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 Insert Media:  

Use this feature to insert a media file. 

1. Click the icon. 

2. The Insert Media window will open, click the Yellow Folder in the Source field. 

 

3. Another window will open, click Browse. 

 

4. Insert a file by clicking on a flash file. 
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5. Click Open. 

 

6. Click OK. 
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7. Click Insert to insert media file onto webpage. 
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 Insert table: 

Use this feature to insert a table. 

1. Click the icon. 

2. Select the amount of rows across and columns down from the drop down 

menu. 

 

 Edit Table: 

Use this feature to edit an already inserted table. 

1. Click the icon and select an option from the drop down menu.  

 

A. Edit Table Size 

When you select this option a pop up window will open with 

options for you to edit the table size. 

1. Click Close when you have edited the table size. 
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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. 

 

 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. 

 

 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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 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. 

 

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

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

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

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

 Custom CSS:  

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

2. The formatting window will open, edit CSS. 

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

 Bold:  

Use this feature to make selected text 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. 

 Subscript:  

Click the icon to change text format to Subscript. 

 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. 

 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. 

 

 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. 
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 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. 
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Notes 
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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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