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INTRODUCTION

This documentation takes you through the process of building a website step by step using the
Neetrix SiteFront system.
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THE PROCESS OF CREATING A WEBSITE IN NEETRIX

Step 1. Getting to the right place

Login, click on the SiteFront tab and navigate to the Website section.

Step 2. Create a new website

Click on the +Add Website tab and set website formatting.
Take some time to think about how you want to structure the site.

Step 3. Create the pages for your website

Click on + Add Sub Page to add new pages, then give the pages a name and title.
Select page type (Blog, Gallery, Store) and configure each page.

Step 4. Import media files.

Go to the Files tab and upload any images or videos you want to include on your website.
If you are including a gallery upload media from the Galleries section.

Step 5. Add content to pages

Click on the Edit Page Content tab then +Add item to add detail to a page.
Add menus, images, text, contact forms and/or security forms to your pages.

-

Optional Stages




Step 5. Add a blog

If you are including a blog on your website, create a new blog and link it to your website.
e Create blog posts to add to your blog.

Step 6. Add a Gallery

e If you have included a gallery in your website click on the Galleries tab and then on the

+Add New Gallery tab.
e Add albums and media to the gallery.

Step 7. Add a Store

If you want to run an online shop on your website you will need to add a Store page in the
+Add Page or as your Homepage.

From the page type tab select the store you want to use from the Choose a Store option.
Go into the Store tab and add products and other information.




WHERE TO BEGIN

Once you are in the SiteFront, you can access the website section by clicking on the Websites tab.
This will display any existing websites and allow you to create a new website.

De mo CO m pa 1] y’ manage organi sation switch organi ==tion

Home SiteFront StareFront Accounting

DashBoard ‘ Websites Blogs Galleries Files Themes

* The Demo Website

Edit Pages dema site. neetrix.com Wien Eemove

+ add web address

Wehsite Seftings

Edit Webszite Template

» The Second Website

HOW TO CREATE A NEW WEBSITE

1. Add a new website by clicking on the blue + Add Website button on the right of the

screen.

+ Add Website

The following page will be displayed for you to set up the Homepage of your website.



DashBoard Websites Blogs Galleries Files Themes

Add Website  back

Friendly Name:
fi5 Required)

Manre your wehsite for your owe EfeEace.

Homepage Layout:

Homrepage layout is use to defime the layout of the One Column
howepage

4

Website Address: ittp: |

Enter yourdomain rawe orcreate one esing ek

datrain Oht[p'f}l SItR BB COm

Theme:

2. Give the website a name in the Friendly Name field — this will be used to reference the site.
3. Select the number of columns for this page from the Homepage Layout drop-down list.

4. Enter the website address in the first Website Address field. If you do not yet have an
address add a temporary address using the second radio button. This can be used until your
site goes live when you will need to register a domain name.

5. In the Theme field select a theme for your site from those available by clicking on the radio
button. You can change it later if required.

6. Click on the Add button.

This saves your Homepage and allows you to edit some of the page settings and enter further
details for your website as well as edit the theme or page type using the tabs. For more
information see the Adding new pages to your website page.

The next task is to add set up the other pages and add content.



ADDING NEW PAGES TO YOUR WEBSITE

1. Add new pages to your site click by clicking on +Add Sub Page button on the right of the
screen.

+ &dd Sub Page

A page similar to the Homepage is displayed ready for you to amend the details set earlier
and add further page information.

2. Give the page a name and title.
3. Select the number of columns for this page from the Homepage Layout drop-down list.

4. Set the dates you want the page to go live and to be hidden. Click Never Expires if the
page is permanent. The default is set at Started and Never Expires.

Note: Pages where the date is set in the future or have expired will not be available on the
site.

5. Add any relevant keywords to the Page Keywords field. These will help search engines find
your website page.

6. Add a description to be used when your site is displayed in search engine information.

7. Click the Add button to save the page.

Once you have saved the page advanced users can add the following details.

1. Add a specific style sheet from the Css File Name drop-down box.

Note: you will have to import the css file via the Sitefront/Files section.

2. Check the Search Engine box if you do not want this page to be visible to search engines.

3. If you want this page to be accessed through a login screen select Private Secured from
the drop-down list.

4. Click the Save button. When you have added or edited details you must click the Save
button to so these changes are not deleted.



DELETING A WEBSITE

You can delete the website using the Remove this website button.

Warning: This will remove the entire website and not just this page.
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THE WEBSITE SETTINGS TAB

Once you have created your website you can change the settings, add new website addresses or
redirect the page to a different webpage using the following tabs.

Help Test Site  back

Pages | Website Settings Website Addresses Webpage Redirection

Click on the Website Settings page to amend:

e Friendly Name

e Website Title

e Add a website slogan or strap line

e Specify a page default in case one of your webpage's cannot be found

e Add a CSSfile

Click on the Website Address to add a new website address if your website has more than one
domain name.

e To see what the website looks like click on the view button.

e To delete a website from the list click the remove button.

Click on the Website Redirection tab if you have changed your website name and want to send
visitors to a different site.

11



THE PAGE TYPE TAB

WHAT TYPE OF PAGE SHOULD YOU SELECT?

You can select from 4 different page types when creating web pages. The type of page you select will
depend on the type of website you are creating. The options are:

|L WEBPAGE

Used for any website pages that does not have a specific purpose and the default setting.
An example of a webpage is shown below.

Neetrix business simplified.

Home | Help Desk | Login

Neetrix Helpdesk
Useful Contact Information

Welcome to the MNeetrix help desk. Here you will find help and information on using the
Sales & Support

0845 862 8800

man-fi Gam-5pm

E il Remote Assistance » Contact Sales Online

This special tool allows one of our support engineers to control your = Contact Support Onling
computer remotely. Once the remote assistance tool has been
installed you will see a 6 digit number on screen. Provide this number
to your support engineer when instructed.

Neetrix business management system.

» Contact Biling Online

oy r Contact Sales, Support or Accounts Departmennt
&l
=

Whether you are a new customer or an existing user, you can contact
us at any time with any questions, comments, suggestions or
problems that you may have.

12
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BLOG

Used when writing a blog. An example of a blog page is shown below.

Latest at Neetrix

Home « Latestat Neetiix

06 Dec 2010

Sunny Carribean or Snowed-in the UK, Neetrix is Ready to Serve Your
Business

Freezing temperatures and snow in the UK. are disrupting the supply chain for
retailers. Some of them, located away from the cities are at risk of running out of
fuel. As Britain is experiencing the earliest snowfall since 1993, frozen roads and
disrupted traffic stand in the way of running a traditional brick and mortar
business, Extreme winter spells may last for a days and this year's early start to
winter has disrupted road, rail and air transport not only in Britain, but also in
many parts of northern Europe. As snow covered much of the country, delays on
major roads and railway lines or dosing down of airports are creating havock for
businesses of every kind.

With both employers and employees unable to get to work. and offices closed due
to the unfavourable weather conditions, the only place you could feel safe would
be up in the cloud. Online businesses can be protected from such crises and
Neetrix suite caters to the needs of every entrepreneur who decides to move his
business online. Not only can you host your websites using SiteFront, your
ecommerce store using StoreFront. but everything from Accounting to Marketing
and and Customer Service can be accommodated by our flexible platform.

If you want to be protected against any adverse weather conditions, there is no
safer place than cloud computing. Office administration, control over products and

business simplified.

) Register Now!

*  Start Using Neetrix Today!

On This Page

Sunny Carribean o Snawedin the UK,
Heetrix is Ready ta Serve Your Business

StoreFront Bets Frige Matrix Suppert
Mars Ways Ta Reducs Your Wor Hoad
Online Security With Nestrix

Sell Mare Types of Products

Heetrix On Ta A Grest Start

Helping You Get Delivery Calsulations
Correct

Ascourting Beta Now Availsble
Wierry Chrisimas and a Happy Hew Business
Heetrix Officially Goes On Sale

StoreFrant Gets First of Many Payment
Gatewmys

Eringing it Together

Category Cloud

Accounting (5)
Customer Management (5)

SiteFront (17)

GALLERY

Used when displaying pictures. An example of a gallery page is shown below.

demos that are out of this world.

Samples

Powkred By
N+ SiteFront

13



ﬁ STORE

Used when creating an online shop. An example of a store page is shown below.

The Demo Store

Demo Professional Pack Demo Starter Pack

14



THE THEME TAB

A theme is the template which sets the overall look of the background for your website.

When you create a page you can change the theme for that page by clicking on the radio button of a
different theme.

Page Settings Theme Page Type E

Choose a Theme for this page:

O Ancther Theme O Demo Theme

15



ADDING PAGE CONTENT - OVERVIEW

The following screenshot displays the Adding Content page and gives an overview of area functions.

Hide/Show Content
Back button J button

Actions Menu +Add Items
button
Web address
Homepage back http:ﬁ’fhelptm Hide Content Aotions

Drag your selected ity

Wehpageiian) ShOW A” AreaS
e checkbox

Clipboard
Items menu
Contant Area Header /
/

orgot Password Form
llows custamers to reset their login

zanord
General
Item’s menu

Content areas

NN\ e
- \ \ / Item selection J

menu

Security Items J

Content is added to the website using a drag and drop technique.

On the right hand side of the screen you can see the different items you can use to create website

content.

Back Takes you back to the webpage menu.

Hide/Show Content Hides text and HTML from the content areas.

Actions Allows you to change the settings or theme without leaving

this page.

Add Items Shows or hides the Items menus.

Show all Areas When checked makes all content areas visible. When
unchecked shows only those areas that have content.

16



Clipboard Items Contains items saved to the clipboard for reuse.

General Items Contains items used to build your website content.
Security Items Contains login and password items.

Item selection area Lists items available for use in the selected menu.

Content areas Designated areas for particular website content e.g. Footers.

HOW TO ADD PAGE CONTENT

1. Click on the page you want to edit. Then select the Edit Page Content tab.

Homepage wigw page

. ] [ me 3 . o
| Pane Settinos | Theme Pane Type | T f + &d Sub Page

2. Select the item your require menu depending on whether you are adding a saved item
(clipboard), login items (security) or any other items (general).

3. Click on the item you want to add to your page and drag to the area you want it to appear.
The area you have selected will be displayed in yellow.

4. Note: Some items such as Site Navigation or Contact are designed to be added to specific
areas of the page or particular pages. See General items for more information.

5. Complete the required details in the box.

6. Click on Save to insert the item in the page.

7. Close the screen by clicking on the x at the top of the screen.

17



EDITING PAGE CONTENT

To edit a content area:

1. Hover over the area you want to edit with the mouse. The following menu will be displayed.

Edit | Delete | Copy To Cliphoard

Content Area

2. Click on the action you want to take. You can remove an item by clicking Delete or copy it to
the clipboard for use later by selecting Copy to Clipboard or you can edit the item by clicking
on Edit.

3. Make the changes and click Save to insert the changes.

4. Close the screen by clicking on the x at the top of the screen.

18



ITEMS - OVERVIEW

WHAT IS AN ITEM?

An item is a function that allows you to add a particular type of information to your webpage.
Items are divided into 3 sections:

e General Items
e Security Items
e C(Clipboard Items

General Items allows you to add text, images or videos as well as more advanced HTML to the page.
Security Items allows you to set up a login form and associated items.

Clipboard Items allows you to save and reuse content you have already created for use in other
pages.

Items are added by dragging them from the Item menu to the area of the page you want them to be
displayed.

19



CLIPBOARD ITEMS

The Clipboard Items section allows you to save content you have already created, such as navigation
menus, for use on other web pages.

1. When you have added and configured the items you want to save hover over the content area

containing that item to display the following screen. Click on Copy To Clipboard.

Edit | Delete | Copy To Clipboard

2. Enter a name for the copied item in the Friendly Name menu and click on Save.

Friendly Name: |Navigation|
{Is Reguired)

3. This will add the item to the clipboard area.

Drag wour selected item to the
webpage to add it

Show All Areas
> Clipboard Items (2)

logo ®
Image

Navigation %
Site Navigation

4. To reuse an item drag it from the clipboard area into the relevant content area.

20



GENERAL ITEMS

The General Items section allows you to add content easily to your web pages without programming
skills.

HOW TO ADD TEXT TO YOUR WEB PAGE

1. To add text click on the Text or HTML item and drag it to the content area you want it to be

displayed. The following screen is activated.

Blsouce bl o B9 @ @ @ « HE EHe BI U= Xx
) EIEOREAE O stes < Mormal <] Font

Here iz some text far the Help testsite.l

2. Add the text or HTML using the functions on the screen.

3. Save by clicking on the Save button highlighted below.

&..PFP 3O

Here is some text for the Help test site.l

4. When you have finished adding text or HTML close the screen using the x button on the top

right of the screen.

21



HOW TO ADD AN IMAGE TO YOUR WEB PAGE

1. To add an image click on the Image item and drag it to the relevant content area. The

following screen is activated.

Title: |

Image File: |
(fs Requirad)

Link To: @NotSpeciﬁed
O httpi /A
OHomepage =

New window: []

2. Click on the Select Image button to open the following screen.

Upload Images delete selected
[] File Name Type
[ klag icon jpg g
[ business-peaple.png prg
[ gallery icon jpg Jjpg
[ HeaderBackground1 jpg ipg
[] HeaderBackground? jpg irg
[ HeaderBackground3 jpg g
[ HeaderBackgroundd jpg ing
[ HeaderBackgrounds jpg g
[ HeaderBackgroundé jpg ing

MeetrixLogo (1).pn0 prg
[ store icon.jpg ing
[ website icon.jpg ing
[ website_creation_newpage! jpg g

Last Modified Date
16 Dec 2010 15:05
12 Aug 2009 00:48
16 Dec 2010 15:05
12 Aug 2009 0025
12 Aug 2009 00:25
12 Aug 2009 0023
12 Aug 2009 00:25
12 Aug 2009 00:25
12 Aug 2009 00:25
01 Sep 2010 12:38
16 Dec 2010 15:06
16 Dec 2010 16:07
16 Dec 2010 15:08

-~

File Marme: |£CDntenUNeetrixLDg0 (11.png

3. Upload images if they are not already loaded, by clicking on the Upload Images button.

Select the image or images you want to upload from the menu and click Open. The files will

be added to the directory and can now be selected from the list. Note: You can view the

images as thumbnails by clicking on the right hand button at the top of the screen —

highlighted in the picture.

4. Check the box of the image you want to add and click Select.
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Add a title, if required — this will be visible on the website.

If you want the image to link to another page check one of the Link To: radio buttons and
specify the page either through the drop-down list or by typing in the URL. Check the New
Window box if you want the page to open in a new window when selected.

Click on the Save button.

When you have finished adding images close the screen using the x button on the top right

of the screen.

23



HOW TO ADD A VIDEO TO YOUR WEB PAGE

1. To add a video clip click on the Video item and drag it to the relevant content area. The

following screen is activated.

Title: |wideo for Webpage

Media Type: @E
Width: [
Height: | |

¥ideo Url:  |http:/fwww . youtube com/watch?y=0-AvCFskyly |

{75 Regquired)

2. Give the video a title, if required - this will be visible on the website.

3. Select the media type from the drop-down list.

4. Specify the width and height in pixels if you want your video to be a certain size otherwise the
default will be applied. (YouTube - 425x344, Metacafe - 400x345, Vimeo - 425x239.)

5. Enter the video website address, this is the URL shown in the browser when the video is
viewed.

6. Click on the Save button.

7. When you have finished adding the video close the screen using the x button on the top right

of the screen.
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HOW TO ADD A CONTACT FORM TO YOUR WEB PAGE

1. To add a contact form to your page click on the Contact Form item and drag it to the

relevant content area. The following screen is activated.

Email To: [judith@elsmentarywebshop.ca.uk
{Ts Required)

Subject:  |Feedback from website
(i's Regaired)

Success Message:  Your submission was successful
{Ts Required)

Title: |

Thank You Page: [yot specified | |

Include Captcha: [

2. Enter the address you want the email delivered in the Email To: field.

3. Add a title in the Subject field — the default is ‘Feedback from website'.

4. Add the message to be displayed when the contact has clicked the Send button in the
Success Message box.

5. Add a title for the contact form, if required this will be visible on the website.

6. If you want to display an acknowledgement message each time someone has contacted you
select a page from the drop-down list. If you don't select a page then the contact will be
directed back to the contacts page. Note: You will have to create this separately.

7. Click on the Captcha button if you want to include a user authentication button to prevent
spam.

8. Click on the Save button.

9. When you have finished close the screen using the x button on the top right of the screen.

25



The finished form will look similar to the following:

Submit y'uur feedback here:

Title
First Mame

Last Mame

Feceive newsletter

s

comments

OIS ary’

Type the two words: = |
| | # | { meCAPTCHA™
2] foad Boks,

CUSTOMISING THE FORM

Once you have added the contact form you can customise it by editing, adding or deleting fields.

1. Hover over the contact form in your web page and click Edit.

2. You can then edit existing entries from this screen.

Email To: [judith@elementarywebshop.co.uk
(Is Required)

Subject: [Feedback from website

(s Required)

Success Message: [vour submission was successful

(s Required)

Title: [Submit your feedback here:

Thank You Page: n

Include Captcha: []

B pelete

Field Name

Title

First Mame

Receive newsletter

.
-
.
-
.
» LastMame
.
-
.
-

Comments

add new field

Type Is Required

Qptions
Text
Text

Check Box

Textares

26



Check the Is Required box if you want this information to be mandatory. Then if the user
does not enter this information the request will not be valid.
Edit a field by clicking on > icon to open the following screen. Make the required changes and

click on Save.

Label: |[comments
(Is Reguired)

Type: Textarea

Is Required: []

Default value:

Max Charactors:
Columns: |

Rows:

Delete

Remove a field from the form by clicking on the Delete button.
Add new fields by clicking on the add new field button. Enter a field name, select an input
type from the drop-down list and specify whether the field is a mandatory entry or not. Click

on Ok to add the field to the form.

£y
y Comrments Textarea O

>
P Text [»] Fl

add new field Textarea

' Check Box
Optians ya
Email

Click on the Save button.

When you have finished amending the fields close the screen using the x button on the top

right of the screen.
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HOW TO ADD A SITE NAVIGATION TO YOUR WEB PAGE

1. To add a page link to your page click on the Site Navigation item and drag it to the relevant

content area. The following screen is activated.

Link Label Link To Link Type New window

add new field

2. To add a new link, click on the add new field button. The following screen is displayed.

Label: [Cantact Fam

s Reguired)

LinkTo: O

® | Contact-Form |v

New window: [/

3. Enter a name for the link.

4. Specify the page the link will display. This can be done by typing in the URL (if the page is
external) or selecting a page from your website from the drop-down list.

5. Check the New Window box if you want the page to be displayed in a new window. Note:
This is a good idea if linking to an external page.

6. Click on the Save button and close the screen.

7. Add any other links you want including in this area of the page this way.
Note: You can move the links up and down the screen and edit them by clicking on > button.

8. When you have finished, close the screen using the x button on the top right of the screen.

28



HOW TO ADD A BREADCRUMB TRAIL TO YOUR WEB PAGE

To add a navigation trail to your page, click on the Breadcrumb Trail item and drag it to the

relevant content area. This adds a trail to your web page so the user can easily track where
they are on a website.

Latt frea Headar

Home =» contact form

CONFIGURING THE ADVANCED SETTINGS

The Advanced Settings function allows advanced users to set meta information or enable Javascript

libraries such as jquery on the page.

1. To add Javascript queries to your page, click on the Advanced Page Settings item and drag it

2.

to the relevant content area. The following screen is activated.

JQuery:
Jquery UIL:

Meetbox:

Head Elements:

Javascript Files:

Identify the meta information type by checking the relevant box.

29



3. Enter the head elements and Javascript file details in the boxes. The content box will not be
visible but can be edited by hovering over the content area and clicking on Edit.
4. Click on the Save button and close the screen.

5. When you have finished, close the screen using the x button on the top right of the screen.

HOW TO ADD WIDGETS AND HMTL SNIPPETS TO YOUR WEB PAGE

The Add Widgets and HTML snippets function allows you to add content from other sites such as
Facebook or Twitter to your website.

1. To add small programmes or applications to your page, click on the Add Widgets and HTML

Snippets item and drag it to the relevant content area. The following screen is activated.

2. Paste in the HTML code for the widget you want to insert into the screen.
3. Click on the Save button.

4. When you have finished, close the screen using the x button on the top right of the screen.
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HOW TO ADD A CUSTOMER REGISTRATION FORM TO YOUR WEB PAGE

1. To add a form that will allow users to register on your website click on the New Customer
Registration Form item and drag it to the relevant content area. The following screen is

activated.

Success Message: |Thank you, Your registration has been successful,

Customer Status: 2 .
B Active Client

Customer Group: R — ‘j

Auto Login:

Include Captcha:

2. In the Success Message box enter the message you want displayed after a customer registe

3. If you want the customer to be directed to another page after registration, specify the page
from the drop-down list.

4. Set a Customer Status from the drop-down list, if required. The default is set to No Status.

5. If you want to add these customers to a group check the Auto Login box. Note: Groups are
set up from the Customer Profile in the Customers section.

6. If you want customers to be logged in automatically after registration check the Auto Login
box.

7. Click on the Captcha button if you want to include a user authentication button to prevent

spam.

Once you have added this form you can edit the details and refine the form.

rs.
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EDITING A FORM

4.

5.
6.

Click on Edit from the area content. The Customer Registration Form page is displayed with
extra settings.
You can edit any of the fields from here as well as change the customer details. Click on the

Customer Information Edit button.

LUstomer Lroup: ‘ I:l Not Specified |v‘

Customer Infomation:

Customer Action:

futn | nain- 1

From this screen you can specify which fields want displayed on the form by checking or

unchecking the boxes.

[ T'rtle ] [ Company Mame ] [ Email ] [ Password ]
[ Billing Address ] [ Deliver\; Address ] [ Day’time Mo ] [ Evening i ]
[ (%I Mobile ] [ MFax ]

Include Captcha: A

You can specify an action taken out after a customer has registered by clicking on the
Customer Action Edit button. Note: Actions are edited from the Customer Profile in the

Customers section.

ACton Y. smstes | |
Noof Daysafter | |

Registration:

Description:

Click on the Save button and close the screen.

When you have finished close the screen using the x button on the top right of the screen.

32



When you have configured the form it will look similar to the one shown below.

Title

First Name

Last Name

Company Name

- Login Informmation -

Ernail Address

Password

Daytime Phone Mumber

Ewvening Phone Number

tobile Phone Mumber

andly could

Type the two wards: | =]
o { ReCAPTCHA™
| | [ ) | stop apam.

read books.




HOW TO ADD THE PAGE TITLE TO YOUR WEB PAGE

1. To add the title of the page to your page click on the Page Title item and drag it to the
relevant content area. This adds the page title as shown on the browser tab to the specified

area of your web page.

HOW TO ADD A BLOG SUMMARY FEED TO YOUR WEB PAGE

1. To add a blog feed to your page click on the Blog Summary Feed item and drag it to the

relevant content area. The following screen is activated.

Title: My Blog

Maximum entries ﬂ

to show:

Blog Page: |g|gq -

Enter a name for the blog feed in the Title field.
Specify the maximum number of entries that will be visible from the drop-down menu.
Specify the page you want the blog feed to be displayed.

Click on the Save button.

o vk W N

When you have finished close the screen using the x button on the top right of the screen.
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SECURITY ITEMS

The Security Items section allows you to add a customer login form, customer login status and a
form to allow the user to reset a forgotten password. These items will allow users to login securely to
your website.

HOW TO SET UP CUSTOMER LOGIN FUNCTION

1. To add alogin form, click on the Customer Login Form item and drag it to the relevant

content area. This will allow users to login to a secure area on the website.

Email Address
I I

Password

2. To add a status alert drag the Customer Login Status to the relevant content area. This will

display whether the user is logged in or not.

Latt Araa Footer

Checking Status...

3. To add an item that allows your user to reset a forgotten password, drag the Forgot
Password Form to the relevant content area. Your user will then be able to use this to reset
their password if it is lost.

Latt Area Headar

Email Address

Note: These items can all be added to the same content area.
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4. Add meaningful text to the login items to make them user friendly.

Login Here

Email Address

Password

See General Items/Text or HTML for information on how to do this.
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THE WEBSITE TEMPLATE

The website template sets the overall look for all the page of your website. Any changes made to the

template will be reflected in all website pages using this template.

Items are added to the template in the same way as they are for other web pages.

Select the item you want to add to the content area.
Drag it over to the content area you want it to be displayed.
Configure item.

Click on the Save button to add the item to the template.

LA .

the screen.

The example below shows the addition of a site logo and navigation menu to the template.

Website Template back Hide Cantent
Content will show on ALL pages within the website,

Drag your selected
webpage to a

[¥] Show Al Areas
- Cliphoard lterns (2]

logo
Image
Navigation
Site Navigation

Homme Page + General ltems
Contact Faorm

e ' Secury tems

Neetrix

Lett Araa Headar

Contant drea Headsr

For specific information on how to add items to the template see the Items pages.

When you have finished adding items, close the screen using the x button on the top right of
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BLOGS

WHAT IS A BLOG

A blog (weblog) is an online diary made up of short frequent posts related to your business. It can be
used to keep customers informed of company news, products or promotions.

WHAT IS THE DIFFERENCE BETWEEN THE BLOG PAGE ON YOUR WEBSITE AND
THE BLOG TAB?

The Blog page is part of the structure of your website whereas the blogs application is where you
create blogs and individual postings.

CREATING A BLOG

1. To create a blog or blog post click on the Blogs tab.

DashBoard Webhsites | Blogs Galleries Files Themes

2. Ifyou are creating a new blog click on the + Add New Blog button.

+ Add New Blog

3. Give the Blog name and description.

o

Add New Blog X

Fill in the following to add a blog

Blog Name: |

Blog Description:

4. Click on Add to save the blog.
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5. The Blog Settings page is displayed allowing you to amend the fields and apply other settings

to your blog.

Help Test Blog  back

Recent Blog Posts Search | Blog Settings | Categories

Blog Name: .Help Test Blog
s Reguined )

Blog Description: [the blog for the test help
wehsite.

Hide Blog Post's Date: [

Comments: @ Do Mot Allow Blog Post Comments
C Use Disqus Online Commenting

Do you have a Disqus account? No? Yow'li need ohe. Go here
Didf you add a site? No? Add it here

Shart Mame:

If you do not want the date on your blog posts click Hide Blog Post’s Date: If you do not
check this the post date is posted is automatically added to the blog every time you post a
new article.

If you want to allow other people to comment on your blog you will have to have a Disqus
account. If you already have one of these you will have to register your website. To do this go

into the Disqus site - http://disqus.com/admin/register/ and fill in the form. If you do not have

a Disqus account go into the signup page - http://disqus.com/profile/signup/ and get a

commenter profile. Then register your website.

Click on the Save button to apply the changes.
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ADDING BLOG POSTS

You will need to add new posts to your blog at regular intervals.

1. To add a new post click on the +Add Blog Post button.

+ Add Blog Post

2. Give your post a name in the Title field.
3. Then add your text and any other content in the word processing screen.

Add Blog Post  pack

Title: |ty first blog

fls Reguired)

Entry Content: 2 25
El source  of B @B M @

et Ee@ B I U= X, x2

= i 9

R3]
& FEOEE OS] syes = Mormal =1 Font -
- AT

Here iz my first hlog for the help test =ite|

4. The following details will be added by default. You can amend any of the details before
adding the blog post if required.

Entry Date: |18 Jan 2011 11:40

Posted By: | nith Statfard |«

Status:

Approved ‘ - ‘

SiZze e
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5. Click on the Add button to save the post.

6. Click the Back button at the top of the page to go back to the main blog menu.
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MANAGING BLOG POSTS

The main blog menu allows you to change the status of a blog or add new blog posts.

Help Test Blog  back

‘ Recent Blog Posts ‘ Search Blog Settings Categories + Add Blog Post

i posted on 19 danuary 2077 1140 GMTH00
My first blog y
by Sudith Stafford

7. To change the status of a blog click on the drop-down list highlighted above and select the

relevant entry.

CATEGORIES
Posts can be organised by category. You can set up any number of categories for you blog posts.

1. Click on the Categories tab.
2. Click on the add new category button.
3. Enter a name in the blank field.

4. Click ok.

Help Test Blog  hack

Recent Blog Posts Search Blog Settings Categories + Add Blog Post

test blogs ok

add new categony

When you have added a category you can go into your blog posts and assign each post to a category.

5. When you add a category the category name is added to the blog post page. Click on the

radio button for any of the categories to which you want that blog to belong.
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Note: A blog post can belong to more than 1 category.

Categories:
y Clnew product blogs CJtest blogs

+ Add Mewy Category

You can identify individual blogs by using the Search facility. Type in part or all of a blogs name and
click Go.

Note: You can only find blogs by their name not their date.

Help Test Blog  back

Recent Blog Posts | Search | Blog Settings Categories

ifirsﬂ | m

My first blog
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ASSIGNING A BLOG TO A WEBSITE

1. Blogs are assigned to websites in the Blog page of your website from the Page Type tab.

Blog wigwy page

Page Settings Theme ‘ Page Type | Blog Posts

Page Type:

Tioe of the page car be set 3 weh B'Og =
aFge, Alog, gallery or shore

Choose ablog: | Help Test Blog v|

You e3n oedte 3 Rew ome or seleot

Fr exishing ome (T iz aleady
oregbed.

2. Go to the Choose a blog menu and select the blog you want to assign to your website from
the drop-down list. If you want to assign your website to a new blog go into the Blog section
and create the new blog first then it will be displayed in the drop-down list.

3. Click on Save.
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GALLERIES

WHAT IS A GALLERY?

A gallery is a collection of pictures or videos that are displayed on a website or web page.

In the Neetrix system the galleries are made up of one or more albums which contain either pictures
or video called media.

Galleries can be created on a webpage in an existing website or independently from the Galleries tab.

Home SiteFront StoreFront Accounting ackOffice Meethpps

DashBoard Websites Blogs Galleries Files Themes

+ Add New Gallery

+new gallery
~ Samples

Add Album

Wiew Alburns

Gallery Seftings

» Weddings 2010
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ADDING A GALLERY

1. To add a new gallery go into the Galleries section by clicking on the Galleries tab. Then click

on the +Add New Gallery tab.

+ Add New Gallery

2. Enter a name and description.

Add New Gallery

Fill in the fallowing to add a gallery

Name: |Help Test Gallery |

Description: |pictures for the

test help site|

3. Click on Add to save the gallery.

Help Test Gallery  hack

Albums Gallery Settings |

Galleries:
fi5 Required)

Gallery Description:

Help Test Gallery

pletures for the test help site

delete

You can now add albums and media to this gallery.
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ADDING ALBUMS AND MEDIA

You will need to create an album and add images or videos to you gallery. You can have as many
albums as you like per gallery.

1. Too add a new album click on the +Add New Album tab.

2. Give the album a name and description.

Add New Album

Fill inthe following to add a album

Name: |He|p Test Album

Description: |album for test help

3. Click on Add to save the album.

Help Test Album  back

Media | Album Settings |

+ Add New Media

AlbumTitle:
(I5 Reguired)

Album Description:

Help Test Album

albwn for test help

You can then add images or videos to your album.
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ADDING MEDIA

1. To add images and videos to an album click on the + Add New Media tab.

Help Test Album - Add New Media  back

Name: |test video
(s Regquired)

Description: |test wvideo

Media Type: Olmage File

@/ vouTube video |+ putube. comiwatchv=gaf-GiyoR.Jk&feature=player_embedded

2. Give the media a name and description then select the media type by clicking on the Media
Type radio button.

3. Navigate to the image file using the Browse button or select the video source and type in the
URL.

4. Click on Add to save the file to the album.
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ASSIGNING A GALLERY TO A WEBSITE

1. Galleries are assigned to websites in the Galleries page of your website from the Page Type

tab.

Ga”ery wigw page

Page Settings Theme | Page Type | Albums

Page Type:

F
Tyoe of the page can he set 2 weh ; Gallery i
pIge, dlog, gallery or store

Choose agallery: | Help Test Gallery

row can oedte 2 mew one or select
a2 existing ore if it iz aleady
oreated.

2. Go to the Choose a gallery menu and select the gallery you want to assign to your website
from the drop-down list. If you want to assign your website to a new gallery go into the
Galleries section and create the new gallery and add albums and media first, then it will be
displayed in the drop-down list.

3. Click on Save.
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ADDING FILES TO WEBSITES

You can use the Files section to add and delete files to your websites.

1. Click on the Files tab.

DashBoard Wehsites Blogs Galleries [ Files Themes

Upload Images delete selected

|:| blog icon jp... D business-peo... D gallery icon.. D HeaderBackar .. D HeaderBackar ... D HeaderBackgr ...

B (T T

Neetrix

D HeaderBackar ... D HeaderBackar ... |:| HeaderBackgr ... D MeetrixLoga ... D security te... D securty ite...

2. Click on the Upload Images button.

3. Select the file or files you want to add to your website from the Select Files screen and click
Open.

4. The files are uploaded individually using the process shown below. You can delete a file

before it is uploaded by clicking on the red x button.

Upload Images delete selected

files_add1.jpg (48.96KB) - 0% m
blog_1.jpg {31.12KB} [X|
blog_add1 ipg (2.39KE) [X]
blog_addz.jpa {24.38KB) B
blog_add3.jpg (45.74KB) m

5. To delete an already uploaded file. Select the file for deletion by checking the box.
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6. Click on the delete selected button to permanently remove the file.

Upload Images delete selected
= _= —— - BT
=
|:| hlog iconjp... V blog_1 jpg D blog_add jpg |:| hlog_add1 jp...
e = _ o
e | e
D huzinezs-peo. . D files_addl ... files_add2 ... D gallery icon...

You can also add images from a website page using the Image item when editing the page content.

See Items/How to add an image.




THEMES

|WHAT IS A THEME?

A theme is a type of template that sets the overall look of a website by setting out the number of
columns and background. You can change a theme for the whole website or just for a particular page.

THE THEME FILES TAB

UPLOADING AND DELETING A FILE

Files for themes are adding and deleted the same way as they are for the Files section.

DashBoard Websites Blogs Galleries Files | Themes |

Another Theme  pack

Theme Editor J Theme Files Theme Settings
Upload Images delete selected
E
Mwiog.ess O econtertel pn... O econtertsetto... O conterter pn... O contertLete... O econtertete...
m
D ContentRight... D ContentTL pn... D ContentTopB.... |:| Contert TR pn... D footerBG png |:| form.ces

1. Click on the Upload Images button.

2. Select the file or files you want to add to your website from the Select Files screen and click
Open.

3. To delete a file. Select the file for deletion by checking the box.

4. Click on the delete selected button to permanently remove the file.
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EDITING THEMES

1. You can edit an existing theme by selecting that theme and clicking on the Theme Editor

button from the main Files page.
~ Another Theme

|2 Theme Editor

Theme Files

Theme Settings

r Demo Theme

b help test theme

2. Edit the theme code from the coding screen.

3. Change the number of columns from the Column selector box.

View code
screen only Column/CSS file
selector

Save View code and /
button preview screens [ Refresh button J

bther Them
/ Theme Editor Aﬂe Files Theme Settings

/

B,/ S e

<!DOCTYPE html PUBLIC "-//W3C//DTD XHTML 1.0 Tramsitional//EN" “hoep://wn®
<html xmlns="http://www.w3.org/ 1999/ xhtml">
<head>
<title>[PageTitle]</titlex
<meta http-equiv="Content-Type” content="text/html; charset=utf-8" />
<meta name="Description” content="[PageDescription]” />

Add New CSS tab

+ Add Ne - Cssis

/
ch

<meta name="Keyuords" content="[PageKeywords]" />

<link rel="stylesheet" type="text/css" href="/Content/Theme/style.css" .

<link rel="stylesheet" type="text/cos" href="/Content/Theme/twololumlel Prevlew new
</head> 3

<body> h 1
<div id="header"> theme
<div id="navigation"s
<div id="navPadding">

[Navigation] </fdivs
</dive ‘}
<div id="banner">[PageHeader]

<div id="logo">[Sitelogo] |LeftAreaHeader]

</div>

<div id="slogan”>[Fite$logan] |LeftArea)

</fdiv>
(/;igiw [LeftareaF ooter] [CogtentareaFooter]
<div class="colmask leftmenu”s

<div class="colright">
<div mlass="rnllwrants

[ContentAreaHeader]

ontentArea)

[ Coding screen J [ Preview screen J
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4. To see the theme before it is published clicking on the code and preview screens button — the
theme layout is displayed in the right hand Preview screen box.

5. Click on Save to apply your changes to the theme.
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ADDING A NEW THEME

1. To add a new theme click on the + Add New Theme button...

+ Add New Theme

This opens the following screen.

Site Theme Name: |he|p test thermne]
s Reguired)

Based On: | gank Theme I

Enter a name for the new theme.
Select a theme that will act as a template from the Based On: drop-down list.

Click on the Add button to save the theme.

AR

Amend the theme from the Theme Editor page. For more information on editing see the

Editing Themes page.

DashBoard Websites Blogs Galleries Files Themes

help test theme  hack

+ Add New CssiJs

J Theme Editor ‘ Theme Files Theme Settings

\

= i
X E One Column

<!DOCTYPE html FUBLIC "-//W3C//DTD XHTML 1.0 Transitional//EN" "http://www.w3.org/TR/xhtmll/DTD/xhtmll-tr,
<html xwlns="http://wuw.w3.org/ 1999/ xhtml > Two Columns (Left
<head>
<title>[PageTitle] </title> ﬁ Two Columns (Right)
<meta http-egquiv="Content-Type" content="text/html; charset=utf-g" />
<meta name="Description"” content="[Fagelescription]” /> @ Three Columns
<weta hame="Keywords" content="[PageFKeywords]"™ />

<link rel="stylesheet" type="text/css" href="/Content/Theme/style.zss" /> blog.css
</ head>
<body> element.css
<div id="wrapper'":>

<div id="header"> shiecss

<divr[FiteHeader] </ divs =
<div> [PageHeader] </divs>
P S T A

6. To add a new css or javascript file click on the + Add New Css/Js button highlighted above.
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7. Give the file a name and select the file type of either css or js from the drop-down list.

New File

File Name: |testoss

8. Click on the Add button to save the file. You can then select that file from the Preview or

Column drop-down lists to use with a theme.

EI One Column

EI One Column
thtmll-tr

EI Twa Columns (Leff

4

1] Twa Columns (Right

E Three Calumns

blog.css
element.css
style.css
G

THE THEME SETTINGS TAB

The Theme Settings tab allows you to set the product images sizes and the thumbnail sizes for the
images in the stores that are shown in SiteFront.

56



GLOSSARY

Name Description

Actions Allows you to change settings and themes for a web page while adding the
content.

Album Albums belong to the Galleries section. Each album can contain a number of
media. A gallery can have multiple albums.

Back Takes you to the last page you were viewing.

Blog An online diary. Each blog is made up of a number of blog posts.

Blog feed A list of the last blog post entries for a particular blog on a web page.

Blog post An entry for a blog.

Breadcrumb trail

A navigation trail to your web page allowing the user to easily track where
they are on a website.

Captcha An application added to a registration form to prove the user is a real person
and help prevent spam.
Clipboard A holding area for already configured items.

Contact form

A form filled in by the user to initiate contact.

Content The items contained in your web page e.g. text, images, menu items, titles,
blogs and widgets.

Css file The file used to format the pages of your website.

Dashboard The Home area where information is organised and accessed.

Disqus account

An application that allows other people to comment on your blog post.

Files Imported images and videos used in your web pages.

Forms An area on your web page where a user inputs information that is sent back
to the Webmaster.

Gallery A collection of images and/or videos displayed in a webpage.

Homepage The starting point of a website.

Html Hypertext markup language. The programming language used by websites to
display information online.

Item A piece of content added to a web page.

Javascript library

A pre-written piece of code that performs a particular function.

Keywords

A word or phrase used to describe a subject used by search engines to
identify relevant websites.
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Layout The columns and sections that make up the structure of a webpage.

Login A form that allows the user to access secure areas of a website.

Media Used in the Gallery to identify the types of file, e.g. images or videos.
Navigation The process of moving around a website or webpage.

Page type Specifies the use of the web page as a blog, store, gallery or standard web

page.

Search engine

Computer program used to find information on the web.

Security

Configurable items that allow you to create a login page for users.

SiteFront

The area of the Neetrix system where you can create and edit your websites.

Start/Expiry date

The date the web page becomes visible and is then invisible from the website.

Store An online shop.

Sub page Any further pages created after the Home page has been created.

Template A framework for setting a standard look for pages on a website.

Theme A template and sets the overall look of a website by setting out the number of
columns and background.

Upload A method of importing files for use on a website.

Web address/URL Specifies where the website can be found. Usually in the following format:

http://www.neetrix.com/

Website redirection

Sends a user to a different website if the specified address changes.

Widget/snippet

A small application that can be installed and executed by a web user.

Window

A new page opened when a link is activated.
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