring up a screen
that you can put new info into, once you have dbiaé just click on the update details
button and a green bar will come up saying youaitiehave been updated successfully.
If you click on change password, you can enterva password and click save now think
carefully before you do this.

. My Address Book

Clickon this takes you to your address book manager,
here you store all your personal info incl comparig such as company number, VAT
number and much more for you to access from anypoten 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 cae whis for advertising or just to keep
in touch. Credits for this service can be purchased



Look and feel

How to start building your website.

At the top left of the web page you will see a dahiy Vebsite Editor Bar

left click and hold on the grey bar, you can nowmthis to where you are comfortable
using it.

Using the Website Editor Bar Run your mouse on the inside of the block

popup’s will explain how to use this box and tell where to click so that you can fill
in your company name change colours and inseningistPlease note when changing
any images on a header, background, sidebar .footarttons, the recommended sizes
are displayed as a guideline

Waebsite Editor Bar y
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To start, click on the top image on your editor, lzer shown above with the red arrow.
This is called your header; a new page will appeat looks like this.




Change header image

=% Change Header Image

Header settings

Text (2

|

Banner Text Size Banner Font Banner Text Colo

|Ex Large V| |C|:|mi|: Sans V| #OOFFFF (@
Banner Background Colour Banner Image Repeat Banner Image Alig
#FFFFO0 @ |SetByTheme v| |Set By Theme v

[ Update header styles

] ’ Maore settings ] [Back]

change header image is where you can load an ithagenay have your company logo
or an image that shows what you produce orfsethember that the recommended size
of a header image is 775pixels x 150pixa&f¢hen you click orthange header imagea
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pcoweb

My Images

% Setto no image 'ﬂ Zip Uploader =% Upload Image

| Done

== Upload Image

My Images window will open click ¢ and this window will open
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N ) Image browser - Mozilla Firefox -0l x|

I |j |http:,l',fipcnparys.ipcnweb.cum,l'admin,l'uplnad_image i_j

@

lpcoweb

JS0m

I Upload Image File

| Browse.. |

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

once you have found your image click on t@oad button and you will get this
window

saying that the upload was succesful now closenmdow.



?) Image browser - Mozilla Firefox - 10| x|
i I \j |http:,I',I'iDEDDar':.-’S.iDEDWBb.EDI‘ﬂ,I'adI‘I'IiI‘I,I'LID|DaE|_iI'I'Ial;IE ’fj

i
| Ipcoweb

Upload Image File

@ Your file has been uploaded

[ | Browse.. |
Upload |

1 | Done
|

You should be left with this window
pcowsh

My Images

o ==

% Settono image 'ﬂ Zip Uploader = Uplaad Image

| Dene



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

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

Website Editor Bar o

#I his is where the bulttons flow owgwen
Edf wour CDREaRt Hars h

Site options

1

Tree structure

1

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 conypaeime in

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

Banner background colour. choose the colour of your header backro(rechember if
you have loaded a picture as your header and ywauasaolour as your background your
picturewill be replacedwith the colour you chose)




Banner image repeatthis tiles the picture repeating the picture luhie space in the
header is full.

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

Click on update header seting®r all your work will be lost!!

You ca repeat these steps for each of the aereasshith red arrows.

Remember always one of thddBEDATE SETTINGS, SAVE BANNER or SAVE
CHANGES!!

ADD CONTENT

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

Click on one of the buttons and you will get a ptus opens sayindEdit this pageleft
click on Edit this pageand this is what you will see.

)
HB I lUm EEEE ||--F0lmat-- vl--Fontfamin-- vl--Fontsize--vl
XB@(a%|EE =89 o VEJA-2-  RPDI
| | | | |—alE = x| av-&

e T




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

How to Insert a Image on the page that you arénedit

%’ insert an image:this is the simplest way to select and uploacctupe as seen
in the picture below (this should be a biginnénst foption)

@ zip upload: this is used to upload zip files

L

here.

insert/edit image:this is for more experienced users,URLs can betede

Filter Selected folder
fuser_images @ Fip Uoploader “’!f Create folder Upload ﬂ_ﬂ Refresh

click on upload as seen above and you get the wirldow to browse for your
image once you have found it click upload.you wée upload succesful.



d;‘:l Upload
Uze the form to upload files.

Valid extensions: gif, jpg, png
Max upload size: 10 MB
Path: fuser_images

File to upload: | |(Browse..
-

Az file name: | L |

[ Upload ] | Cancel |

Here you can see all your images that have beadetb

Expand the menu as seen on the first red arroncgaichoose from these options
remember you will replace what you are busy witheogou save any changes made here.

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



{= Moxiecode Image Manager - Windows Internet Explorer

& | http: {fdemo.iteg. co.za javascript/tinymee fiscripts ftiny_mce fpluging fimagemanager jpages im findex, html

Al faLor'rte
Inzert
i Delete
Eclit
. ey
click here to expand ofn q‘ B = - -
options o= - i = - —
- i i 5 %
i =i I = W = @ = i |
click on the picture to
select it
5 Al | =ikl o R o = |
- rFy - Y - T
o o = o = i - S | w
€D mternet % 100%

Inserting A table (This will also help to keep y@age
looking professional)




=
click on this icon to insert &ble -
“ Insert/Modify table - Windows Internet Expl... |’._||E|r>__(|

£ | http: f{demo.iteg. co. zafjavascript/tinymee fscripts finy_mce (plugins/tz

ml Advanced
— General properties
Columns Rows
cellpadding [ | Cellspacing | |
Alignment Border
Width Height
Class | -- Not sat -- v|
Table caption B

€ Internet F 100% -

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 seerddhis block empty, we have
chosen to have it visable by putting a 1 in theklo

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 dohave to use a table to build a site)

H®B 7 Us|=
% Ea @8 5
o | |

|| - Format - w I - Font Family -- v I -- Font size - |

=9 o LESA-2-  BPDR
| | —2[E| * « |2 %O

— e I
m

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

|| Paragraph VI -- Fant family -- vl - Font zize -- Vl

=9 o | UEITA-Z-|RGEDQ
= | - |G| — 2 x| Q2 %-

look for a picture here

click in any of these blocks and start to
type the table will grow to accomodate

| text as well as pictures that you put into
it

click i this block then
look for a picture. once
vou have selected vour
picture it will be placed
i as a thumbnail vou
can then click on it to
see it full size.

= *%- click on the table and

these blocks appear
click and hold vou can
stretch vour table to
SUL.







to link the picture to a web page click on the pietand then on this icc

the red arrow bellow shows a URL copy and pastéJiRe into the first box where it
saysLink .

Target has 2 options, new window or same window.
Title is what the popup block will say when you run ymouse over the picture

Click insert and it is linked.

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

Adding A Form

When you want some one to send you a e-mail orcsiiesto a service that you are
offering and you need them to send you certainrmétion 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 thige optionsbar to get a drop down menu of all
the options as seen bellow.



click onadd new formto build a form that you would your clients to fiti, here you
choose what information should be filled in.

see bellow how this page would be filled in if In@estarting a web demo club. The
keyword and description blocks are how Google ahdrosearch engines will find you
and display you on their sites



click onCreate new form and continue

now start aAdd new text field




see below how a name field has been created anceguired field as the check box is
checked andlick save

so far your form should look like this.



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



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



click onadd new text areahere you can get feedback from clients see below




this is what you will see.



now click save form page. You now have a form thatleadilled in by your clients



