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Introduction

Introduction

This website technical Manual will guide you through the main content of your Admin
Area and teach you how to configure and customise your website all by yourself. The
system is very user friendly and we know that you will learn it quickly so good luck

and have fun.

Copyright

Copyright© 2008 Aqua Websites
All rights reserved. This publication or any part of it may not be reproduced or
transmitted in any form or by any means, electronically or manually without the

written consent of Aqua Websites.

Disclaimer

While every care is taken to ensure the accuracy and quality of this manual, all

material is provided without any guarantee or warranty whatsoever.

NOTE: All screen clips have been taken from the Aqua Websites operating system.
Due to continuous upgrades to the Aqua Websites Shopping Cart Website
software, this manual is continuously being updated.

Latest updates are always displayed on the home page of your Admin Area,
when you first log in.

See the Resources Area for latest manual updates.
Contact

Address Agua Websites
PO Box 38, Maleny QLD 4552

Phone 07 5478 6088
Mobile 0407 527 779
Email support@aquawebsites.com

Website www.aquawebsites.com
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Website Applications

To allow for ease of administration of the Website’s content, Website software has
created a unique customised Administration Area to allow you full control over the
entire website.

Websites software is designed to provide your customers anywhere in the world the
ability to purchase online with secure credit card protection for easy ordering, as well

as providing other payment methods.

e Search Website and Site Map are displayed at the top of each page for easy
use.

e The Administration Area has the ability to verify orders placed and even has
the function of adding the Merchant Fee charged for Credit Card orders to
customers’ total order cost.

o Tax settings can easily be enabled so you can specify the amount of tax for
Australian or international orders.

« All Orders that are verified and Confirmed are added together to provide
Monthly Total Reports and will supply total Tax received, if enabled, on all

confirmed Orders to simplify administrative accounting.

Admin Area

The Admin Area is designed to be easy to use. Please let us know if we can help
you use this Area easier.

For security purposes the Admin Area is set to time out at 45 minutes after the last
time you request a page from the Server.

On the Admin Home Page you will see the contents and links that allow you to

perform the duties within your Admin Area.



Website Applications

Product Admin

e The website is designed to display all the available items and products in a
range of categories and sub categories as edited by you in the Admin Area.

e All the products are edited and configured from the Admin Area including the
Category, Sub—Category, Product Name, Description, Price, Quantity in Stock
and Images displayed to the customers.

o Other settings for the product you can edit include currency conversion
settings, countries supplied to, freight prices, merchant fees and payment
methods.

e Add many images easily

Website Builder Admin

o Create a customised and unique look to brand your business, you have the
ability to customise your Shopping Cart Website at anytime.

« Edit the colours, background colour, add your logo

e Add and edit WebPages easily.

« Upload many different files to you website.

Newsletter Admin

e Using the Administration Area allows you to look after the Email Newsletter
Database and send out Newsletters at will and even display them in the
Newsletter Archive Area on the Main Website for customers to view.

« Edit existing/past Newsletters.

Statistics Admin

e The entire website’s performance can be assessed and improved by using the
Website’s Statistics Area to track which keywords are working in the search
engines

« Automatically provides data to calculate sales statistics compared to visitors

to the website each month.
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Product Categories

Categories are created by you in the admin Area to display products in a catalogued

layout in specific categories.

Shopping Product Details

Displays large image/s and product details for each specific product entered and
chosen by the customer in each category or sub-category. This page also allows the
customer to make a request on the individual product for further information which
will send an email and/or SMS. (See Edit SMS Settings for more info on your

website sending SMS)

Subscribe to Email Newsletter

Allows customers to subscribe to your regular Email Newsletter to keep them
informed of the latest specials and additions to the range you are keeping. An
unsubscribe link is provided only to the Email Newsletter recipient and is not
provided on the main website to avoid people unsubscribing other people. All
aspects of the Email Newsletter operation are compliant to the Australian, United
States, EU and UK regulations for SPAM and unsolicited mail minimum

requirements.

Newsletter Archive

This web page provides a list of all the Newsletters that you have sent out and
approved to have displayed in the archive. You can send Newsletters and specify
for them not to be displayed in the archive and edit them at any time in the Admin

Area.

Technical Support

Technical support is offered to you 7 days a week 365 days a year.
Access Technical Support by sending an email from your Technical Support Area in

your Admin Area. Follow instructions on Add Support Ticket page.















B. Edit Table
Use this feature to edit the table Autofit, Properties or Style.
1. To add a border to the table click Properties and follow the
example below.
2. Click Apply to apply each change you make.
3. Click OK when finished.

C. Edit Cell

Use this feature to edit an individual cell within a table.
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1. Click Apply to apply each change to the cell.
2. Click OK when finished.

&1 Cell Froperties -- Web Page Dialog

AutoFit  Properties  Style

Text Alignment: i nak sek v iru:ut set i\_fj
Left: p Right: s

Padding
Top: px  Bottom: P

white Space: | Mok Set v/

Background: |:|

Presiew;

: Texk 123

Text Formatking ] [ Border Style ]

apply ko |

bbb /i - it ) Internet

Show/hide Guidelines:

1. Click the icon once to hide guidelines of a table.

2. Click the icon again to show guide.

Absolute:

This feature allows you to move an image around anywhere on the page.
1. Select image you want to move.
2. Click the icon. Now you can move the image anywhere on the page.

3. Click the icon again to disable the feature.

Special Characters:

This feature allows you to insert special characters on the page.
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1. Click on the Area of the page where you would like to insert your special
character.

2. Click on a special character (example © ® ™) to insert onto the page.

3. Click Close when finished.

-~ =
@5peciﬂl Characters -- Web Page Dialog
it |E|=|EV ] (@2 2] @ ||| 2|z TIL I EN R A
RN 3 I 1 3l N I I R ot P 9 P = L S O R R
CIE|E|E|E(T|T|T|I|e|M|&[A|E|EE [ «|@|o|0|0|0lv|e|6|alalalaals|=
cle|e|é|eli|i|i|i|a|f|o|d|d|d|d|+]|a G0 vl |9 [ Ele |55 ¥ ¢ @
HTML Code:  &cent;
L R e -MIeditnr,l';s;ﬂ Internet L

E Line:

Click the icon to insert a line across the page.

Form Editor

To be updated.

Remove Formatting:

Click the icon after pasting text from word to remove formatting that could be
disruptive to the webpage.

Switch between HTML/Text:

This feature allows you to view the HTML code for the page, in order to add the
code to your website.
1. Click the icon to view the code for the current page.

2. Click the icon again to return to normal view.

Clear All:

Click on this button to clear all content on the page.
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Paragraph Fnrmattig

List Formatking
Box Farmatking
Cuskom 255

Text and Formatting:

1. Click the icon and select Text Formatting from the drop down menu.

2. The text formatting window will now open, edit text as required.

1. Select Font
type

&) Text Formatting -- Web Page Dialog
Font : Style : Size 1.-Bo Id, ltalic or
I [ *-" regular
rial ~ ~ [Regilar & ~l
il = =
Arial Black Eg;'c'f '?ﬂ Ell
Brial Mearmowe = 'Butd It 11 ‘
--.'* |B|3-:|k Antiqua =11 12
| o bl , i, | [[l14 >l
Foreground: D Background: D k‘
Decaration: Text Case! Mirdeaps: ‘hertical: ‘1
(& Mok Set @ Mot Set (@ Not Set @ Mot Set 1. Select text
) Underline )y Capitalize (O Small-Caps () Superscript slze
() Overline (T Uppercase () Normal (O Subseriph
() Line-through () Lowercase ) Relative 1 | Middle e
O Nene O hone ) Baselne ==
Character Spacing :
3. Click OK to
2. click to apply closg fhe window
changes
"i
[cancel ]
hitpifjwess St oy s, mﬁe&tor.l’scﬁ:%* Intemet o

3. Click Apply to apply the changes and then click OK to close the window.

5

Text Formatting

List Formatking
Box Farmatking
Cuskam 255

Paragraph Formatting:

1. Click the icon and select Paragraph Formatting from the drop down menu.

2. The formatting window will open, edit text as required.
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] Paragraph Formatting -- Web Page Dialog 11 _Advanced
#Y paragraph
Alignment; Indentation: k‘ options
Wiord Spacing: Character Spacing:
Line Height: . . Texk Case: Mot Set E]
wehike Space: FJEIEI:_I'E

Lorem ipsum dolor sit amet, consetetur sadipscing elitr, sed diam nonurmey: eirmod
kernpor invidunt ot labore et dolore magna aliquyam erat, sed diam waolupkua, Ak
wern ens ek accusam et justo duo dolores et ea rebum, Stet clita kasd gubergren, no

sea takimata sanckus est Lorem ipsum dalor sic amet, 2. click to apply

"i changes
-
= — : oy 3. Click OK to
hibp: i S— e < ) Internet |close the window

3. Click Apply to apply the changes and then click OK to close the window.

4

Text Formatking
Paragraph Formatking

Eox Formatking %

ustam 33 List Formatting:

1. Click the icon and select List Formatting from the drop down menu.

2. The formatting window will open, edit list.
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Mumber Format

Bullet Format

@ List Formatting -- Web Page Dialog '

Fom ~
&1 List Formatting -- Web Page Dialog

Starting Mumber 1|1

. lem|VI

Left Margin

Mumbered Bulleted

1, - B eee a, -

2. - B, - b, -

3. - T e Lo e
Lo i

]
I - i, e *u
. - ji, ----- Click on an
number style

| "

.,

if starting form
a number above
one enter here

hbbp: s S S 4 In

Mumbered Bulleted
. - Q- | -
[ —— [ J— [ J—
o - | Lo " -

Click here to
browse for an
image to create
your own bullet

point. h:"F

sing Image - url | JEditorfassets/abe =

: IV!

n
Click on any &
bullet style

Left Marain

kernet ﬁ*. 7 o

http: s Sl B |4 Tnternet iE" i _j

Click Apply,
then OK

Click Apply,
then OK

3. Click Apply to apply the changes and then click OK to close the window.

4

Texk Formakking
Paragraph Formatking
Lisk Formatking

|Custu:um 55 k |

Box Formatting:

1. Click the icon and select Box Formatting from the drop down menu.

2. The formatting window will open, edit border formatting.
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Select the width Select visible
of the border lines for border
5
#1Box Formatting -- Web Page Dialog < i‘
| |
W B 11 e — ck on 'Pick’
| folour border
= P, e =
LIC I N RN NN R e ick on "Pick’
P | | taljadd shade to
O . a4 box
[ | | Sp ——— [
Click onany | —®
border style || mégin Padding
Left: pe Right: pe Left: px Right: P
Top: px  Botkom: px | Top: g Bokkom: P
Dirnension
Width: pixels Ivi
. ' - L ¥
bbb | e Seed S st © i Internet %
Click Apply,
then OK

3. Click Apply to apply the changes and then click OK to close the window.

5

Texk Formakking
Paragraph Formatking
Lisk Formatking

Box Formatking

T

Click the icon and select Custom CSS from the drop down menu.

Custom CSS:

The formatting window will open, edit CSS.
Click Apply to apply the changes and then click OK to close the window.

Use this feature to make selected text bold.

Bold:

1. Highlight text you want to make bold.
2. Click the icon once to make the text bold.
3. Click the icon again to remove the bold formatting.
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Italics:

Use this feature to make selected text italic.
1. Highlight text you want to make italic.
2. Click the icon once to make the text italic.

3. Click the icon again to remove the italic formatting.

¥

Underline:

Use this feature to make selected underline text.
1. Highlight text you want to underline.

2. Click the icon once to underline text.

3. Click the icon again to remove the underline formatting.

¥

Strikethrough:

Click the icon to put a line through selected text.

Ay

Subscript:

Click the icon to change text format to Subscript.

32

Superscript:

Click the icon to change text format to Superscript.

Align Left:

Click the icon to align text to the left margin.

Centre:

Click the icon to centre the text down the middle of the page.

Align Right:

Click the icon to align text to the right margin.
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Justify:

Click the icon to align text to the left and right margins evenly.

Numbering:

Use this feature to add numbers to paragraphs.

1. Click at the beginning of the paragraph to be numbered

2. Click the icon to insert number 1.

3. At the end of each numbered paragraph press Enter on your keyboard and
the next number will automatically be displayed at the beginning of the next
numbered paragraph.

4. Press Enter on your keyboard twice at the end of the last numbered
paragraph to stop the numbering.

Bullets:

Use this feature to add bullet points to paragraphs.

1. Click at the beginning of the paragraph to be numbered

2. Click the icon to insert a bullet point.

3. At the end of each numbered paragraph press Enter on your keyboard and a
bullet point will automatically be displayed at the beginning of the next
paragraph.

4. Press Enter on your keyboard twice at the end of the last numbered
paragraph to stop the bullet points.
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Decrease Indent:

Use this feature to indent paragraph to the previous tab stop or selected item one
character width to the left.

Increase Indent:

Use this feature to indent paragraph to the next tab stop or selected item one
character width to the right.

fontMame T change Font:

Use this feature to change the font type of the text.
1. Select the text on webpage to edit font.
2. Click the icon to open the font drop down list.
3. Select a font by clicking on it once.

Arial (Arial) Modern (Madern)

Avrial Black (Arial Black) Monotye Cowva(Monokype Corsiva)
Arial Marran (Arial Marrow) Palating Linotype (Palating Linotype)
Book Antiqua (Book Antiqua) Roinen (Roman)

Bookman Old Style (Bookman ld Style) i (SCripL)

Century Gothic {Century Sathic) Small PuulaiSmall Fonts)

Comic Sans a5 (Comic Sans M3) Ezfion (Symbol)

Courier New (Courier Mew) Ttha (Tahams)

Franklin Gothic medium (Franklin Gothic Medium)
CGaramond (Garamond)
Qeorgia (Geargia)

Times Hewr Foman (Times Mew Roman)
Trebuchet M5 {Trebuchet M3
Verdana (Yerdana)

R .
Impact{Impact) 3T Yol |k {Wﬁbdlﬁgs}

Lucida console (Lucida Consale) FH WV D WY {Wlngdlngs} .
Lucida Sans (Lucida Sans) SOPac@F4@ O (Wingdings 2)

Lucids Unicode (Lucida Unicode) LeaElesyo- MWingdings 3)

Size =

Change Font Size:

Use this feature to change the font size of the text.
1. Select the text on webpage to edit font size.
2. Click the icon to open the font size drop down list.
3. Select the size by clicking on it once.

188



Size =

Size 1
Size 2

Size 3
Size 4

Size 5
Size 6

Size 7

Paragraph = Change Font Style:

Use this feature to change the font of the text to a preformatted font style.
1. Select the text on webpage to add preformatted font.
2. Click the icon to open the drop down list.

3. Select a preformatted style by clicking on it once.

Heading 1

Heading 2
Heading 3

Heading 4
Heading 5
Heading &
Preformatted
Mormal (P
Marrnal (DI
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Site Map

Home Page

First Page showing Image and website navigation options for the website allowing a
visitor to click on a link to another page in the website. The Home page is the
introduction to your business website.

About Us

Page with Company details, mission statement, any recent news for customer’s.
Basically what you are all about.

Contact Us

Page providing contact address, email and phone details as well as an Instant
Request facility that allows the visitor to send an email or SMS notice direct to
Admin.

Privacy Policy

Privacy Policy as standard practice for compliant Australian and International E-
commerce Websites stating how you treat and handle customer information that you
collect. This page already displays a sample privacy policy for you to edit by placing
your Business name in the Areas outlined.

Ordering Policy

Terms and Conditions for Online Ordering, not covered in the Privacy Policy. This
includes Refunds, Back Orders, Returns and Incorrect Listings. This page already

displays a sample privacy policy for you to edit.

Site Map

Is a map of all of the pages that are contained within the front end your website.
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