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Glossary of Terms

CMS (the Software)
Content Management System, integrated with eCommerce Administration.

CSS
Cascading Style Sheets: A language used to describe how an HTML
document should be formatted.

HTML

Hyper-Text Mark-up Language: A markup language designed for the creation
of web pages with hypertext and other information to be displayed in a web
browser.

Javascript
A scripting language most often used for client-side web development, such as
creating effects.

Text Area
An HTML text area where you can edit content.

Web Administrator
The web developer/designer who implemented the CMS. Alternatively, the
Webz support team.

Webz (the Company) - Webz Development Limited

WYSIWYG
“What you see is what you get”. This is common web terminology for an editor
which allows you to produce content in a readable format for the web.

The Webz CMS uses an Open Source Editor called TinyMCE editor. The
editor is regularly updated and enhanced.

Website Directory
The folder containing the files which make up your website.



Introduction

Webz are proud to offer you the Webz Content Management System (CMS)
version 315. Every endeavour has been made to ensure our CMS interface is
as user-friendly as possible. This manual will be regularly updated. The latest
version is available in PDF to download from the documentation section in the
admin panel of our CMS.

System Requirements

We recommend Firefox as the preferred Internet Browser, however we have
built our CMS for modern browsers (Internet Explorer 7 and above).

Javascript will need to be enabled to access the administration area of our
CMS.

The CMS is available using any speed internet connection, however a fast
connection such as Broadband (ADSL) is preferable.

Security

Security has been at the forefront of all our design decisions. We regularly
conduct thorough testing of our systems to ensure that they meet appropriate
security levels for the web.

The site administration area is hidden from internet users for security reasons.

About Webz CMS

This version of the CMS has been created with the end user in mind.
Therefore, it provides the essential functionality required to log in to our secure
administration area and edit the content of your website.

Additional functionality is available to make administrative changes by either
contacting the web administrator who implemented your CMS or by contacting
the Webz team directly at info@webz.co.nz.
This version of the CMS allows you to:
1. Log into a secure site administration area;
Access the Webz Dashboard Panel;
Edit and view the content areas of your website;
Update user information (email and passwords);
Manage resources including the ability to upload images & other files;
Manage eCommerce categories and products;
Access documentation to assist in use of the CMS;
View Webz terms & conditions;
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Contact Support to report a fault or request an enhancement to the
CMS.

In subscribing to Webz CMS, you agree to be bound by our terms &
conditions. These are accessible from the administration panel once you have
logged in. They are also available at our website: www.webz.co.nz/terms.

Our terms & conditions will be updated periodically. It is your responsibility to
ensure you are familiar with and act in accordance with them.

We encourage you to use the support feature to report any faults, anomalies
or to request a feature enhancement. The support icon:



Logging In

1. Inthe Address Bar of your internet browser type:
www.yoursitename.co.nz/siteadmin/login
2. Enter your email address and password in the appropriate fields.

Reset Password

If you have forgotten your password, click the “Forgotten your password”
link — you will be redirected to a screen where you can reset your
password by entering in your email address.

A new password will be sent to your email address. After you have reset
your password and successfully logged in, please change your password
to something you will remember.

If you are still unable to log in, contact the Webz team at

inffo@webz.co.nz.

Dashboard Panel

3. Once you have successfully logged in, you will be directed to the
dashboard screen which displays the site administration panel.

4. The administration panel provides access to various aspects of the CMS.
You can return to the dashboard panel at any time while logged in to the
CMS by pressing the Back to Panel icon:



View

If you selected view, the relevant page will be opened in a new tab in your
browser. To go back to the site administration area, you will need to go back
to the Site Admin tab.

Content Editor

Click Content Editor or the pencil image to edit the content sections of your Edit
website.

Beneath each page name in the CMS list are lists of content sections. Section
This will direct you to a list of all your website pages. This screen should list describes the position that piece of content is located in the page (i.e. header
something like: or left column or main content). The date and time the content was last

updated is displayed and you have the option to view each page and/or edit
each editable content section.

If a content section does not have a pencil icon associated with it, it has been
locked for editing by your web administrator. All content pieces are editable,
so either contact your web administrator or the Webz team at info@webz.co.nz
for more information.

Example:
The main content section of your website home page will be called “Home
Page”. The Section will be “Main Content”.

To edit a section of your website, click on the pencil icon next to the relevant
page and content section you wish to edit. You will then be directed to a “What
you see is what you get” (WYSIWYG) editor, or for smaller pieces of content, a
text area.

The content sections are grouped by page name. You have the ability to view
and/or edit each page (and content section) that has a view or edit icon next to
it.



WYSIWYG Editor

“What You See Is What You Get”
The WYSIWYG editor allows you to edit your website content. Simply make
the required changes in the area provided (or cancel to go back).

If your web administrator has limited the view on this screen or used a text
area, it is probably because the additional features are not necessary and/or
could potentially negatively affect your website layout. In such a situation, a
more restricted editable area is required.

If you would like more information about this, contact the Webz team at

info@webz.co.nz.

The WYSIWYG editor allows you to format the content section of our page as
you would is another program such as Microsoft word.

Some of the formatting features include:

Bold

Italics

Underline

Strike-through

Align left

Align center

Align right

Align full (justify)

Apply paragraphs/headings
Apply styles (preformatted)
Bullet points

Numbered lists

Outdent

Indent

Forecolour

Insert/edit link (hyperlink)
Unlink

Insert/edit anchor
Insert/edit image

Undo

Redo

Clean up messy code
Edit HTML source
Subscript

Superscript

Insert custom character
Tables

If you would like any of these features enabled or disabled, contact your web
administrator.

Advanced Features of the Editor

The following section covers some advanced functionality of the
WYGIWYG editor. This section of the manual is continuously being
updated. If you have any questions which are not covered here,
please contact the Webz team at info@webz.co.nz.



Email Addresses

To add an email address in the content area of your website, firstly
type in the text you would like to appear on your webpage, i.e. Contact
Us then click on the insert/edit link icon.

A dialog box will pop-up. In the Link URL field (General tab), type:
mailto:emailaddress . For example: mailto:info@webz.co.nz. Then
press update.

After you save your changes, when a user presses on the link, a new
mail message will open up with the email address in the To field.

Links
To add an internal or external hyperlink, or “link” to your website, click
on the insert/edit link field.

To create an internal link (within your website), select from the Link List
drop-down the page you would like the link to navigate to.

To create an external link, type the address in the Link URL field
(General tab). For example: http://www.webz.co.nz.

To break a link, click the unlink icon. This may affect the formatting of
your text in the editor. Contact your web administrator for more info.

Resources

To create a link where when clicked on, it opens a document (such as
Word or PDF) in another tab of your browser, highlight the relevant text
and press the insert/edit link icon.

In the pop-up window, general tab, click on the Link list drop down
field. Beneath the page names is a section of Resource Links (which
have been uploaded in Resources). Select the relevant document
then press insert. Ensure you test the functionality using preview.

Anchors & Targets
Anchors and targets allow a hyperlink to be directed to a particular
point on a webpage (in contrast to a link which defaults to the top of a

page).

To use this functionality, you first need to set the anchor. Highlight the
content you would like the hyperlink to redirect the user to. Often this
is a heading, or an image. Click on the insert/edit anchor link. Then
give it a suitable user-friendly name and press Update.

Next to create the actual linking, you click the insert/edit link icon. In
the pop-up window general tab, type the page the anchor is located on
with the anchor name at the end in the Link URL field.

Example: http://www.webz.co.nz#seo (where anchor name = SEO).

Images
To insert an image, place your cursor in the place you'd like to insert
the image and click the insert/edit image icon. A window will pop-up.

Select from the Image List drop down box to insert an image. Note:
images will ONLY display in this field after they have been uploaded in
the resources section (see page 8 of this manual for more info).

It is possible to adjust the appearance of the image and also apply
advanced options (such as image rollovers) in the Appearance and
Advanced tabs of the pop-up window.

Tables

Tables can be created within the content sections of your websites, if
access to table functionality has been provided by your web
administrator.

If tables are enabled, click the insert row after icon to add a new row to
the table. Note: it will create a new row and position it in relation to
where your cursor currently is in the table.

To delete a row, place your cursor anywhere in the row you wish to
delete and press delete row. Note: You will not be asked to confirm
this action, so ensure that your cursor is in the correct position.



Specific Styles

Specific styles can be accessed via the editor which relate to the
classes created by your web administrator. These can then be
selected from a drop down list. Contact the Webz team at
info@webz.co.nz for more information about this feature.

Users

This screen allows the user currently logged in to change their administrative
email/password.

Resources

This screen displays a list of resources which have been uploaded for use on
your website. It displays the File Title, Description, Upload Date, Medium Size
and Small Size of each resource. It also indicates whether or not the resource

has been made public and gives you the option to edit or remove the resource.

The resources are grouped via resource type (i.e. image or .doc or .pdf).

Click on the add resources icon to add a new resource:

The next dialogue box will allow you to browse for the file to upload:

Resources which have been made public will be available to insert into content
sections of your website. Once made public, these images will display in the
image list of your WYSIWYG editor.

Resources which have been uploaded which are not made public are kept in a
secure directory and will not be available on the internet until they are made
public. This allows you to restrict access to those files which are not required
for publication on your website.

Resources can also be removed. Resources which are removed will no longer
be stored in your website directory. We encourage you to remove old images
as it saves storage space.



Useful Information About Images

Images used on a web page must have small file sizes to allow the web page
to load fast and to reduce the amount of storage space required on the web
server. Images must be saved using a compressed file format such as JPEG
or GIF formats. Optimisation is the process of choosing the best format and
compression settings to obtain a balance of file size and quality.

To properly compress an image ready for the web you will need photo editing
or web software such as Photoshop or Fireworks. If you do not have this
software and would like the Webz team to make your photos web-ready please

email us at info@webz.co.nz.
JPEG

JPEG is the ideal format for photos or images with lots of colours or details.
When saving a photo as a JPEG, it compresses the photo data to enable the
website to load it quickly. The idea is to lower the quality of the image as much
as possible without affecting the look of the image too much.

Less Data = Smaller File Size = Faster Download Tim e
Beware of pixelated edges or random colour distortions in the picture from over
compression!

GIF

A GIF compression reduces the number of colours in an image to 256 colours
or less. The idea is to get as few colours as possible in the image without
affecting the quality of the image too much.

Fewer Colours = Smaller File Size = Faster Download Time

GIF formats are good for solid colour images like logos or illustrations.

PNG

PNG is useful for images with transparency or opacity.

Naming Images

Images must not have a space in the name. Any other naming
conventions are allowable. For example: image-1.gif or image_1.jpg.

Resizing Images
If you are uploading product shots to your eCommerce site, the image size

needs to be of equal height & length. We suggest dimensions of 240px x
240px.

If the original height or width of the image do not lend to having a square
image, set the canvas to an equal width / height instead and apply an
appropriate coloured background. Default background colour should be white.

PhotoShop

In Photoshop you can click on Image and then Image Size. You can choose to
resize your image by pixel size or by units eg. cm. The resolution of the image
only needs to be 72 pixels/inch for the web.

FireWorks

In fireworks, either click Modify then Canvas then Image size or open
Properties (Ctrl + F3) and while the image is not selected, click Image
Size in the Properties window.

Ensure that you tick the Constrain Properties check-box to ensure you
do not distort the image. Enter the image diemsions you require.

Note: There may be some instances where you would un-tick the
Constrain Properties field in the Image resize dialog box, such as
when you are compressing the height or width of the image (i.e. Vector
Images).

Never try to increase the size of an image as this will quickly degrade the
image by making it more pixelated!



Images for eCommerce

Images for eCommerce must be square in dimension. We suggest a
file size of 240px x 240px.

When uploading product and category images to your eCommerce
site, at the Image Upload screen, ensure you select Thumbnail: Small.
A thumbnail of the image is required for all eCommerce products.

eCommerce

Our eCommerce module comprises the following screens:

Categories
Products
Orders
Payments
Special Offers
Freight

Shop Settings

In order to make products available for sale on your website, you first
need to group the products by category.

There are a number of ways to setup your categories. For example: by
group name (i.e. Clothing, Footwear etc) or by Brand (i.e. Adidas, Nike
etc) or by Size (i.e. King Size, Queen Size etc).

We suggest that the approach you take should be determined by your
customers buying behaviour. For example, a client who wishes to
purchase a bed will usually know what size bed they want to buy.
Once they have selected the size, the products available under that
size should display.

The first step in setting up your website is to enter your categories.

The red asterisk denotes a required field.

Freight

Set as many freighting options as you require.

Freight options can be set by region or type. For example: North
Island / South Island or Large Size / Small Size.

Special Offers

Special offers can be applied in any of the following groupings:

Most Popular

New Products
Discounted Products
Special Categories

To apply a special product to an offer, from the Special Offers section, click
“Add Offer” and select the type of offer you wish to apply to the product.

If the offer is a discount, enter the amount you wish to discount the product by
and select whether the discount will be a percentage or a fixed value.

Press save and the special offer will be saved and will display on your specials
page (or specials section) of your website.
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Categories

Enter the Category Name as you wish it to be displayed on your
website.

The sequence will be auto-generated.
Enter the Description of the category.

Choose the Category Picture from the drop-down box (after it has
been uploaded in the images section).

If your website has a hierarchy of categories, select the Parent
Category from the drop-down box. For Example: Parent Category:
Supplements and Category Name is the Brand of Supplements.

Display as Special Offer : If you wish to display this category as a
Special Offer, tick the check-box. Special Offers are usually displayed
on the Specials page. Contact the Webz team if you would like
Special Offers added to or removed from your website.

Is Visible : Tick the check-box if you wish to display this category on
your website. If you have set the category up but it doesn't yet have
any products loaded in that category, for example, you can un-tick the
check-box and press save. The category will remain in the
administration area and can be set to visible again at any time.
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Products

All products available for sale on your website will need to be loaded
into the products section.

Select the Category which the product belongs to from the drop-down
list. If there are no categories there, go to the Categories section and
load up some categories.

Product Name : Enter the product name as you want it to display on
your website.

Sequence will be automatically generated. Sequence can be
reordered using the red and green arrows to move an item above or
below another item. Move the items using the arrows and then refresh
your browser (F5) to view the products in the order you have arranged
them. You do not need to log out and back in for the reordering to take
effect.

Enter a corresponding Product Code that relates to your catalogue or
other internal business processes.

Select a Picture illustrating the product from the drop-down box (which
will need to be uploaded in the images section).
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ltems Sold

As sales are made, the items sold field will increment to indicate how
many items of that particular product have been sold. This is useful for
reporting purposes.

RRP

RRP is Regular Retail Price or the price the product is usually available
for sale for. You may wish to enter your competitor’s price here for
example. Where the RRP is not displayed on your website, simply
enter the same value in this field as in the sale price field.

Sale Price
Enter the price for the product. This is the price that the product will
sold at when a customer places the product in the shopping cart.

Always Stocked

If the product is always stocked, for example if you manufacture
product, tick the Always Stocked check-box. Alternatively, if you have
a limited number of stock of a particular product available, un-tick the
check-box.

Number in Stock

Where the product is not always stocked, un-tick the Always Stocked
check-box (above) and enter the number of products available. The
number available for sale will be displayed on your website. Once all
the products available are purchased, it will display zero and render
the product incapable of being added to a customers shopping cart
until the number in stock is updated.

Stock Alert Level

If you wish to be notified when a particular product is running low, you
can set the Stock Alert Level to something other than 0. An email will
be generated and sent notifying you of the stock level available for that
product. This is useful in being able to re-order products before you
run out.

Include Tax
If the item should include Tax (GST), tick the Include Tax check-box.

Can Order

If the product should be made available for customers to order, tick this
check-box. If this is un-checked, the product will display as POA
instead of displaying a price. This allows the option to add a general
product group (which comes in various colours, sizes, prices etc). The
customer will not be able to purchase the item through the shopping
cart, but will be able to view available products and enquire further.
This is also great for an expensive product where a customer would
not usually buy without coming into your store to try it out.

Visible to Public

If the product should be displayed on your website, tick this check-box.
If you are gathering more detail about the product or wish to remove it
from your shop display, un-tick the check-box.

Brief Description
Enter a brief description of the product here. We suggest you enter the
Category name, Product name and volume of that particular product.

Description
This is a required field.

The description should provide a full description of the product. It
should also include any search criteria you would expect customers to
search the product on. For example: the category name, product
name, brand etc.
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Orders

The orders screen will display all orders received via your website in a
summary format:

Orders which have been confirmed by your customers (and therefore
emailed through to your sales email address) will be listed under the
group: Confirmed.

You can view any of the orders in detail by clicking on the View icon.
From there, you can assign an In Progress or Complete Status to the
order, which will then be displayed as above.

The order form contains the details of the order, including any
comments the customer has inserted into the Comments box.

You can use the fields at the bottom to insert a Freight Reference and
Payment Reference so that the order can be reconciled with your
internal processes.

You can then reassign the status from confirmed to In Progress or
Complete as appropriate.
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Tips

Quick Find

Press Ctrl and F and type in the page or product name you are looking for so
that you can quickly find the correct page or product from the list on any
screen.
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