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Introduction

The website creation system is a very simple yet very powerful tool for rapidly creating
compelling business websites. The system is linked to a hosting framework which allows a
one-stop-shop approach to website creation.

Customers can now create a website in minutes without any concerns about hosting or
domain management.

The guide is divided across 6 main areas, these align to the basic steps used by the website
updating tool.

Step 0 - Logging in and changing your website
Stepl — Basic information

Step2 — Style and layout

Step3 — Webpages

Step4 — Groups and items

If this guide does not answer any questions you have, then please contact the reason8
support team at support@reason8.com.

Minimum requirements

To use the online you website creation system you must have a computer connected to the
internet. If your computer is a PC it must have a Microsoft browser (Internet Explorer at least
ver.5). Ifitis a an Apple Macintosh it must either have the very latest Safari Browser or the
latest Netscape Navigator Browser.

1 Loggingin
Before you can modify your website you must first login.

There are two ways to login to your site.

1.1 Login through www.reason8.com
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You can click the login link at the top of the page in http://www.reason8.com

contactus | login \\\

« Reason 8\\\

iat
18.

LINK

1.2 Login directly through your site

If you do not want to keep going back to the reason8 site each time you want to login, you can
login directly from your own site. You will see a login(or admin) button at the top of your
website. [ if a customised template has been created for you, your login button may have
been hidden for cosmetic reasons]

s B-LJE B

vl Go | Linl
e | 4y O @ PageFiank ﬂ - ; » 4

TEL: 0245 3541 04041

s here

1.3 The login window

Whichever route you choose to login to your site you will see a login screen similar to the one
shown below. You must enter the username and password emailed to you and click [login].

6 Ver1.0




&co:oqs\\\

If you have forgotten your password you can click the [forgot your password ?] link on the
login screen

. &
& | http:ffwww.reason8.co... g

Pleaze enteryour email address

O Inkernet

Powrered by Rezsong. | Make = Web

Enter your email address when prompted and the system will email your password to you. If
you have forgotten which email address you provided then contact the support team at
support@reason8.com.

We take the security of your site very seriously. If you use this reminder tool, our system will
track the location of your PC and your hosting provider and send emails to you and to our
security team.

You should therefore take as much care with the password for your email system as you do
with the password for your website.

If you receive an email providing you with your email details that you did not request please
get in contact with us immediately. (support@reason8.com)

14 Navigating around the editing system

Once you have logged in you will see that your website moves down a few centimetres and 6
navigation buttons appear at the top of your screen.
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ENER
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‘ Basic Infarmation Groups and ftems

(12 webpages |eft) [ 15 items left)

These buttons let you to change the content of your website and will remain at the top of your
screen until you logout.

15 Testing your website — viewing the changes you have made

The website editor lets you to make changes instantaneously to your website. As you make
changes you may wish to see how your site looks.

One of the buttons at the top of the screen is a very useful and powerful

whenever you like
P>

Test Your Wiebsite

You can click this button to test your website at any time and see how it looks. If you have
added text, perhaps a new page or even some products, you may want to see how your site
appears. ALWAYS REMEMBER TO SAVE YOUR WORK before clicking this button.

Step 1 - Basic Information

The first step in customising your website is to enter some basic information about you and
your business. This is a simple process. Just complete the form that appears when you click
the stepl button

stepi

Basic Information

The form has a number of fields to complete. A description of each field is shown below

2.1 Web name:

A shortened version of your business name that will appear on every page of your webpage.
This will be embedded inside the template you have chosen and provide your visitors with a
consistent overview of who you are.
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Note: You are limited to 30 characters in this title to ensure that it fits inside the template you
have chosen.

TIP — avoid using all capitals in this field as it may force the template and cause some
temporary distortion.

2.2 House:

First line of your business address (there is no validation or prescriptive format)

2.3 Street:

Second line of your business address (there is no validation or prescriptive format)

2.4 Town:

Town where your business is located (there is no validation or prescriptive format)

2.5 County:

County or state where your business is located (there is no validation or prescriptive format)
2.6 Postcode:

Postcode or Zip code of your business. Note: when you enter a valid postcode and If you
click the ‘Show Map’ option (see below) the system automatically provides a Ordinance

Survey based street map on your ‘Contact Us’ page. This is a valuable tool that lets your
customers to see your exact location. You can easily turn this feature off if NOT required.

2.7 Tel no:

Preferred contact number for your business. This may be used in the header you choose for
the site and will automatically appear in the contact-us screen.

2.8 Fax_no:

Preferred fax number for your business. This may be used in the header you choose for the
site and will automatically appear in the contact-us screen.

2.9 Email:

Your sales - email address provided to your customers. This email will be the business email
assigned to your website. It can be different from the main account communication you
supplied when you registered.

If you show a contact form (see below) the email that your site generates is sent to this
address.

2.10 Show contact form:

9 Ver1.0




Qewoq@\\

Selecting 'yes' allows your visitors to contact you. A link appears inside your 'Contact Us'
page. When your visitor clicks the link they are presented with a small form. Your visitor can
then enter their information and any questions they might have. When they click the submit
button this information is turned into an email and sent to the email address you have
entered.

2.11 Show address form:

Selecting 'yes' allows your visitors to see your address. Selecting 'no’ prevents your address
from being seen by your visitors.

2.12  Show map:

Selecting 'yes' allows your visitors to see a location map. A link to your map appears inside
your 'Contact Us' page. This service is currently only available for customers with a UK or
Swedish postcode.

2.13 Keywords:

Note a more comprehensive explanation can be found in the Search Engine Optimisation
Guide.

Keywords are the words that you expect your customers will type into search engines to find
you. They will be 'woven' throughout the fabric of your website.

We use a humber of methods to improve your search engine rankings and all revolve around
using these keywords.

It is very important that you consider these keywords carefully. You can change them but it
takes several weeks/months before the search engines process these changes, so it is better
to try and get them right first time. (E.g. RightSure are a building company in Harlow, Essex.
Their target market is local homeowners, and since their expertise is varied but is mostly
building and plumbing, they have chosen their keywords to be Builder' '‘Plumber’' 'Harlow'
Essex)

2.14  Slogan:

This is a short phrase or strapline that provides your customers with a clear idea of what you
do. Eg. Josephie's Flowers is a retail florist that has branches in 12 towns across the country
but each shop has a dedicated loal customer base. Their slogan is "Your National, Local
Quality Florist'

2.15 Theme:

This is a short description ( a few sentences) that will be submitted to the search engines and
provide a neat summary of the content of the entire site. e.g Taj Mahal Restaurant in Basildon
has three points they wanted to get over on their site and these are covered in the theme of:
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