Total Web Solutions
Administrative Reference Manual

Visit the Resources page at www.eChristianStore.com for updates to this
manual and FAQs page for Frequently Asked Questions.
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Introduction

Sample Home Page
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Your Site In Admin Mode

The screen shot below shows you site in Admin mode. You'll notice you now have an
administrative banner across the top of the page (outlined in blue below). Your site is made up of
pages or tabs, columns, and modules. You can have as many pages or tabs as you like (Home,
Search Products, etc.). Each page or tab has up to 3 columns. Unused columns disappear when
you exit Admin mode. Each column can hold as many modules as you like (modules are outlined
in red below).
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You can add a new module to the page by selecting the module you want to use from the Module
list at the top of the page, selecting the column or pane you want to add it to, and clicking the Add
link.

Each module can be configured by moving your mouse over the edit icon #" next to the Module
heading. A menu will appear that allows you to configure module settings, module content, and
move the module around the page.
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Reference Section

Site Settings

The Site Settings page lets you configure various settings for your website.
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Title

This is the name displayed in the Title bar of your web browser. This field is also displayed on the
site banner if you do not specify a Logo.

Logo
You can select your logo to display on the site banner. You must first upload your logo using the
File Manager.

Portal Skin
You can change your site design by selecting a “skin” from the drop down box. The Preview link
lets you preview the skin without changing your site.

Portal Container
You can set the default container used for new modules added to your pages.

Admin Skin

You can change the design used for your admin pages. This should typically be set the same as
Portal Skin.
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Admin Container

You can set the default container used for admin modules. This should typically be set the same
as the Portal Container.

Description

Enter your META tag description here for search engines.

Key Words
Enter your META tag keywords here for search engines

Submit Site To Google
Use this link once you have entered your Description and Keywords to submit your site to
Google’s search engine.

Body Background

You can select a background graphic to use as the background for your site. You must upload the
graphic first using the File Manager.

Copyright
This is the copyright text that is displayed at the bottom of the screen.

User Registration

These settings whether your users can create accounts on your site. There are also settings on
the Manage Settings page that affect user accounts. Set this set to Public if you want to allow
your customers to create accounts on your site. Set this to None if you do not want to allow your
users to create accounts. You should also update your settings on the Manage Settings page to
match your selection here.
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Tabs

The Tabs page lets you manage the tabs on your site. Tabs on your site are synonymous with
pages.
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The Tab page shows you pages that are marked as hidden and that are not viewable from your
site navigation menu. For example, the Tab pages lets you view and edit the shopping cart page
or the search results page. If you want to add additional content to one of these pages, select the

tab in the list and click the edit button # . This will take you to that tab so that you can add/edit the
content on that tab.

Change Tab Order

Changing the order of your tabs affects how they are displayed on your navigational menu. You
can change the order of your tabs by selecting a tab and clicking the arrow buttons on the right.
The up Egand down & arrows move the selected tab up and down. The left 3 and right =
arrows move the selected tab under or out from under the next tab up in the list. Tabs that are
under other tabs show up as menus and sub-menus under the parent tab.

Edit Tab
You can edit a tab by selecting the tab and clicking the edit button 7

View Tab
You can view a tab by selecting the tab and clicking the view button .
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Tab Name

Enter the name for your new tab. This is the name that will be displayed on the navigational
menu.

Title
You can specify the Title for this page that will be displayed in the Title bar of the browser
window. You will not typically need to edit this field.

Description
You can specify META tag description for this individual page that override the META tag
description you entered on the Site Settings page.

Key Words

You can specify META tag keywords for this individual page that override the META tag
keywords you entered on the Site Settings page.
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Icon
You can select an image from the drop down list to use as a header icon for this page. You must
have previously uploaded the graphic file using the File Manager.

Parent Tab

You can make this tab a “child” of another tab by selecting it's “parent” tab from the drop down
box. Making this tab a child tab makes it display in the drop down menu of the parent tab on the
navigation menu. Leave this at <None Specified> if you do not want to make it a child tab.

Template Tab

You can make this tab start with the same modules you have added to another tab on your site
by selecting the desired tab from the drop down box. This does not copy the content or data from
the modules of the original tab. It only copies the modules. For example, lets say you have a
Featured Products module on your home page with 5 products listed. You create a new tab and
use the home page tab as your Template Tab. Your new tab will start with a Featured Products
module on it but will not have any products listed. You can leave this at <None Specified> to start
with a blank tab.

Tab Skin

You can select a skin to use for this tab and override the skin setting for your entire site as
configured on the Site Settings page. The Preview link allows you to view the tab with the
selected skin with out saving the change.

Tab Container

You can select a default container skin for this tab and override the default container skin setting
on the Site Settings page. The Preview link allows you to view the tab with the selected default
container skin with out saving the change.

Hidden
You can check this box to make this page “hidden” which means it doesn’t show up on your
navigation menus. You can still link to the page and view it.

Disabled

You can check this box to make this page “disabled” which means you cannot browse or view this
page. This can be useful when you want to create a “header” page for your navigational menu.
For example, the Admin link on the navigation menu has a list of pages under it but you cannot
browse to the Admin page itself. It serves as a “header” for the menu. Nothing happens when you
click on the link.

Administrative Roles
This determines who is able to edit this page on your site. You should not change this setting.

Authorized Roles

This determines who is able to view this page. You can create a page that only Registered Users
can view by creating a tab and un-checking All Users and checking Registered Users. Only
customers who log in to your site will be able to view the page.
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User Accounts
The User Accounts page lets you manage your registered site users.
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You can manage your registered site users using the User Accounts page. You can either browse
by the first letter of the users name (note: the name John Doe is found in the “J” section) or click
the All link to display all users.

Add New User

Move your mouse over the edit icon # nextto the %

User Accounts page header to display the pop-up 4 User Accounts
menu and select Add New User (see picture at

right). This will take you to the Edit User Accounts |£] add New User

page where you can add a new user to your site.
5 Move To LeftPane

#] Move To RightPane
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You can also modify an existing user by clicking the edit icon /" next to the user’s name. This will
take you to the Edit User Accounts page for that user and allow you to edit or delete this user.

You can also view the date this account was created and the last time the user logged on at the
bottom of the Edit User Accounts page.
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Vendors

The Vendors page lets you manage banner advertising vendors for your site. After adding a
vendor and creating banners for that vendor you use the Banner module to place advertising
banners on your site using the information you have previously entered on the Vendors page.
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You can manage your banner advertising vendors using the Vendors page. You can either
browse by the first letter of the vendor’s business name or click the All link to display all vendors.

You can modify an existing vendor by clicking the edit icon #" next to the vendor's name.

Add New Vendor

Move your mouse over the edit icon # next to the Vendors page s

header to display the pop-up menu and select Add New Vendor 7 VEHC'DI'S
(see picture at right). This will take you to the Edit Vendors page
where you can add a new vendor to your site.

| i] Add New Vendor

(# M™ove To LeftPane
3 Move To RightPane
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Once you add a vendor you will have the option of creating banners for that vendor at the bottom
of the Edit Vendors page (see picture below). You can also see the number of views and click
throughs for this vendor.

Yiews: 0
Click Throughs: 1]

Banner Advertising

Banner Type URL Impressions CPM Yiews Clicks Start End

Create Mew Banner

The Banner Advertising section will allow you to view all the banners configured for this vendor
along with important information related to each banner.

Click the Create New Banner link to add a new banner. This will take you to the Banner page
where you can add a new banner for this vendor.
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Banner Name
Name you use to reference this banner.

Banner Type
Select the type of banner you are creating. This will correspond with the type of banner modules
you are using on your site.

Image
The banner image you wish to load. Use the Upload New File link to upload a new banner image
for this vendor.

URL
This is the URL you want to send your customer to when they click on the ad banner. If you leave
this field blank then a page with the vendor’s contact information will be displayed.

Impressions

This field represents how many times you want this ad banner to display. You can use this field to
limit how many times this banner is viewed. Set this field to 0 to have it display an unlimited
number of times.

CPM
This is the cost for 1000 impressions or views.

Start Date and End Date
Use these fields to control the schedule for this banner.
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Site Log

The Site Log page lets you view various reports about your site.

Select the report you wish to view from the Report Type field, enter the date range you wish to
view and then click the Display link to view the report. Use the Page Popularity report to see a
simple report on how many hits your site is getting.

Report Types
Affiliate Referrals — This report lets you view what sites your customers where on that
linked them to your site. This report works in conjunction with the Vendor functionality of
the site which allows you to setup Vendors that link to your site or that advertise on your
site. This report does not show what search engines customers used to find your site.
Detailed Site Log — Shows detailed information about each page visit to your site.
Page Popularity — Shows hit counts for each page on your site. The Last Request
column shows the date of the last visit to that particular page.
Page Views By Date — Gives you statistics on a per day basis.
Page Views By Day Of Week - Gives you statistics by the day of the week.
Page Views By Hour — Gives you statistics by the hour of the day.
Page Views By Month - Gives you statistics by the month.
Site Referrals — This report lets you see what site your customer was at before coming
to your site.
User Agents — Lets you see what type of browser your customer’s are using to view your
site.
User Frequency — Gives you statistics for customers who were logged on to your site.
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User Registrations By Country  — Shows you how many users you have registered on a
per country basis.

User Registrations By Date — Shows you how many users have registered on a per
date basis.
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File Manager

The File Manager pages lets you manage files on your site. Use this page to upload your logo
and other files.

Download File
You can download a file that you've previously uploaded to your site by clicking the Download link
next to the appropriate file.

Delete File

Click the delete button  next to the file you wish to delete. A confirmation box will let you
confirm that you want to delete the file so that you don’t accidentally delete anything.
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Upload New File

Move your mouse over the edit icon #° next to the File
Manager page heading and select Upload New File(s)
(see picture at right) to upload a new file. This will take you
to the File Upload page (see picture below).

On the File Upload page, click the Browse button to look

for the file you want to upload on your computer. Once you

find the file, highlight it and click the Open button. The file

you are wanting to upload will now show in the entry box

next to the Browse button. Click the Add link to add it your list of files to upload. You can add
additional files to your list to upload by browsing for another file and adding it with the Add link.
When you have selected all the files you wish to upload, click the Upload File(s) link. This will
upload your files to your website and return you to the File Manager page.
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Recycle Bin

The Recycle Bin page allows you to retrieve tabs (pages) or modules that you have deleted from
your site.

Restore Deleted Tabs
Restore a deleted tab by selecting the appropriate tab in the Tabs box and clicking the recycle

button . All content modules for the deleted tab are automatically restored when you restore a
deleted tab.

Restore Deleted Modules

Restore a deleted module by selecting the appropriate module in the Modules box and clicking
the recycle button . The Modules box displays the module title followed by the tab that is was
deleted from.

Clean Out Recycle Bin

You can permanently delete tabs or modules by selecting the tab or module and clicking the
delete button
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Manage Store Products

The Manage Store Products page enables you to add your own products to your site that
integrate with the searching and shopping cart features. Your store products can be searched for
by title or contributor.

Edit / Delete
Click on the View Details link or the product item number to bring up the detail page for that
particular product. The details page will allow you edit or delete a particular product.

Add Products

Move your mouse over the edit icon & next to the Manage
Products page heading and select Add Product (see picture at
right). This will take you to the details page (see picture below).
Once you have entered the appropriate information on the page
displayed below, click the Add button to add your product. Click
the Cancel button to cancel and return to the grid view above.
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Item Type or Grouping

The Item Type or Grouping field allows you to either integrate your store products with the
Christian Books & More database or create your own product groupings. For example, the CB&M
database has six product groupings on your website: Books, Bibles, Music, Videos, Software and
International. Those are the six search choices on the Quick Search module and the groupings
used on the search results page. If you want your store product to show up in Books then enter
“Books” in this field. If your store product is a used book then you could enter “Used Books” as
the grouping which would then add “Used Books” to the Quick Search module choices and would
show search results in Used Books as a separate grouping on the search results page. Note: You
must be consistent with your wording and spelling when creating groupings. For example, if you
create a grouping named “T Shirts” (with a space) and then enter some products with a grouping
of “T-Shirts” (with a dash) then you will have 2 separate groupings.

Item Number

You must enter a item number that is unique for your store for your product. If you do not have an
ISBN or UPC number for your product then you can create your own unique product number in
this field.

Secondary Number
You can enter an additional item number in this optional field.

Title
Enter your product title or description in this field.

Sub Title
Enter a sub title for your product in this field.
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Retail
Enter the retail price for your product in this field. You can place your store products on sale using
the Manage Sales & Discounts page after you have added your store product to your site.

Contributor #1 and Contributor #2

Enter the contributors (author, artist, etc.) for your product in these fields. Since you can only
search your store products by title or contributor, you may want to use these fields in certain
situations for the company that supplies your product. For example, if you are adding t-shirts to
your site and you want your customers to be able to search for all t-shirts from a particular
company then you could enter the supplier’'s name in this field. If you enter all your t-shirts from
“Karusso” as the contributor then your customers would be able to search for all t-shirts by
Karusso.

Category #1, Category #2, and Category #3
You can enter categories for your product in these fields. These fields are not searchable.

Binding
Enter the binding for your product in this field.

Publisher
Enter the binding for your product in this field.

Pub Date
Enter the published date for your product in this field. Enter the 2 digit month followed by a / and
the 2 digit year (MM/YY).

Image URL

Add an image for your store product using this field and the options below it. You can either add
your own image to your site to link to your product or you can link to an image already in the
CB&M database (useful if your adding used products to your site).

To link your own image to your product you need to first upload the image to your site using the
File Manager page. Once you've uploaded your image it will show up in the Uploaded Images
drop down box. Select the image from the drop down box and click the Load Uploaded Image
link. Your product image will then display in the Image Preview pane and the Image URL field will
be filled in for you.

To link to an image already in the CB&M database, enter the item number to use to find the
image in CB&M in the Image Item # field and click the Find CBM Image link. If it finds an image, it
will be displayed in the Image Preview pane and the Image URL field will be filled in for you. Note:
Some products may be using an image from a different item number in the CB&M database. For
example, a CD and cassette product may both be using the CD’s image. So, searching by the
cassette item number may not find the image even though there is one available.

The Load Image from URL link next to the Image URL field loads the Image Preview with the
image listed in the Image URL field.

Description
You can enter a description for your product in this field.
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Manage Settings

The Manage Settings page allows you to configure various settings related primarily to your
shopping cart.

Configure various settings related to your shopping cart on this page. Click the Update link at the
top or bottom of the page when you are done to save your settings.

Payment Types

Mastercard, Visa, Discover, and American Express

Check the boxes next to the cards that you will accept through your website. While your website
does not process or charge your credit cards, it will perform some validation on the credit card
numbers entered to make sure they are cards that you accept and valid numbers.

Require CVV2 number or Authorization Code from the back of credit cards
This option allows you to require that your customers give you the authorization code from their
credit cards during checkout if they use a credit card.

Pay at Store Option

This option lets you add a “payment type” that lets your customers order products without
requiring a credit card or any other payment information at the time of order. To enable this
option, enter the text you wish to use for this option. To disable this option, leave the field
completely blank.
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Misc Payment Option

You can add additional payment type to your shopping cart checkout with this field. Enter the text
you want displayed for this payment type and it will be added to the payment options at checkout.
When your customers select this payment option it will require them to enter information in a
single field labeled with the name of this payment option. For example, you could enter “House
Account” as the Misc Payment Option. This would add an payment type of “House Account” to
the checkout screen. When your customers select “House Account” it will display a field labeled
“House Account” that they must enter data in to complete checkout.

Order Email Address

Enter the email address you want all online orders to be sent to. Your online orders are also
available for viewing and printing on the Manage Orders page. You are required to enter a valid
email in this field.

Searchable Databases

You can enable/disable CB&M database for your site with these options. Disabling a database
removes products from that database from search results and removes that database option from
the Quick Search module. However, you must manually remove the advanced search page for
any database that you disable. You would then have to manually re-create the advanced search
page and add the appropriate advanced search module to that page if you decide to re-enable
the database.

Misc. Settings
Use Shopping Cart
This option allows you turn the shopping cart features on/off.

Allow users to register and save their information

This turns on the option for your customers to be able to create accounts on your site to
remember their billing and shipping information and then later log in using their email address and
password to checkout. Disabling this option will just require your customers to enter the billing
and shipping information on the checkout screens.

Require users to register to checkout

This option requires your customers to create an account before they can checkout. Leaving this
field disabled (unchecked) but enabling the “Allow users to register and save their information”
option gives your customers the option of creating an account or skipping registration and just
entering their information each time they checkout.

Order Confirmation Email

Send confirmation email to customer when they place their order

Select this box if you want the website to automatically send a confirmation email to your
customer when they place an order. Use the built-in editor to configure the email message to
send to your customers. The email will not send if the email message is blank.
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Manage Sales and Discounts

The Manage Sales and Discounts page enables you to configure discounts for entire product
groupings (Books, Bibles, Music, etc.) or for individual products.

Manage Bulk Discounts

Add Bulk Discount

Select the product grouping or item type from the Item Type drop down box and enter your
discount (no decimal points) in the Discount field. Click the Add Bulk Discount link to add the
discount.

Delete Bulk Discount
Click the Delete link next to the discount that you wish to delete.

Manage Sale Items

Add Sale Price

Enter the Item Number, Title, Discount, Start Date, and End Date for your sale price. You can
also add a description for the sale price. Do no use decimal points for the discount. Click the Add
Sale link to add the sale price.

Edit Sale Price

Click the Edit link next to the appropriate item in the grid at the bottom of the page. This will
enable entry field so you can edit the Item Number, Discount, and Start/End dates. Click the
Update link to save your changes. Click the Cancel link to cancel your changes.

Delete Sale Price
Click the Delete link next to the appropriate sale item to delete the sale price.
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Manage Shipping Rates

The Manage Shipping Rates page allows you to configure the shipping options and rates you
want to offer on your website. Your shipping rates are configured by adding “shipping options”
(Ship Ground, Ship Overnight, etc.) and then configuring a “rate table” for each shipping option.

Add New Option
Enter the following information in the appropriate fields click the Add New Option link on the right
hand side.

Name
Enter the name for your new shipping option (e.g. Ship Ground, Pickup At Store, Ship Overnight)

Description
Enter a brief description for your new shipping option (i.e. Allow 4-5 days for delivery).

Amount Per Item
You can enter an amount to charge per item in the cart.

Minimum Amount
You can enter the minimum amount of shipping to charge for this shipping option.

Handling Fee
You can charge a flat rate handling fee in addition to the calculated shipping rate.

Message when shipping is $0.00
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You can enter text to display on the checkout screen whenever the shipping comes up as $0.00.
For example, if your shipping rate table only covers orders totals up to $200.00 and someone
places an order for $220.00 then the shipping will come up as $0.00. You could enter the text in
this field as “Call for rates” so that the customer would see “Call for rates” instead of $0.00. You
could also use this to configure free shipping options. You could enter “Pickup at Store” and leave
all the shipping fields at $0.00 and enter “Free” in this field so your customer would see “Free”
instead of $0.00.

Edit Shipping Option
Click the Edit Options link next to the shipping option you wish to edit. Click the Update link when

you are finished or the Cancel link to cancel your changes.

Delete Shipping Option
Click the Delete link next to the shipping option you wish to delete.
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Configure Rate Tables for Shipping Options

Shipping rate tables are calculated based on the total dollar amount of the order. Click the Edit
Rate Table link next to the shipping option you want to edit. A new section will appear at the
bottom of the screen for you to configure your rate table.

Add New Rates

Enter the order total range in the Low Order Total and High Order Total fields for this entry in the
rate table, enter the amount to charge in the Amount field, select the type of entry (Flat Rate or
Percentage) and click the Add New Rates link. Enter a dollar amount in the Amount field if you
are using the Flat Rate type or enter a percentage (.10 for 10%) in the Amount field if you want to
use the Percentage type.

Edit Rates
Click the Edit Rates link next to the rate entry you wish to edit. Click the Update link when you are
finished or the Cancel link to cancel your changes.

Delete Rates
Click the Delete link next to the rate entry you wish to delete.
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Manage Tax Rates
The Manage Tax Rates page allows you to enter your tax rate.

Add Your Tax Rate
Enter your information in the appropriate fields and click the Add New Rate link.

Tax Rate
Enter your tax rate percentage (Example: Enter 8.25 for 8.25% tax).

Tax Shipping
Check this box if you are required to tax shipping charges.

State / Region
Enter the 2 character code for your State or Region (Example: TX for Texas).

Edit Tax Rate
Click the Edit Tax Rate link next to your tax rate. Click the Update link when you are finished or
the Cancel link to cancel your changes.

Delete Tax Rate
Click the Delete link next to your tax rate.
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Manage Orders
The Manage Orders page allows you to view and reprint your online orders. You can also
manage the status of your orders.

Filtering and Sorting Your Orders
You can filter your orders by selecting the type of orders you wish to view based on their status

from the down box under the Manager Orders heading. You can sort your orders by clicking the
column heading.
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View Order Details

You can view the details of an order by clicking the order number or the View Details link next to
the order you wish to view.

Change an Order Status

You can change the status of your orders by viewing the details, selecting the appropriate order
status and clicking the Update Status link. Click the Back To Manage Orders link to return to the
grid view.

Reprint an Order
You can reprint an order by viewing the details and using the print functionality of your browser.
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Manage Email Addresses

The Manage Email Addresses page allows you to configure your email addresses for your
website.

We offer two types of email services: Email Aliases and Email Mailboxes. An Email Alias is an
email address that forwards all email to another email address such as an AOL, Yahoo!, or
Hotmail account. An Email Mailbox is an email address that you must log in to check using an
email program like Outlook, Outlook Express, or Eudora. Your website package comes with 5
Email Aliases. Some packages have the option of upgrading to Email Mailboxes for $5.00 per
month for 5 email addresses. Contact your Account Representative to upgrade.

Changes to your email addresses may take up to 48 h  ours to take affect. We will send a

confirmation email to the email address you list be low when the changes you request have
taken place.

Email Aliases Option

Add a New Email Alias
Enter the information as explained below in the appropriate fields and click the Add Email
Address link.

Contact Email
Enter an email address that we can use to notify you when the new email alias is ready to use.
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New Email Address
Enter the new email alias in this field.

Forward To
Enter the email address you want all email for this new alias forwarded in this field.

Edit Email Alias
Click the Edit link next to the email alias you wish to edit. Click the Update link when you are
finished or click the Cancel link to cancel your changes

Delete Email Alias
Click the Delete link next to the email alias you wish to delete.

Email Mailbox Option

Add a New Mailbox

Enter the information as explained below and click the Add Email Address option.

Contact Email
Enter an email address that we can use to notify you when the new email alias is ready to use.

New Email Address
Enter the new email alias in this field.

Forward To (Optional)
Enter the email address you want all email for this new email address forwarded in this field.
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Password
Enter the password you wish to use for your new email mailbox.

Edit Mailbox
Click the Edit link next to the email mailbox you wish to edit. Click the Update link when you are
finished or click the Cancel link to cancel your changes.

Delete Mailbox
Click the Delete link next to the email mailbox you wish to delete.

Configuring Your Email Program

You will use your email address and password as your username and password when you
configure your email program (Outlook Express, etc.). Your incoming server (POP3) and outgoing
server (SMTP) can be found on the Manage Email Addresses page. This should be all the
information you need to configure your email program.
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View Product Statistics
The View Product Statistics page allows you to see how many hits and orders you are getting by
day or for individual products.

View Stats By Date

You can view your product statistics by date or by product. Select the view from the drop down
box and click the View Stats link to change the view.
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View Stats By Product

Page 35 of 43



Content Modules
Modules allow you add specific types of content to your site. You can add as many modules to a
single page as you need. Here is a brief description of each of the available modules.

Announcements

This module is designed for creating for a list of announcements or news headings. Each
announcement includes a title, detail text, a “read more” link so you can link up to another page
for more information, and can be set to expires automatically after a particular date.

Banners
This module allows you add banners that have been configured through the Vendors page on the
Admin menu to your site. You can select the number of banners to display as well as the banner

type.

CBM Advanced Search Modules
These modules provide advanced searching of the Christian Books & More database. These
modules are used on the Search Products menu pages on your site when it is first setup.

CBM Featured Products

This module enables you to add a list of featured products to any page on your site. You enter the
item number and an optional description. The title, image, price, etc. will automatically be entered
for you based on the item number. You can also set a start and end date for the product to
automatically appear and disappear from your site.

CBM Mini Shopping Cart

This module allows you add a “snapshot” of your customer’s shopping cart to any page on your
site. This module shows what items your customer has in their cart and has links to checkout or
edit their cart contents.

CBM Quick Search Modules
The CBM Quick Search modules allow you to add product searching to any page on your site.
There is are vertical and horizontal formats available.

Contacts
This module renders contact information for a group of people.

Discussions

This module renders a group of message thread on a specific topic. Discussions include a
Read/Reply message page which allows authorized users to reply to exiting messages or add a
new message.

Documents
This module displays a list of documents including links to browse and download the documents.

Events

This module displays a list of upcoming events, including time and location. Individual events can
be set to automatically expire from the list after a particular date. Events can be displayed as a list
or as a calendar.
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FAQs
FAQs allows you to manage a list of Frequently Asked Questions and their corresponding
answers.

IFrame
IFrame is an Internet Explorer browser feature which allows you to display the content from
another website within a frame on your site.

Image
This module displays an image on your site. The image can reside on your site or on another site.

Links
This module displays a list of hyperlinks. Links can be displayed as a horizontal or vertical list or
as a drop down box.

Map Quest
Map Quest allows you to display a map or a link to MapQuest.com.

News Feeds (RSS)

News Feed allows you to display syndicated news feeds in Rich Site Summary (RSS) format.

Text/HTML
This module allows you to display images, links, formatted text, plain text, or HTML. This module
includes a built-in editor with a Microsoft Word type interface.

User Defined Table
This module allows you to create a custom data table for managing tabular information.

Weather Network
The Weather Network module displays local weather information on your site.

XML/XSL
This module displays the result of an XML/XSL transform.
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How To Section

Adding a New Page To Your Site

Log in as the administrator for you site. Your site will now appear in edit mode. Click the Add link
next to the Tab Admin label on the admin banner (see picture below). Tabs and pages are
synonymous on your site so when you see Tab Admin it is the same as Page Admin.
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Enter the tab name of your new page and select the appropriate Parent Tab for your page. The
Parent Tab setting determines where your new page will show up on the navigational menu.
Select <None Specified> to make this a top level page so that it shows on the menu next to
Home and Search Products. Click the Update link to finish adding your new page. The new page
will now be added and you will be automatically sent to the new page to start editing. The new
page will start out with 3 blank columns (see picture below). Our new page is named Contact Us
and is displayed on the menu next to Search Products.

See the Adding Content Modules To Your Pages section to learn how to add content to your new
page.
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Adding Content Modules To Your Pages

Content modules allow you display content on your site. We will now add content to the new page
we created in the Adding a New Page To Your Site section.

The admin banner across the top of the page has a Module section with a list of available
modules for your site. We will use the Text/HTML module to add content to our new Contact Us
page. Select the Text/HTML module from the drop down box next to the Module label on the
admin banner and click the Add link in the Module section (see the picture above).
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The new Text/HTML module is now displayed in the ContentPane
(center column). To change the title of our new module move your
mouse over the edit icon # and click the Module Settings option on
the drop down menu (see picture at right). Change the Title to “Contact
Us” and click the Update link at the bottom of the page. Now the title of
the module has been changed (see bottom picture).
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Now to add the content with our new module. Move your mouse over the
edit icon # and click the Edit option (see picture at right). This takes you
to the edit screen for this module type which is an editor similar to
Microsoft Word. Add your content and click the Update link at the bottom
of the page (not shown in the picture below). You can see the changes
we made in the editor in the smaller graphic below.
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Here you can see our module still in edit mode and once we log out.
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