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Online Business Card

Logging into the Web Hosting Administration Site

To access the Allstream Small Business web hosting administration portal to manage your
website go to the Allstream Small Business website and click on the My Accounts link to log into
your administration portal. http://www.allstream.com/smallbusiness

) - Allstream Small Business - Windows Internet Explorer ==
5\::: = |g, hitkpef e allstream, com/smallbusiness| j | @ | |‘f|| X | Ib Bing |P
Flle Edit wiew Favorites Tools  Help [ Snagit E =)

3} Favorites | {;‘5 @ Suggested Sites @ | Employee Self Serve & | Free Hotmail @ | Opsweb @ | Web Slice Gallzry =

88' '| /& Documents Page | & - Alstream ... ® |§'Goog|e | @FormsfFormu\ai‘..l (& TMa B2B Confer..‘l | - v [ e v Page v Safety~ Toos -+ (@
Frangais
] [ Allstream.com
a”strea’n. small buqmgss Home  Products & Services About You Promotions Articles  Help & Tools  About Us Contact Us
'..I' telecommunications —

ALLSTREAM SMALL BUSINESS \
is a Canadian owned and operated )
telecommunications company.

Qur sole focus is to offer a suite of great solutions for your small business with:
Low costs - Great customer service - Reliable connectivity

CUT COSTS THE ALLSTREAM SMALL BUSINESS WAY

HOSTED PHONE SYSTEM = AENEE CONTACT US

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Click on the Login link in the Web Hosting section.

7 - My Accounts - Microsoft Internet Explorer

File Edt View Favorites Tools Help

Q- Q- B@@Ilp*m vt @2 S H- LK

IE list ounts] B> ‘
Frangais
My Accounts
Allstream.com
a”Strea"n small business Home Products & Services Success Stories  Promotions  Articles  Help & Tools  About Allstream
telecommunications Contact Us

Home > My Accounts

My Accounts

Webmail Access

For Special Offers
Access your email remotely or change your seftings and preferences.

Flease enter your email address
Login to your webmail to receive exclusive online
Manage webmail accounts content and special offers from

Allstream Small Business.
Hosted Phone System

Privacy Policy

Access your onli | change your just your call settings.

End user login
Administrator login

Weh Hosting

your hosted websi ot your seftings or p

Site Map Privacy Policy Terms and Conditions  Allstream.com

Phone and Intemet Bundles & Hosted PBX from Alltream Small Business T

T T T

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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/2 Wehsite0s - Windows Internet Explorer = |ﬁ'
@ - IEI httpeffshell. dlstreamhbosting. com/login. aspx j | ] ‘ “1‘” X | Ib Bing |P
Fie Edt Wew Favorites Tools Help x @Esnage B

7 Favorites | 7 @ sugoested Sites » @ | Employee Sef Serve @ | Free Hotmal & Opsteb & | Web Slice Gallery ~

(& vebsite0s & - - [] g - Page~ Safety - Tools - (@)~

Manage my Web site / Accés au Compte

Username / Nom d'usager: I

Password / Mot de passer | |
I Englizh ;I
Login / Quverturs |

Enter your username and password. Enter your domain name in the username field (do not
include “www”, etc, in the domain name) and your default password which was provided by
Allstream Small Business. Click Login to proceed. In this example we will use allstreamdemo.ca

1. To launch EasySiteWizard Professional, click “Site Builders” (1) in the Web Hosting
Administration Site and select “EasySiteWizard Pro” (2) and then select “Begin” (3).

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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=3 Allstreamhosting - Microsolt Internet Explorer

File Edit Yiew Favoribes Tools  Help

eBack -0 - @ @ i:{:]|/OSearch *Favontes @|Q- &- L

Address http: ffshell, sllstreamhosting, comfen/rshell, bkl j b d Go

weabmail A > Sign Qut

A
al’ Istrean.
[

web site

Home management

Statistics

Site builders

| Welcome to EasySiteWizard rrofession=l |

Thiz software will allow you to creste a completely customized website
in & few simple steps. There are several crestive and modern designs
svallable for you to choose from. Each design can be personalized by
uploading your own images or by selecting from the vast free image
library. EasySite\Wizard Professional alloves you to drag snd drop your
weay to & successful online presence.. no knowledge of HTML is
necessary!

If your browser features a popup blocker, please disable it

before continuing.

Click Begin to get statted! The application & newy windovw

e

| Begin

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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2. A new browser will open and you will be able to develop your site.

EasySiteWizard 7 sarfy Refease @ @’ = i
it > [t » Main Menu
Shes Deesignis Eciflor Preceieer Publizhy Feedback
Sites: screenshots.hostopia.com
gh\:k o thi smage of the site you wauld like to werk with, If you would ke to croste 8 naw s, dick the Croats New Site
uthan,
Create
»| New Site
Alternative
oms | b » Navigation
| Do

There are two ways to navigate within EasySiteWizard Professional. You may navigate using the
Main Menu, or the Alternative Navigation.

1) Main Menu
The main menu is located on the top right corner of EasySiteWizard Professional.

L
T ."?Tb‘. i L
N o =
sites Designz Editor Fresviewn Publizh Feedback

Sites: Lists the sites that have been created by EasySiteWizard Professional.
Designs: Lists the designs available in EasySiteWizard Professional.
Editor: Allows you to edit the site.
Preview: Displays how the site will be viewed after publishing.
Publish: Publishes the site.
Feedback: A popup window loads and you are able to submit feedback on this application.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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2) Alternative Navigation

Close

Back/Next: Allows you to go back and forth between Sites and Designs
Close: This button exits the entire EasySiteWizard.
2 Sites

Sites

A Editing Your Existing Site

1) Edit your Site

The Sites section allows you to manage your website built within EasySiteWizard
Professional. EasySiteWizard Professional will select a design for you when you
create a new site. You will be able to change this design in the Designs section.

1. Select a thumbnail of existing site you wish to work on. The selected site will be outlined

in grey.

2. If you wish to make changes in “Details,” fill in all desired changes and click “Apply”

i

A 4

Thumbnail of an
existing site

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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3. Click “Next” or “Designs” to change existing design in the Designs section

a. Selectuic UTDIYIl yUUu WIDII WU UDE Uy ISit Liivkiy 0N it

b. Click “Next” or “Designs” to accept the design modification, and proceed to

“Editor.”

c. Click “Back” to return to the previous screen.

Alternatively

d. Click “Sites,” to return to the previous screen .

4. Click “Editor,” to proceed to existing site and begin modifying.

Sites

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not

guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability

whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By

proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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B Delete Your Site

1. Click on the design you wish to delete. The selected design will be outlined in grey.
2. In details click “Delete Site.”

Details

Existing Sites Wity Mewy Wiishsite

> Selected
Template
Statistics
oo B==. @ -
q e = Last modified 5155
I Last published
Delete
Site

3. Click “OK" to delete the site.
a. or Click” Cancel” to dismiss deletion.

http:/ fhosting.testsites.hostopia.com

o

Lo ]| el |

C Reset Your Design

Select the design you wish to reset.

Click “Editor.”

Click “Designs.”

Select another design by clicking on the thumbnail.
Select original design.

Click “Next.”

Click “Save.”

Nogkrwbdr

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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3 Designs

The Designs section allows you to select the desired design for your site. The
designs contain default images and text to create an overall look and feel; which
you are able to customize. You can change your design, by selecting “Designs” no
matter which section you are in.

Des=ignz

Designs

Choose a design for your website. You can preview your content with the design by clicking on the Prewview icon in the toolbar,

Categary | General &] Search all designs

A Selecting a Design

1. You can select a design by category in the drop down menu or by doing a search.

2. Click on the design you would like to use on your site. Some designs allow you to select
a different color palette.

3. Click “Next” to proceed to the Editor section.

(L

If you accidentally selected the wrong design, search for the one you wish to use and
click on that specific design.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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2. You can click the Editor to proceed to the Editor section. Editar

4 Editor

The Editor section allows you to edit, manage and modify the design you have
o selected. Editor allows you to “Save page”, “Add a text block”, “Add an image”,
L*J “Redo/Undo” actions, “Bold” Text, “ltalic[ize]” Text, “Underline” Text, Change
: “Font,” “Create a hyperlink to another page or site”, “Create a bulleted list”, “Create

Editor a headlng" “Check spelling,” “Create a web form” and “Add a Google Map to your
page.”
Editor Toolbar

CTEEl TRl Y FRETRESE 6= AR

Some Editor Tools are
. | grayed out, until a Text
e ’H‘| e Block has been selected.

b i

A 4

d Please note that Editor Options like “Bold,” “Italics,” “Underline,” “Font”, “Create a
hyperlink to another page or site”, “Create a heading”, “Check spelling” are only
usable when a Text Block is selected by double left clicking on it.

A Moving Objects within your Site

Left click and hold the object (i.e. Image, Text Block) you wish to move.
Move your mouse to the desired location.
Unclick

wnh e

) When you double left click any objects (i.e. Image, Text Block) on the design you
will have the ability to modify its contents and place them anywhere on the page.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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B Menu editor

You can move the site’s navigation to any location by single left clicking “Menu editor.” “Menu
editor” also gives you the option to add subcategory options within it.

Wenu editor

How to Move “Menu editor”
1. Single left click and hold the “Menu editor.”
2. Move the “Menu editor” to the desired location.
3. Unclick.

C Buttons and Navigation on your Site

Click “Menu editor” to edit buttons.
There are two types of buttons you can add to your site

Types of Buttons

1. Main Category Buttons Create New Buitan

Main buttons are utilized for the initial topic or subject of the site. Generally used as a
focal point of what items are most important in the navigation. i.e. Home, Contact Us,
Furniture etc

+

2. Subcategory Buttons
As the navigation branches off subcategories become available. This allows you to go
into detail about the particular topic or subject.

i.e. Main Category: Furniture
Subcategory:  Chairs, Couches, Tables, etc

1) Creating a Main Category Button or Subcategory Button
Click “Menu editor”

Create New Button +
Select or

In Button Properties, label the button.
Label Hover Tooltip
Select “Link to” and click Page (drop down menu will appear to select pages within your
site), URL, Blog, Store, Chat, Email, Schedule (store and chat is only available once you
have them installed.)
Check “Open in a new Window” if you wish the button to open a new browser.
Click “Apply” to accept changes.
a. Click “Cancel” to dismiss changes.

aorON B

No

2) Deleting a Button

1. Click on the Button you wish to delete
2. Click “Delete this button.”

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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D Save
u Saving your work is recommended throughout each session of EasySiteWizard

Professional.

To “Save page”

W

1. Click to save page.
2. Save is required for every page that is modified.

http:/ /hosting.testsites.hostopia.com

o

oo ] comed |

d  When switching from one page to the next, EasySiteWizard Pro will automatically
save work done.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Adding or Editing a Text Block

Adding texts allows additional customization to your site. Many of the
text blocks that exist on each of the designs are placeholders that require editing.

1) Adding a Text Block

1.
2.
3.

e
[T
Click on —ltext block will appear.

Type/Paste text into the text block.

Once you are finished adding text, click outside of the text block within the Page.

2) Editing a Text Block

O

3)

PONPRE

Small box allows
you to resize the
Text Block.

U O——

WELCOME to our company

O
———» Grayed Boxed
Area
O 8| x O > Red X

!

Duplicate Element

Double left click on the text; a grayed boxed area will appear on the text block.

You will be able to edit text once the outline is visible

Type/Paste text into the text block.

Once you are finished adding text, click somewhere on the page outside of the Text
Block.

Resizing a Text Block

1.
2.

Double left click on the text block.
Mouse over the smaller boxes for the direction you wish to increase the size of the text
block.

Click and hold your mouse on the small box [ .
Move the mouse in the direction you wish to resize the text block.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (OMTS Allstream Inc. All rights reserved.)
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4) Delete a Text Block
1. Double left click on the text block.

2. Click m on the bottom right corner.
3. The text block should now be removed.

5) Duplicating a Text Block

Double left click on the text block you wish to duplicate.
Click on located on the bottom right corner.
The text block should now be duplicated.

Click and hold the duplicate text block to the desired location
Unclick.

agron B

6) Moving a Text Block

1. Put your mouse over the text you wish to move

2. Click and hold the mouse.

3. Move your mouse to the location where you wish to place your text.
4. Unclick

WELCOME to our company

.| Mouse over
g Text

H Add an Image

o You can build your own library of images by uploading the image files; and or utilize the
E free image library to place additional images into your site. When you click on the icon a
menu pops up on the left side of

the screen, this allows you to add additional images to your site.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Uplozd _ There are 2 Types of
Libraries.

1. Your library

2. Free library

1) Uploading an image to “Your library”

1=

1. Click on the top menu icon to add an image.

2. Click “Browse”

3. Search for image on your computer.

4. Click “Upload.”
Once your image is uploaded it will be located in a panel underneath “Upload” to view a
larger version of your image, click on the magnifying glass

5. With your mouse, click and hold the image you wish to insert into your webpage.

6. Move your mouse to the desired location of the image.

7. Unclick.

8.

Click the n 1 the top right corner to close Images.

2) Using “Free library”
Free library houses approximately 10,000 stock images available for you to use on your site.

1. Click on the Free library tab.
2. Select the category best suited for you site (i.e. Nature).
a. You can refine your search by typing in a keyword, once you have selected a
category (i.e. Flower).
3. Click and Hold the image you wish to place onto your site.
4. Move your mouse to the desired location.
5. Unclick.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Free library Tab

Category Menu

A 4

Keyword Search

Stock Images

E Go to the Next Page of Images
E View Previous Page of Images

3) Delete an Image from your Site

1. Double left click the Image
2. Click on the Red X | x J

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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4) Resizing an Image from “Your library” or “Free library”

1. Double left click the image
2. Mouse over the smaller boxes for the direction you wish to increase the size of the
Image.

3. Click and hold your mouse on the small box [
4. Move the mouse in the direction you wish to resize the Image.

) You cannot resize any of the default images provided by the design

5) Image Editor
Image Editor allows you to modify images from “Your library” or “Free library.”

Modifying an image with Image Editor

1. Double click on the image you wish to modify.
2. Click “Edit.”
3. The image editor screen will pop up.

Edit

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©MTS Allstream Inc. All rights reserved.)
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Image Editor
| ar

Resize

| rotate

Caontrast

Brightness

Red-eye Removal

ESWNmages/Sunset.jpg

Joi s "
{111}
e —

m Original

Cancel Apply

The Image Editor allows you to modify images you have uploaded or selected from the library.

The Image Editor consists of the following:

Icon

Description

R
&~

[+ Te——
[~ -
ﬂ:—rﬂ

=, —

[ -
B—

[ p—

.

Tools: A tool bar that allows you to modify the
image.

The following can be found under Tools:
Crop, Resize, Rotate, Contrast, Brightness,
Sharpness, Exposure, Red-eye Reduction,
Effects, Undo.

 ESEs

Image View : Which allows you to zoom in and
out of the image.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Thumbnail (Original Image):
back to the original image.

Allows you to revert

(] . I |

E3]

History Bar: shows the past steps of the resulting
image. You can return to a specific step by click
on the thumbnail.

Cancel Apply

Cancel & Apply
You must click “Apply,” if you wish to keep all
modifications made to the image.

Click “Cancel,” if you wish to exist and dismiss all
changes.

An in-depth look at Image Editor Tools

Icons

Descriptions

Crop

1. Click “Crop,” select the portion of the
image you wish to keep.

2. Highlight the section you wish to crop
by dragging your mouse over the
desired portion of the image.

3. Click “Crop,” to modify image.

a. |If you do not wish to crop an
image that has been
highlighted, click on the image

again.
Resize
_I.'I. Fesize 1. Click “Resize,” to modify size of the

image.

2. A screen will pop up allowing you to
specify height and width of the image
in pixels.

a. Check Preserve aspect ratio,
to maintain the ratio of height
and width of the image.

3. Click “Apply,” to accept changes.

4. Click “Close” to exit screen without
accepting changes.

Iﬁ' Rotate

Rotate
Click “Rotate,” to turn image counter clockwise.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Contrast

LN Bt 1. Click “Contrast,” to either
increase/decrease gradient of color
within the image.

2. You can change the contrast by
selecting either the bar which will allow
you to move from left (decrease, -100)
to right (increase, 100).

a. Or you can specify the
intensity of the gradient by
entering a number into the text
box (-100, 0 100)

3. Click “X” to if you do not wish to make
any modifications.

s Brightness
ii Brightness 1. Click “Brightness,” to either
increase/decrease the amount of light

in color of the image

2. You can change the brightness by
selecting either the bar which will allow
you to move from left (decrease, -100)
to right (increase, 100).

a. Or you can specify the
intensity of the light by
entering a number into the text
box (-100, 0 100)

3. Click “X” to if you do not wish to make
any modifications.

Sharpness
ﬁ Sharpness 1. Click “Sharpness,” to either
increase/decrease the density of the
image.

2. You can change the density by
selecting either the bar which will allow
you to move from left (decrease, -100)
to right (increase, 100).

a. Or you can specify the density
number into the text box (-100,
0 100)

3. Click “X” to if you do not wish to make

any modifications.

Exposure

|| Exposure 1. Click “Exposure,” to either
: increase/decrease the amount of light

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (OMTS Allstream Inc. All rights reserved.)
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allowed in the image

2. You can change the degree of light in
the image by selecting either the bar
which will allow you to move from left
(decrease, -100) to right (increase,
100).

a. Or you can specify the
intensity of the exposure by
entering a number into the text
box (-100, 0 100)

3. Click “X” to if you do not wish to make
any modifications.

Red-eye Removal

|| Red-eyve Removal 1. Click “Red-eye Removal,” to enable
crop feature.

2. Highlight the section you wish to have
red eye reduced; by dragging your
mouse over the desired portion of the

image.
3. Click “Red-eye Removal,” to modify
image.
Effects
Effacts 1. Click “Effects,” to select different color

effects to be done to the image.
2. Select one of the following two options:
a. Grayscale
b. Sepia (Shades of brown,
similar to grayscale)
3. Click “X” to exit if you do not wish to
make any modifications to effects.

Undo
Unda This button allows you to retract the last step
that was done. By clicking “Undo” twice, you
will revert two steps back. The number of times
“Undo” is selected will be equivalent to the
number of steps reverted back. This is based
on how many steps you have done. This
button allows you to retract the last step that
was done.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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I Undo/Redo

You can undo/redo as many steps as you wish based on the current section and
ﬁ f‘ actions done per session.

1) Undo

Click on l". undo last action you have done.

2) Redp
Click on| ™ | to redo last action you have done.

J Bold, Italicize, Underline, Font Properties

Bold Font Chanaes

o
l

Italicize Underline

1) Modifying Text
1. Double left click on the text block; a boxed grayed area will appear on the Text Block.

2. You will be able to edit text once the outline is visible
3. Highlight the text you wish to Bold, ltalicize, and or Underline.

b A
4. Click the corresponding icon
5. Once you are finished modn‘ymg text, click somewhere on the page outside of the text
block.

2) Modifying Font Style, Colors, and Text Size

1. Double left click on the text block you wish to modify.
2. Highlight the text you wish to modify.
3. Click on HA

4. A screen will pop up allowing you to Select Font Style, Font Colors and Font Size.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©MTS Allstream Inc. All rights reserved.)
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Select a
Font

Font properties

A
L]

Forit I Tahoma J

Default
Fonts

A

|Tah|:|rr|aJﬁriaI,Heretica,sa

Shows
Selected
Color

A

Click on a
Color Box
to select
Font Color.

A

Size I 1 I

RGH |#a2a3a3

s

A 4

Font

ST —

[\

mm

[ Cancel |[ Apply I

Hex
Color

Cancel or

Apply
Changes

Once you have made your desired changes click “Apply”, and click somewhere on the

page outside of the Text Block.

a. Click “Cancel,” to dismiss changes.

Default Fonts (Tahoma, Arial, Helvetica, etc) allow a browser to display the Font you
have specified. However, there is the possibility that the user viewing your site may
not have the specified font on their local PC. When that happens, it goes to the next

default Font available.

Create a Hyperlink to Another Page or Site

Hyperlinks allow you to refer to pages that exist within your website and sites outside of

your own domain.

Highlight the text you wish to link from.

Click on ﬁ insert a link onto your page.

A screen will pop up. Type in the desired URL i.e. http://domain.com

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not

guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability

whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By

proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Alternatively
3. You can select the page you wish to refer to in the drop down menu.

Hypetlink propedies

-~ URL
RL Ihttp: Frdomain. com -
.| Pages
] Cpen in & newy ywindow » Opens
Page or
Cancel Apply URL in a
New
Window
Cancel Apply
Button Button

4. Click Apply to create hyperlink.
5. Click Cancel to dismiss hyperlink creation.

L Create a Bulleted Lists

# .« | DBulleted lists help organize text when sentences or paragraphs are not required. There
s, | aretwo ways to create bulleted lists. You can either use existing text to create you lists,
or you can create a fresh list by creating a new text block.

1) Creating a Bulleted List with Existing Text
1. Double left click an existing text block
2. Highlight the text you wish to put in your bulleted list.

W ok
L R
W B

3. Click

2) Using a New Text Block to Create a Bulleted Li  st.

1. Create a new text block

[T Y
L R
W Lifen

Click
A bullet will appear; type in your text.

Hit the “Enter” key on your keyboard to set your next bullet.
Repeat steps 3-4 till bulleted list is complete.

akrwn

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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d Each new sentence/fragment is by default bulleted. If you wish to break
a paragraph into an additional bullet, place your mouse on the text of an
existing bullet and hit enter.

Original Paragraph

Bulleted List (default)  EX

isting

Paragraph

broken into Bulleted

Lorem ipsum dolor sit amet,
consectetuer adipiscing elit, sed
diem nonummy nibh euismod.

Tincidunt ut lacreet dolore magna.

Aliguam erat volutpat.In pede mi,
aliquet sit amet, euismod in,
auctor ut, ligula.

Lorem ipsum dolor sit
amet, consectetuer
adipiscing elit, sed diem
nonummy nibh euismod.

Tincidunt ut lacreet
dolore magna.

Aliguam erat volutpat.In
pede mi, aliquet sit amet,
euismod in, auctor ut,
ligula.

List.

Lorem

ipsum

dolor

sit

amet
consectetuer
adipiscing
elit,

sed

diem
nonummy nibh euismod.
Etc.

M  Create a Heading

Headings are primarily used as titles to indicate the meaning of a section of text. There
are two ways to create headings. You can use an existing line of text, or create a fresh

el

new heading.

1) Using an Existing Line of Text to Create a Hea ding

1. Double left click an existing Text Block.
2. Highlight the Text you wish to make into a Heading.

3. Click

el

2) Creating a New Heading

1. Create a new text block.

el

2. Click

3. Type in the text you wish to use for your heading.
4. Once you satisfied with your Heading, Click “Enter” to begin a new line.

N Check Spelling

e

Spell check is available to verify the spelling within each text block.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©MTS Allstream Inc. All rights reserved.)
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1) Checking Spelling within a Text Block

1. Double left click on the text block you wish to check spelling for.

2. Click on the “Check spelling” tool in the Editor toolbar.

3. Words which appear to be spelled incorrectly are outlined in red. Click on the red outline
and select from the option list for the correct word. It will automatically be corrected.

[l

[] The incorrect word
is outlined in red.
—»| Drop down menu
allows you to select
from a list of
possible words.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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O Create a Web Form

:i‘ The Web Form Editor is used to create customized web forms. You can access this

editor by clicking the “create a web form” button on the Editor toolbar.

There are different types of Input (i.e. Text Input, Password Input, Text Area Input,
¥ Selection Menu Input, Radio Button Input, Checkbox Input, and Button Input); these are
the elements which compose the Web Form.

YWeh Form Editaor

Drag elements from the Inputs box and drop them in the FORM wviesy. %ou can then customize the element via the Element
= Properties box.

T

I Drop form items here.
Iv.—.v.-p.—.v.—.v.—.v.—.v.—x __>
F azamard
Text area >
5> Method = POST if you
ISEIEdiDn 'I El it
emerlt are submitting a form to
Properties an email address.

e« |,
Radio Button

~ >

Chedibox / /V

gt F,-E.,./ Elzment Properties

Ald by 1 the form ¢ : c Type in
Button | Email
L+ o ReME ey e-mail address Address

® Run s

Clear Form Form Properties Cancel Apply

1) Create a Web Form
1. Type in an email address you wish your form to send to.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Click and hold desired Input types on the left
Place Input type on the “FORM” screen on the right in the order in which you want them
to appear.

You can delete an Input placed in the “FORM” screen by clicking on @ to the right.
Click and hold Bitton and place it in the “FORM” screen.

Step 5 must always be done. Otherwise you will not have the ability to
submit your form.

Label each Input you have placed onto the Form by clicking on the tags that say “Click
text to edit.”

a. Each Input has additional information available for editing at the bottom of the
screen called “Element Properties.” Edit appropriate “Element Properties
accordingly.”

Click on the “FORM” label at the top of the form you have created.

a. Specify the email address, or the URL of custom web code, which should be
used when a form is filled in and submitted.

Click “Apply” when finished, this will insert your form into you page.

a. Or Click “Cancel” to dismiss changes.

2 1o change the location of the form, click and drag on any of the element labels
(the entire form will move.)

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©MTS Allstream Inc. All rights reserved.)
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Wieh Form Editor

-j Drag elements fram the Inputs box and drop them in the FORM view:. % ou can then customize the element via the Element
= Properties box.

ror x

ol Etnail I

Text

Imm—

F azznord

Text area .
Howw Did you hear about us? I I

[ Check this ko if you would ke & responze

ISeIecﬂnn I Submit Guery |

s
Radio Button

Comments

0O

00O

¥

Chedibox

Hdden Field Element Prope

Whiat should happen with the form re: ? Methiod m

Button
_I 9 Emailto

Clear Form Form Properties Cancel Apply

2) Modifying Existing Web Forms
1. Double-click on one of the form element labels to the left of the form.
2. Your form will be opened in the Web Form Editor.
3. Edit “FORM"
4. Click Apply to submit changes.
a. Click “Cancel” to dismiss changes.

3) Types of Input and their Element Properties

Inputs are components of a form which allow you to customize and specify the type of information
you want to receive from a customer/client/etc.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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There are 8 Input types:

Text Input
Password Input
Text Area Input
Select Menu Input
Radio Button Input
Checkbox Input
Hidden Input
Button Input

Se@moaooTp

a) Text Input

The Text Input is often utilized for Names, Email Addresses etc. Character lengths are generally
restricted to one line.

A 4

Text Inout

A 4

Name of
the Text
Input ie.
Email

Address

INPUT
NAME

A 4

VALUE

v

SIZE

Yvy

MAX
LENGTH

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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b) Password Input

Password Input is often utilized when setting up an account, or verifying password information;
whilst maintaining the privacy of the user

Password
> Input
INPUT
NAME
g VALUE
| sizE
MAX
LENGTH

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Text/Password
Input Element

Definition of Element Properties

Properties

INPUT NAME This is the name used to refer to the element when form data is emailed.

VALUE This is the default VALUE of the element, before the user has made any selections. For no
default VALUE, leave this property blank.

SIZE SIZE is essentially the viewable character length of Input text.
If SIZE is defined as 30 characters then the following would be the visible to the user who
typed i.e. abcdefghijkimnopgrstuvwxyz1234

MAX LENGTH The maximum characters can exceed the SIZE of the Text Input. However it will only display

the defined SIZE.

If the SIZE is 30 characters and the MAX LENGTH is 64 only the characters in [ ] will be
displayed however the characters after [ ] will still be present simply not viewable unless
scrolled to the right.

i.e.

[abcdefghijkimnopqgrstuvwxyz0123] 4567891011121314151617181920212223

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©MTS Allstream Inc. All rights reserved.)
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c) Text Area Input

Text Area Input is often utilized for additional comments, details, or information that requires more

than one line of text.

Text Area
> Input
o  TEXT
4 AREA
NAME
>  VALUE
| ROWS
COLUMNS

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
proceeding with this set-up, you assume all risk of loss or damage. (©OMTS Allstream Inc. All rights reserved.)
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Text Area Definition of Element Properties
Input
Element
Properties
TEXT AREA This is the name used to refer to the element when form data is emailed.
NAME
VALUE This is the default VALUE of the element, before the user has made any selections. For no default
VALUE, leave this property blank.
ROWS Rows are defined by the maximum number of characters allowed in a horizontal direction.
If there are 5 rows, then the number of rows would follow as thus.
ie.
Row 1
Row 2
Row 3
Row 4
Row 5
COLUMNS Columns are defined by the number of characters allowed in a vertical direction.

If there are 5 ROWS and 40 COLUMNS, then the number of rows would follow as thus.
C = Column
n = # of columns i.e. C1,C2C3, C4,Cn...C4

ie.

Cl/Row | C2 | C3 | C4 | Ch | Ch | Cnh | Cn | C40

Row 2

Row 3

Row 4

Row 5

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
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d) Select Menu Input
A Select Menu allows you to provide an individual with 1 or more options to choose from.

Select
Name
Input

A 4

TEXT

SELECT
NAME

A 4

A 4

VALUE

A 4

SIZE

MULTI-
SELECT

A 4

Select

Name

Input
Text List

Select Menu Input
Element Properties

Definition of Element Properties

SELECT NAME

This is the name used to refer to the element when form data is emailed.

VALUE

This is the default VALUE of the element, before the user has made any selections. For
no default VALUE, leave this property blank. VALUE in this instance can be used for
SKU Numbers associated with the Text, Pricing so that it further identifies what the Text
means and how it can be quantified.

TEXT

The TEXT in a Select Menu Input is the listed items.
i.e. Red, White, Blue.
Text = “Red”

VALUE = “123456"

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
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SIZE

Type in the Text you wish to add to you list and click “Add.”

To remove TEXT, click on the in the Select Name Input Text List and click “Remove.”

The SIZE determines the SIZE of the Select Menu Input.

If SIZE="1" then Select Menu Input will look like the drop down menu in the following
image.

The maximum SIZE is”"99.” However you may need to consider that the SIZE of your
Select Menu Input will determine how it will be displayed on your website.

i.e. If SIZE ="3" then Select Menu Input will look like the window menu in the following
image.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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Check MULTI-
SELECT to allow
more than one
selected Text.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
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e) Radio Button

Radio Buttons are often utilized when you want an individual to select a specific option out of the
available choices that are provided.

- Radio
i Button
Input
INPUT
e NAME
A >
»  VALUE
CHECKED
Radio Button Input Element Definition of Element Properties
Properties
INPUT NAME This is the name used to refer to the element when form data is
emailed.
VALUE This is the default VALUE of the element, before the user has made any
selections. For no default VALUE, leave this property blank.
CHECKED This property can be setto YES or NO. It is used to determine if the
radio button or checkbox is selected by default.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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f) Checkbox Input

Checkboxes are often utilized when more than one option is available for selection.

Checkbox
Input
INPUT
q NAME
A d
.| VALUE
» CHECKED
Checkbox Input Element Properties Definition of Ele  ment Properties
INPUT NAME This is the name used to refer to the element when form data is
emailed.
VALUE This is the default VALUE of the element, before the user has made any
selections. For no default VALUE, leave this property blank.
CHECKED This property can be setto YES or NO. It is used to determine if the
radio button or checkbox is selected by default.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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g) Hidden Input

Hidden Inputs are often utilized in providing detail to the administrator of the email address it is
sending to.

i.e. You have 2 forms; form 1 which prompts an individual for verification info while form 2 is for
signup info. To help distinguish which form is which, a hidden input is placed in both forms so that
it form 1 is “Verification,” while form 2 is “Signup.” When the individuals fill out these forms, it will
send that info to specify if it is either “Verification” or “Signup.”

Hidden
> Input
| INPUT

A4 | NAME
»  VALUE
Common Element Definition of Element Properties
Properties
INPUT NAME This is the name used to refer to the element when form data is emailed.
VALUE This is the default VALUE of the element, before the user has made any
selections. For no default VALUE, leave this property blank.

h) Buttons

Buttons allow the form to perform an action. The primary function of this is to allow the form to
submit the information into the email address you have specified.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
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»  Button
» INPUT

NAME
»  VALUE

Common Element

Definition of Element Properties

Properties
INPUT NAME This is the name used to refer to the element when form data is emailed.
VALUE For buttons, this property is used for the button label.

i.e. “Submit”

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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P Add a Google Map to your page
.% | Click on “Add a Google Map to your page,” this will place a Google map onto your site.
| W2

—» Configure

» Panand
Zoom

1) Configure your Google Map

1. Click on “Configure.”
2. Enter an API Key.
a. Togetan API Key click on “Get A Key” link.
b. Register for a Free API Key.
c. An APl Key must be created in order for Google to allow linking to their maps.
3. Enter the Address you wish to use for the map.
4. Select map size (i.e. Small, Medium, Large)
5. Once your are satisfied with the location of your map, scroll down and click “OK,”

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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2) Remove Google Map from your site

1. Double click the grey bar on top of your Google Map. A red “X” should appear on the
bottom right hand corner.
2. Click the “X.”

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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5 Preview

Preview launches a new browser which allows you to view the site prior to
publishing. To preview the site, click on “Preview.”

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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6 Publish

Once you are satisfied with the content you have created with EasySiteWizard
Professional, you may wish to publish the site.

1) Publishing your Site

1. Click to publish your site.

2. A prompt will appear, indicating that any existing content will be overwritten.

3. Check the URL location (i.e. http://screenshots.hostopia.com).
4. Click “OK" to accept and publish
a. Or Click “Cancel” to dismiss publishing the site.

5. A prompt will appear notifying you that your site has been published to specified URL.

2) Publishing your Site with RSS Feeds

You must first enable RSS feeds in the “Sites” section and select the existing or new website you
would like to use.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
whatsoever for any loss or damage which may result from the set-up of your website as discussed in this guide. By
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Enabling RSS
1. Enable RSS
2. Click on the check box next to the orange RSS icon.
3. Click Apply.

Updating RSS Feeds
1. Once RSS is enabled you will be able to click “Publish.”
2. Enter information into the following fields:
a. Headline
b. Content
3. Select from the drop down menu you wish to link RSS to.
4. Click “Update Fields.” Once the fields are updated, you will be provided with the following
links for your RSS feeds:
a. http://domain.com/rss.xml
b. http://domain.com/atom.xml.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
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7 Feedback/Frequently Asked Questions

Click Feedback to send any comments pertaining to EasySiteWizard Professional.

1. Are there any spell checking capabilities?

EasySiteWizard Professional (ESWP) has a built in spell checker for website text. You can select
specific text boxes and initiate a spell check, allowing you to be able to quickly correct misspelled
words.

2. Can | preview my site before publishing?
Yes you can. ESWP allows users to preview their site pages before publishing them on the web.

3. Is there a limit to the number of pages | can ha  ve on my site?

Short of using up all of your storage space, there is no limit to the number of pages that your web
site can have. The new menu editor in ESWP allows users to create as many pages and menu
entries as they wish. There is also support for submenu items within the main site menu.

4. Can | upload my own images to use on my site?

Yes, you can upload your own custom images on the website through the image gallery tool in
ESWP. You can also use an FTP client to upload multiple images at once to the specified
directory in the application. ESWP also supports over 40,000 images in our free image library that
the user can choose from.

5. Why can | not move certain elements of a templat e around freely?

While most images and text boxes that are placed within the templates are moveable for the user,
some elements have been anchored in place to keep the general design of the template
coherent.

6. Can | undo changes that | have made through the  site editor?
Yes, users are able to undo and redo changes that they have performed through the site editor in
ESWP.

7. | have modified my template extensively, however | am not content with

the outcome; can | reset the design template backt o original state?
Yes, you can reset the template by re-selecting it. Go to Designs, select another design template
by clicking on the thumbnail, then select the original design.

8. Can | create a form on my website?

Yes, you can create a fully customizable web form on your site. Simply select the webform icon
and drag and drop elements you wish to utilize in your webform. Remember to specify a mailing
address that your web form will submit to.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
guarantee that you will get the results you expect. If you have any concerns you should only proceed with the
assistance of an expert software technician of your choice. Allstream assumes no responsibility or liability
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9. | created my site using another template and Iw  ant to change it without
losing content. Can this be done?

Yes you can change the template while maintaining the content, by selecting a new template in
Designs.

10. Why am | unable to edit the HTML in EasysiteWiz  ard Professional?
Currently there is no HTML editing feature available in EasySiteWizard Professional. It is a simple
and intuitive website editor that lets users easily design a website without needing to have any
knowledge of HTML.

The information in this guide is provided for your convenient reference only and is based on a typical user’s system
set up. Because individual users may have unique system set ups and software configurations, Allstream does not
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