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  What is SiteBuilder? 
   

  SiteBuilder is an easy to use website creation tool, allowing you to design and build a 

great looking website effortlessly and easily without any technical skills. 

   

  Tips for building a great site 
   

  Although with SiteBuilder you can design and build your website ñon the flyò, by 

spending some time planning your site you can dramatically improve the overall 

design and feel. Before you start creating your website, consider the following 

questions: 

   

  ¶ What is the purpose of your site? Do you just want to share information 

between friends, drive sales to your business, or to improve your businessô 

online presence? 

¶ What information do you want to provide for your visitors? 

   

  Itôs also a good idea to visit some of your favourite sites and note what you like and 

dislike about each site. Keep all this information in mind as you start to plan your own 

site. 

   

  At this point, you may want to sketch an informal site map. A site map is a rough list 

of the pages you would like to use in your site, how they will link to each other, and a 

brief description of what content youôll provide on each page. A little time here can 

save you a lot of time later on! 

   

  Getting started 
   

  By now you will have an idea about how you would like your website to look and feel, 

with this in mind we can get started using the SiteBuilder interface and start building 

your website. 

   

  Templates and Designs 
   

  While at first glance, templates and designs appear to do the same thing, there are 

differences in how they work and can be used. Templates control the content, layout 

and pages of your sites, while designs control the graphics, fonts, colours and 

general look and feel of your site.  
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  Templates 
   

  This allows you to use a template and create your website, without the need to think 

about design elements such as colours and fonts, until later on. 

   

  There are 8 different templates you can use to create the website you want. Each 

template coming with a large number of designs. 

   

  The template layouts you can choose from are as follows: 

  

   

   

 

 

 

 

   

  

Editing or changing templates on an existing site 
   

  To change the template on an existing web page simply view the web page in 

SiteBuilder and click Change Look then Change the layout to view a list of new 

templates.  

   

  Multi-page and Express templates 
   

  When you first log into SiteBuilder you will be offered three options: 

   

  ¶ Start with a multi-page template 
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¶ Start from scratch with a blank site 

¶ Start with an Express Site template 

   

  Express Sites: This is the quickest way of getting a website online. This will create a 

short 1 page website. Just select what you would like to do, answer some questions 

then select a design to get a webpage published in minutes. 

   

  Multi-page template: This allows you to create a multipage website quickly and 

easily. Select how you want to use your site. Then select what you would like to have 

on each page. SiteBuilder will then select templates for each page you require. 

Choose a design, and then add your content. 

   

  Blank Site: This way allows you to fully customise your site from the start. 

   

   

 
 
 

 

Quick tip: Even if you select an express site, or multipage site you can fully 

customise this again at a later date. If this is a new website, create a quick 

Express site to show that your website is coming soon. Then replace this 

with your complete website whenever you are ready. 

 
 

   

  Once you have chosen the template you want for your website, you can select a 

design to match. 

   

  Design 
   

  Designs control the graphics, fonts, colours and the general look and feel of your 

website, with over 300 designs itôs easy to find one that will suit you. 

   

  To help you choose a design, they have been split into different categories, select the 

category that suits your website and browse through the available designs. 

Remember, you can always change the design at a later date of you want. 
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Quick tip: Any designs with a  symbol in the corner show that the 

design is customisable. Click the image in the corner to find out which parts 

of the design you can alter. 

 
 

   

  Navigating SiteBuilder 
   

  When you first log into SiteBuilder you will be asked if you want to create a new 

website. Once you have created a site, each time you log into SiteBuilder you will be 

directed to the ñall my sitesò page. This page will show you all of the sites you have 

created within your SiteBuilder control panel. 

  

 

   

  Under each website you will also be informed when each site was last edited and 

published. 

  

 

   

  It can be useful to have a duplicate copy of your website within SiteBuilder.  This way 

you can update one copy of your website while keeping an unaltered copy as a 

backup if required. 

   



   Page 8 of 41 

   

 
 
 

 
Note: While you can have several websites created within SiteBuilder you 

are only able to publish one website at a time. 

 
 

   

  At the foot of the screen is a toolbar with links to other sections of SiteBuilder. 
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All my sites toolbar: 

  Name Description 

Web Site Tools 

 

This shows you additional options for building your website. At 

the time of release this contains links to site promotion and to 

Advanced Options. However this may change as more tools 

become available. 

Advanced 

Options 

 

This screen provides you with an overview of your websites and 

all the other files (picture galleryôs etc) that you have uploaded 

with SiteBuilder. From here you can see how much space is 

used by each of these sections.  You can also delete a website, 

or make a copy of an existing site from this screen. 

Disk Space 

 

Shows you how much disk space your websites and gallery are 

using. You can also delete a website, or create a duplicate copy 

of an existing website. 

Picture Gallery 

 

The picture gallery is a special area where you can upload 

images for your website. The picture gallery is explained in more 

detail later. From this screen you can view all images uploaded 

to your gallery, and delete any images that you donôt need any 

more. 

Site Promotion 

 

The Site Promotion screen allows you to send an email to 

interested parties once you have published your website. This 

email, will contain a link to your website. 

Log Out 

 

Will log you out of the SiteBuilder control panel. 

Help 

 

Shows additional help files and support on SiteBuilder. Note: 

Some of the features described in these help files are not 

available within your version of SiteBuilder. 

 

   

  If you click on your website you will be taken to the edit page screen. From here you 

can add and remove email content, or change the website design and layout. The 

toolbar on this edit page screen has a number of options that are not available on 

other screens. 
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Edit webpage toolbar 

  Name Description 

Add Text 

 

Add text to your site. SiteBuilder features a rich text editor which 

allows you to enter and format your additional content. 

Add picture 

 

Add images from your picture gallery to your page. You can 

choose an image you have already uploaded, or upload and use 

a new picture on your website. 

Add link 

 

Add a hyperlink to another page on your site, or to another URL 

on an external site elsewhere on the internet. You can even 

create a mail link, which will open your visitor's email software on 

their computer so they can send an email to an address you 

have specified. 

Add table 

 

Add a table to your page to display data or help your page layout. 

There is a table gallery that lets you choose from ready-made 

tables, or create your own from scratch. 

Site Add-ons 

 

Displays buttons on your website where you can add additional 

features. These features are explained in more detail later in this 

manual. 

Add page 

 

Add a new page to your site. The new page wizard allows you to 

select the template for the web page, and how the new page 

should appear within the navigation bar. 

Change look 

 

This option allows you to change the template, change the 

design, or to edit the existing design. You can choose to change 

only the page you are on, or all the pages within your website. 

Move Items 

 

Move content or images from one area of your web page to 

another quickly and easily. 

Copy items 

 

Copy content or images from one area of your web page to 

another quickly and easily. 

Delete Items 

 

This option allows you to delete content or images on your web 

page. 

Preview Site 

 

Opens your site in a new window so that you can preview what it 

will look like when it is published. 
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Publish to Web 

 

Publish your site to the internet with the click of a button. 

Promote Site 

 

The Site Promotion screen allows you to send an email with a 

link to your site to interested parties once you have published 

your website. 

Site Organiser 

 

Provides and overview of each webpage on your site, allowing 

you to rename, copy, or delete a page on your site. You can also 

change the site navigation or the design of a particular web page. 

All my Sites 

 

Returns you to the All my Sites page detailed above. This page 

shows you each of the websites you have created in SiteBuilder, 

and shows which sites have been published and when each site 

was last edited. 

Log Out 

 

Will log you out of the SiteBuilder control panel. 

Help 

 

Shows additional help files and support on SiteBuilder. Note: 

Some of the features described in these help files are not 

available within your version of SiteBuilder. 

 

   

  While you will be spending a lot of time on the edit page screen, most modern 

websites also have a large number of images and yours can too. With this in mind 

you may also spend some time within your picture galleries. 

   

  Using the picture gallery 
   

  The picture gallery is a single segment of SiteBuilder where you can upload, manage 

and delete your images. Images must be uploaded into a picture gallery before you 

can add them to your website 

   

  You can access the Picture Gallery by clicking the Picture Gallery icon at the bottom 

of the page. 

   

   

 
 
 

 

Quick tip: When we say you must upload an image, this is essentially 

making a copy of an image from your personal computer to the SiteBuilder 

control panel. 
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  By default, SiteBuilder includes two picture galleries. You can, however, create more 

galleries to manage and maintain your pictures if needed. This is useful for when you 

start to grow your site and more images are uploaded. 

   

  When you navigate to the picture gallery, you will see a screen as follows. 

  

 

   

  From this screen, you can view your galleries, or upload images into a gallery of your 

choice. When uploading images, you can choose to upload them individually, or in 

bulk. 

   

  To upload images individually select Single Picture Upload, and to upload multiple 

images at the same time select Bulk Picture Upload. You will need a recent version 

of Java installed on your computer to use the bulk upload option, whereas the single 

picture upload will work with all computers. 

   

   

 
 

 

 
Important: Before you upload any images, make sure their filename 

contains only numbers and letters. Filenames that contain spaces, full 

stops, or special characters (such as !òÃ$%^&*) may not load correctly. 

 
 

   

  If you choose to upload images individually you can also create a new gallery to store 

your images within. Select an existing gallery from the drop down menu, or enter the 

name of your new gallery in the text box provided. 

  

 

   

  To upload an image, click on the Browse button provided then navigate to the image 

on your local machine. 
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Quick tip:  You can upload up to ten images at the same time using this 

method. 

 
 

   

  You can upload .gif, .jpg, .jpeg and .zip files to your picture gallery. 

   

   

 
 
 

 

Quick tip: Keep an eye on the file size for each image. Large photographs 

can take up a lot of space within your SiteBuilder control panel and will slow 

your site down as visitors attempt to view them. It is good practice to keep 

images as small as possible. 

 
 

   

  Click Done when you have chosen all files. It may take a short time to upload the 

images. 

   

  Adding and editing text 
   

  Each template comes complete with pre-populated content that you can edit. 

Alternatively you can enter new text in any section that you want. 

   

  

Adding new text to the page 
   

Step 1  Click the Add Text icon. 

   

Step 2  You will see several Add it here buttons on the page to show where text can be 

added. Click one of these buttons to choose where to place your text. 
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Step 3  Use the text editor to enter your text. You can format the text, change the text colour, 

add images, and much more. For more information see Using the text editor below. 

   

Step 4  Click Done when you are happy with your text. You can change it again at any time. 

   

  

Editing existing text 
   

Step 1  To edit any existing text, click the Edit Text button next to the section of text you want 

to edit. This will bring up the text editor. 

  

 

   

Step 2  Make your changes using the text editor. 

   

Step 3  Click Done to save your changes. 

   

  

Using the text editor 
  

 

  The text editor allows you to enter and format text into your website. It is a graphical 

interface that is similar in layout to other text editors such as word. 

   

  

The interface 

   

  The interface of the text editor should be familiar, as it is similar to word processors 

(such as Microsoft Word) and email software (such as Microsoft Outlook or Windows 

Mail). 
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  The first toolbar contains buttons for formatting your text, changing the font and text 

colour, inserting links, and adding pictures and special characters. 

   

  The second toolbar allows you to copy and paste text, search for text within the 

editor, align text, create bullet and numbered lists, indent text, undo recent changes, 

edit the HTML source for your code, and check your spelling. 

   

   

 
 
 

 

Quick tip: It is recommended that you donôt copy text directly from 

Microsoft Word, because it contains extra formatting information which is 

not compatible with SiteBuilder. In these cases itôs a good idea to copy the 

text into Notepad first, which will stop any errant characters entering your 

website.  

 
 

   

  There is also a third toolbar which is hidden by default. You can view the toolbar by 

clicking the Show/Hide advanced features button on the right of the first toolbar. 

  

 

   

  The Advanced features toolbar provides some extra features, such as the ability to 

add and modify tables, horizontal rules, and anchors. 

   

  

The spell checker 

   

  The spell checker can be switched on and off from the Toggle Spellchecker button 

on the second toolbar. If enabled any spelling mistakes it locates will be underlined 

with a red wavy line. Click the word to see a menu of alternative words to choose 

from. 
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  You can change the language used by the spell checker by clicking the down-facing 

arrow next to the Toggle spellchecker button. 

  

 

   

  Adding Images to your website 
   

  You can add images to your website by clicking the Add Picture button in the edit 

page toolbar at the foot of the screen. Once you have pressed this, a number of 

buttons will appear within your web page. Click where on your web page you would 

like to add your image. 

   

  Once you have selected where you would like to insert your image you will be taken 

to the picture gallery screen. Select the picture gallery you would like to choose your 

images from in the drop down menu provided. 

  

 

   

  At the foot of the screen is a list of the images that you have already uploaded to your 

picture gallery. If you want to add a picture that you have already uploaded, tick the 

box under the picture, then click Choose Pictures. 

  

 

   

  If you have not yet uploaded the image to your picture gallery yet you can do so now 
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by clicking Simple Picture Upload. Full details on uploading images can be found in 

the picture gallery chapter. 

   

  Once you have selected your image you will see a final page that will allow you to see 

how it is to be displayed. There are a number of options on this screen: 

  ¶ Display size: Allows you to control how big you want the image to appear on 

your website. 

¶ Alignment: Choose the alignment of the image within your web page and 

how close to the picture you would like the text to display.  

¶ Title and caption: Any text you add to the title will be displayed above your 

image, while anything that you enter in the caption text box will be displayed 

below the image. ALT Text is text that will be displayed in the event that the 

picture cannot be viewed on the website. 

¶ Picture frame: Allows you to add a border around your image. 

¶ Picture Linking: You can add links from your image from this section. You 

can link your picture to another web page, another website, or to a larger 

version of the image. 

   

  Once you have decided how the image is to be displayed on your site, click Done to 

insert the image to your website. 

   

  Adding Hyperlinks 
   

  A hyperlink is a clickable link which will direct your visitors to another page on your 

site, or another web address anywhere on the internet. You can also create an email 

link which, when your visitor clicks it, will open their email software and allow them to 

send an email to a predefined email address. 

   

Step 1  Click the Add link button on the toolbar at the foot of the page. 

   

Step 2  Choose where you would like to place the link by clicking an Add it here button. 

   

Step 3  You will then be asked to select what type of link you would like to create from the 

following options: 

   

  ¶ To another web page (URL) ï Enter a web address for any site on the web 

¶ To a mail message ï Specify an email address, and when your visitors click 

the link their email software will open so they can contact you. 

¶ To another page in this site ï Select any other web page in your site. 

   

Step 4  On the next screen, enter the text you would like to be displayed for the link on your 
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page. 

   

  Depending on the option you chose in Step 3 you will also be asked to type a web 

address or email address, or select from a list of your existing pages. 

   

  If you are creating a link to another website you can also set the page to open in a 

new window so your visitor doesnôt lose your website. 

   

Step 5  If you want to change the formatting options for your link, you have the option to 

change the font, the size, and the alignment of your link. You can also emphasize the 

text by making it bold, italic, or underlined. 

   

Step 6  Click Done to add the link to your page. 

   

  Site Add-ons 
   

  Site Add-Ons provide an excellent way to extend the capabilities of your website. You 

can insert contact forms, a guestbook, page counters, videos, a site map, news and 

RSS feeds, search fields, coupons, and much more all at the click of a button. 

   

  

What add-ons are available? 
   

  The following add-ons are available through SiteBuilder, and are divided into four 

main categories. 

   

  

Business Tools 

   

  ¶ PayPal: Accept online payments with PayPal 

¶ Coupon Builder: Create coupons for your customers to print out and receive 

discounts. 

¶ Forms: Create a form so your customers can contact you directly from the 

website. 

¶ Amazon Item Listing: List products from the Amazon website, and receive 

money via their affiliate program if anyone makes a purchase after clicking 

the link on your site. 

   

  

Multimedia 
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  ¶ Photo Gallery: Add a photo gallery of thumbnails, which can be clicked to 

reveal the full size image. 

¶ Sound: Add audio to your site. 

¶ Video: Add a video. 

¶ Flash: Add an Adobe Flash animation to your site. 

¶ File Download: Provide a link for your visitors to download a file. 

¶ Add Your Own HTML: Extend the possibilities further by adding your own 

HTML code. This is recommended for advanced users only. 

   

   

 
 

 

 
Important: If you have chosen an Add-on that requires you to upload a file, 

such as sound, video, or Flash, make sure the filename contains only 

numbers and letters. Filenames that contain spaces, full stops, or special 

characters (such as !òÃ$%^&*) may not load correctly. 

 
 

   

  

Interactive Features 

   

  ¶ Weather Viewer: Display the current weather conditions, and allow visitors to 

check their local area. 

¶ People Search: Ideal for personal websites, allow your visitors to find and 

connect with other internet users. 

¶ Guestbook: Add a guestbook for your visitors to sign. 

¶ Lycos Search: Web search using the Lycos search engine. 

¶ Site Search: Add a search box to allow visitors to search your site, or the 

web. 

¶ Hotbot Search: Allow your users to search using the Hotbot search engine. 

   

   

  

Cool Content 

   

  ¶ Moreover News Feed: Add news headlines from Moreoverôs website. 

¶ Date and Time Stamp: Add the current date and time. 

¶ Page Counter: A count of all visitors to the page, which automatically updates 

each time the page is loaded. 

¶ Animated Cursors: Add an animated cursor. 

¶ Auto Last Updated Stamp: Keep your customers informed of site changes by 

adding a date and time stamp, which automatically updates each time you 

publish the site. 

¶ Site Map: Add links to all pages on your site to aid navigation and help 
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improve your search engine rankings. 

¶ Loan Calculator: Add a loan calculator to your site. 

¶ Mortgage Calculator: Add a mortgage calculator to your site. 

¶ RSS Feed: Display a regularly updating RSS feed on your website. 
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Adding your Site Add-On to the page 
   

Step 1  Click Site Add-Ons at the foot of the page. 

   

Step 2  Choose a location on the page by clicking an Add it here button. 

  

 

   

Step 3  Choose a category from the list. You can switch between categories with the tabs at 

the top of the page. 

  

 

   

Step 4  Find the add-on you would like to include on your page and click its Add link. 
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Step 5  You will be presented with the options required to configure your selected add-on. 

These vary depending on the add-on you have selected. If you require assistance 

simply click the Help icon at the bottom of the window. 

  

 

   

   

 
 
 

 

Quick tip: More information on adding the most popular add-ons is 

available online at http://www.yourwebsiteandemail.com/sitebuilder/. 

 
 

   

Step 6  Click Done to insert your new add-on into your page. 

   

  You can edit the configuration at any time by clicking the Edit Site Add-On button 

underneath the add-on. 

  

 

   

  Working with tables 
   

  Tables are a useful way of displaying data, and can also be used to help you lay out 

elements on your page. They can be fully customised, and SiteBuilder also includes  

a Table Gallery which contains various predefined templates to help you match your 

table to the style of your website. 

   

http://www.yourwebsiteandemail.com/sitebuilder/
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Adding a new table 
   

  Adding a table to your page couldnôt be easier. 

   

Step 1  Click Add Table at the foot of the page. 

   

Step 2  You will see several Add it here buttons on the page to show where your table can 

be added. Click one of these buttons to choose where to place your table. 

  

 

   

Step 3  You will have the option to base your new table on a predefined template, or to create 

a new table from scratch. 

  

 

   

Step 4  This step will differ depending on whether you choose to create your table from the 

gallery or build your own. 

   

  

Choose from the gallery 

   

  Choose a design by clicking the Choose button under your preferred table. 
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  The table will be added to your page. You can now customise the design fully and 

add your own content. 

   

  

Build your own 

   

  You can customise your new table with the following options: 

   

  ¶ Number of columns: Choose how many columns your table will have. 

¶ Number of rows: Choose how many rows your table will have. 

¶ Table border: You can choose if your table has a border. You can also set 

the width and colour. 

¶ Cell padding: This will add space between the table cells and the border of 

the table. 

¶ Cell border: Choose if each table cell will also have its own border. 

¶ Table width: Choose how wide your table will appear on the page. This can 

be a percentage of the page (your table will resize if the browser is resized) 

or a set number of pixels. 

¶ Printer friendly version: Show a link to a version of the table that can be 

easily printed. 

¶ Text settings: Set the font, text size and colour, and other text formatting 

options. 
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Quick tip: You can change these settings at any time after the table has 

been created. 

 
 

   

  Click Done to add the table to your page. 

   

  

Adding content to your table 
   

  When adding content (such as text, links, images, and site add-ons) to your page, 

you will see an Add it here button in each available cell of your table. Simply select 

the relevant button and your content will be placed within the table. 

   

  

Editing your table 
   

  There are several options to customise your table, such as the ability to change the 

appearance of your table, add new rows or columns, or modify the height of rows or 

width of columns within the table. 

   

Step 1  Click on Edit table under the table you wish to modify. 

  

 

   

Step 2  There are a large number of table options, so weôll break them down into sections. 

   

  

Columns and rows 

  

 

   

  ¶ Add column: Add new columns to your table 

¶ Set column widths: You can specify exact widths or percentage widths for 

your columns. 
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¶ Add row: Add new rows to your table. 

   

  

Formatting 

  

 

   

  ¶  Reorder rows and columns: Use the arrows to shift columns left 

and right, and rows up and down to change their order of appearance. 

¶  Duplicate or delete rows and columns: Allows you to create a copy or 

delete the selected row or column. 

¶  Colours and alignment: Change the text or background colour, and 

the horizontal and vertical alignment of text within the cell. 

¶  Insert picture: Insert a picture from your Picture Gallery into the selected 

cell. 

¶  Merge cell: Merge the selected cell into the cell directly 

underneath or to the right. 

   

  

Table options 

   

  ¶ Table border: Choose whether your table has a border, and set its width and 

colour. 

¶ Cellpadding: Add space between the table cells and the border of the table. 

¶ Cell border: Choose if each table cell will also have its own border. 

¶ Table background color: Set a colour for the table background. 

¶ Table width: Choose how wide your table will appear on the page. This can 

be a percentage of the page (your table will resize if the browser is resized) 

or a set number of pixels. 

¶ Printer friendly version: Show a link to a version of the table that can be 

easily printed. 

¶ Text settings: Set the font, text size and colour, and other text formatting 

options. 
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Step 3  When you have finished, click Done to save your changes. 

   

  Copying, moving, and deleting items 
   

  From time to time you may want to copy, move, or delete items (such as text, links, 

images, site add-ons, and tables) from your page. SiteBuilder provides some useful 

tools for achieving this. 

   

  

Copying and moving items 
   

Step 1  Click on either the Move Items or Copy Items buttons at the foot of the page. 

  

 

   

Step 2  Tick the boxes to the right of the items you would like to copy or move and click 

Continue. You can select several items at the same time. 

  

 

   

Step 3  Select where you would like to place the items by clicking a Copy it here or Move it 

here button. You can copy or move items to another location on the same page, or 

you can use your page navigation to select a location on another page in your site. 
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Deleting items 
   

Step 1  Click on the Delete Items button at the foot of the page. 

  

 

   

Step 2  Tick the boxes to the right of the items you would like to delete and click Done. You 

can delete several items at the same time. 

  

 

   

  The items you selected will be removed from the page. 

   

   

 
 
 

 

Important: It is not possible to recover deleted items. 

 

   

  Creating new pages 
   

  Adding a new page in SiteBuilder couldnôt be easier. 

   

Step 1  Click on Site Organiser at the foot of the page. 
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Step 2  Click on Add Page. 

  

 

   

Step 3  Enter a title for the new page, and whether you would like it to appear on your 

Navigation Bar or not. 

   

Step 4  Click Done to add the new page. 

   

   

 
 
 

 

Note: Depending on your SiteBuilder plan you may be limited to the number 

of pages you can add. If you receive a warning message informing you that 

you have reached your page allowance, you may need to upgrade your 

SiteBuilder plan. 

 
 

   

  Site navigation 
   

  SiteBuilder makes it very easy to create a full set of navigation options, without taking 

up too much room on the page. 

   

  You can create submenus that popup when the mouse is moved over an items parent 

entry, allowing you to divide your site up into a few segments. You can also 

customise the appearance of the Navigation menu. 

   

Step 1  Click on the Site Organiser icon at the bottom of the page. 

   

Step 2  Click on Navigation Bar Properties. 

  

 

   

Step 3  You can re-order your navigation as you wish by dragging the boxes. If you place a 

box under another, slightly indented, then it will appear as a popup when the mouse 

is moved over its parent page. 

   




