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Tutorial Guide for Creating a News Page in Sitebuilder

This is a tutorial to assist you with adding and updating the news page within your Sitebuilder software. Please
note that we are always striving to improve our Sitebuilder for better functionality and ease of use. Updates to
the Sitebuilder may mean that actual process may vary slightly from those described.

Logging in to Sitebuilder

Firstly you will need to start by logging into Sitebuilder. You can do this with the login details found in your First
Steps Guide.

http://sitebuilder.btcustomerstreet.com

Adding a New Page

Home |
You currently have 2 pages inyour site. fyou cannot &H’”
see all ofthese pages, use the scrollbars atthe right
and hottarn of the page [ [
Once you are Io“gged |nto.the"S|tebU|Ider 2, Restore Deleted Pages —_—
proceed to the “Pages Editor” tab. Here you O
have the ability to update current pages and . L4
add new ones. ContactUs | Add New Page
g:ml ﬁ
To add a new page click on the “"Add New 4;
Page” icon as shown i
C"-Ck. TID LS |Click To Add A Mew Page Here
L8

Editing the Page Details

Once you have clicked to add a page you will be prompted to edit the details for the page. These will include a
name for the page, a title, summary and keywords. Once completed please click on the green tick.

\/ @L%)

Site Keywords

Page Name:
a Aok Daciom intha |1
|News
_ Fleaze enter the name of yoaur new page. This will be uzed as the linkin the menu
Page Title:

on yourwehsite,

|News Page for Engineering Serices in Blackburn

Try notto use a single woard like ‘Services' ar 'Products’. [twill be moaore advantageous
Page Summary: for your search engine rankings if you use something like Plumbing Services',
'Photography Gallery', 'Building Products’ ete.

Our news page is updated regularly for our products
services in Blackburn to keep you up to date. Fora
please don't hesitate to call Plumbing Services

Page Keywords: Photography Gallery

Engineering Services in Blackburn, Engineers Black
in Balchurn Gallery Test Page
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Moving Your Page

Home |
Your newly created page will now show in | | Yeucuterty e sages e et o cert N
the Pages Editor as shown. You can then and bottom ofthe page [

change where the page is situated in the

navigation for the site by clicking on the % Restore Deleted Pages Click To Rate
green arrows until you are happy. The page '~
will appear highlighted red in the Pages i ! i o
Editor. This indicates a page that is hidden NEwg— Comtactus | l“""”‘*“’ Page

and will not appear live on the website. You b S ‘ N ‘-ﬂ i

can make this page live by clicking on L.;% ] hli

“Hidden” on the Pages Editor or by selecting Hidden Visible

“Save And Publish” after editing your page

content. : '; 'J

Opening Your News Page
Now you have created your page you can begin to transform it into a news page. In the Pages Editor of your
Sitebuilder, click on the "EDIT” button with the pen icon located underneath the page title. Your new page will

open within the Sitebuilder. There will most likely be some standard text inserted as a template as shown
below.

Changing the Layout

To turn this standard page into a news page you will need to click on the button called “"News"” as shown below.

ap | Form | Advanced Layouts | Gallery Layouts | Contact | News | ¥ideos | Calculators | One Click Shop !5 L? % add Mo
il ) .

L. Home Hews

© ContactUs

Welcome to
BT Customerstreet

@ This Page is Currently Under Construction

& Snapshot created successfully with an 1D of 274202

Heading 1 - Intro

The paragraph text should reflect what the paragraph title says e.g. At [company name] we strive to achieve a high level of
service for all our plumbing services in London and the surrounding areas.

Heading 2 - Product(s) or Service(s)

This paragraph will contain more information wwhich contains the paragraph heading key phrase near the beginning if you
can, if not it's not critical. |t always helps if you can work in another page or site key phrase along the way. Please ensure
you give full information as search engines prefer content rich websites. So the more relevant information your site has the
better the results are likely to be. “ou shouldn't include duplicate content on your pages either, as search engines will
disregard thiz. Use the analyser in the bottom left to see how your page is doing in reference to Search Engine Cptimisation.
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You will then be prompted with three layout options.
Your main news page must be the first layout called
“Index Page” as shown. Please click to select this

Default Layouts

Google Map | Form | Advanced Layouts

option.

Index Page | 9

weeein Click To Use
k= This Layout

\Z

Warning: If you switch layout types you will lose any content.
If you wish to cortinue you can always restore you page from the last time you clicked to edit this page.

Once you have selected the index news
layout you will be prompted with a warning.
This is to advise you that whenever you
switch to a new layout, any content will be
lost. Click the green button to proceed.

QW

You will now have the new layout showing in your Sitebuilder. As there is no content in your page vyet, this is

the next step.

Creating Your Sub-Pages

Your news page works by having one central page; in this instance it is called “"News” as shown. The page can
show updated news articles. Every time you add a new article the main news page will show a brief summary
of the article. Upon clicking on the link the full article will open in the browser. New articles will automatically
appear at the top of the page, showing the latest news first.

Each article is generated by creating a
new sub-page. This is done by clicking

on the icon just below the page you

have created as shown here. For

every new article you wish to add simply
repeat this step to create more sub-pages
underneath the news page.

Home
You currently have 3 pages inyour site. Ifyou cannaot '&EU”
see all ofthese pages, use the scrollbars at the right
and bottom of the page @ @
%, Restore Deleted Pages F———
E

|
Contact Us

EUIT

_,'.fula_l New Page

o

Visible

Click To Rate

Click To Rate

| 1
h, h,

CIic&To Add A Mew Sub Page h

Google Map | Form

Default Layouts

MNews Layout 1

| Click To Use
|  This Layout

Advanced Lz

Once you have added the sub-page you will need to add
the page details as outlined previously. Click to edit the
page. This time you when you click on the “"News" tab
you will need to select either the second or third layout
options as shown. "News Layout 1” is a plain text layout,
whilst “News Layout 2" has an option to add an image
to the news article.
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Editing Your News Article

Once you have created a new sub-page and selected one of the two layout options you are ready to create
your first article.

As you would with a normal page you can edit the main header across the page (as shown below with “"News
Layout 1”). You can also create a sub-heading if required along with paragraphs of text content. To edit any
headers or text simply click on the relevant area and an edit box will appear as it would with a standard page.

Adding Details for the Article

Once you have written your article you can assign extra details to this. These details will provide the snippet of
information that appears on the main news page. Your article will look something like this:

ayouks Contact | Mews | Yideos | Calculators One Click Shop ﬂ E‘

@ News Layout 1

& Snapshot created successiully with an 1D of 27 4606

A tutorial for using your news page
Thiz iz the layaout option 1 that allows you to add text content to your page.

Larem ipzum dolar =it amet, consectetuer adipizcing elt. Sed mollis risus. Btiam pede risus, blandit eget, molestie a, eleifend
eget, leo. Mulla enim. L viverra, Yestibulum lacus mauris, auctor sit amet, facilizis ac, tristique sagittis, dolor. Pelentesgue
hakitant morki tristigue senectus ef netus et malesuada fames ac turpis egestas. Mauriz feudiat congue justo. Prain libero
est, fermentum eget, tincidurt a, placerat eu, nisi. Vivamus =it amet justo. In faucibus pede quis felis.

Submitted by BT Customerstreﬁ on Thursday 23rd &pril 2009

At the bottom of the article are the submission details. In this case it reads “Submitted by BT Customerstreet...”
By clicking on this section it will bring up a box to edit these details as shown.

For each article you add on a new sub- w O O

page you will need to edit these details.
The description along with the page title
will appear on the main news page. p—
This should be written to give a brief

overview of the article so that the user

|BT Customerstrest

. Cak i
can see the nature of each article. You sl
. . |Tut0r|al
can assign a category to the article for
use Wlth the sidebar Option as described Description of the article for the index page {(essential)
later. An article used as a tutorial for explaining how you can use your

news page in sitebuilded

Once completed, click the green tick.

Below are the categories yvou have previously used
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You have now created your first news article. If you are happy with the changes and wish for pages to go live
immediately you can click the “Save And Publish” button. If you wish to save the page but leave it hidden and
not live you can click the “Save As Draft” button. To cancel editing without saving the content you can click
“Cancel Editing”. You will then be taken to the Pages Editor section.

“E Save And '__j Save As @ Cancel
Publish = lﬁ\{jraft Editing

|Save Your iZhanges And Don't Publish L

Hews

S:DII t,‘
» For each article you wish to create simply add a new
Hidden sub-page and repeat the process. New articles will
GEARIE appear at the top of your main news page as shown
L3 below. The title and description appear automatically
2 oo sk P | on this page along with the submission details and a
EDIT ﬁ_‘ EDIT ‘ link to view the page.
e Y
» ||| @
Hidden | Hidden
Click To Rate Click To Rate
(3 (s

Your News page should appear similar to the screenshot below. The links, as shown here in blue, once selected
will open the relevant article in the browser. The most recent articles will appear at the top of the page.

@ News Page

%7  Snapshot created successfully with an 1D of 274798

News Layout 2

Thiz iz 5 zecaond news article that uzes the second newves padge layaout. This option allowes the use of an image

Read Mare
Submitted by BT Custamerstreet on Thursday 235rd April 2009
News Layout 1

An article used as a tutorial for explaining howe you can use your neves page in stebuilder

Read More

Submitted by BT Customerstreet on Thursday 25rd April 2009
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Sidebar Plugins

News Feed Plugin

Your news page has now been created. If you have requested your page to be live you will notice a link to this
page in the navigation panel on your site. You also have the option to have a sidebar plugin on your site. The
plugin will show a link to the last five news articles you have created and will show on all pages of the website.
An example of the sidebar as seen on the home page is shown below. This option is called “News Feed”

News Categories Plugin
You can also enable a second sidebar to use either in conjunction with or instead of the news feed option. This

“News Categories” plugin will place a link in the sidebar to the various categories that have been created. This
is useful if you have a large number of news articles and wish to aid locating relevant items quickly.

Adding the Sidebar

TO add a Sldebar to your pages u Logout From Manager \?} Choose Site To Edit www | View Your Wabsite [@I
you will need to click on “Sidebar

C-0n50|-e” tab from Wlthln your Dashhoaril aijes Editor S Ratin: | Sidebar Console
Sitebuilder. M M m %

Sidebar Management Consocle H 5

Once selected you will be shown a view of both the sidebar plugins that you have enabled on your website and
a list of any plugins that are available to you.

To enable a plugin simply click on the tick-box associated with the plugin required. Once a plugin is enabled it
will then show in the “Current Sidebar Plugins” section. To remove simply un-tick the box.

Your Current Sidebar Plugins Other Available Plugins

Sidebar Company Details I Enabled News Categories C Disabled

A sidehar area which displays the companies registration Shows a list of the categories which hawe news ardicles

details attached to them and when clicked it displays the aricles within
that category

Modify Registration Details

External Links Enabled News Feed [ Disabled
Sidebar Links Plugin allows you to add your own set of external The last five news stories that hawve heen added to the
links to the nawvigation of your site. {(Be aware, no links will show database will be shown in the sidebar

ifyou have not added any. Use the link below to add links)

Modify Links
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Moving the Sidebar

If you have more than one plugin enabled on your
website you can also change the order that these
appear. The order in which they appear in the
“Current Sidebar Plugins” section is the same order
in which they will appear on your website. You can
change the order of these by clicking and dragging
the box to the required location as shown here.

Below is an example of the home page on a website showing both the “News Feed” and the “News Categories

BTQ

Your Current Sidebar Plugins

Sidebar Company Details Enabled
A sidebar area which displays the companies registration
details

Modify Registration Details

News Feed ™ g,
"" Enabled

The lastfive news stories that have been added to the database
will bie showen in the sidebar

[ External Links ™ Enabled

Sidebar Links Plugin allows you to add your own set of external
links to the navigation of your site. (Be aware, no links will show
ifyou have not added any. Use the link below to add links)

hodify Links

14

sidebar plugins. The news feed shows two articles that were created. Each article had a different category
associated with it. Both of these are visible in the news categories section.

You should now have a working news page for your website that you can edit at any time through your

Sitebuilder login.

L3 Home

© Contact Us

News Feed

Mewws Layout 2

Mevws Layout 1

News Categories

Welcome to

BT Customerstreet

All Categories

. "\ " %
Tutorial 2 @ BT Customerstreet Sitebuilder
Tutarial
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