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1 Logging In

Site Builder Website : https://panel.nurseryweb.co.uk/
Username : your username
Password : your password

PLEASE NOTE: Web Presence Builder is best viewed in Google Chrome and Mozilla Firefox.

Username

Password

Interface language Default &
Forgot your password?
Or log in with:

- An

Websites & Domains

This is where you set up and manage websites.

? 2

yourdomainname.co.uk

Website at = httpdocs/  IP address: 147.135.130.131  System user: user ID

#Y Hosting Settings 49 Open @ Preview Suspend Disable Description

*
Presence Builder | Edit Website
'\I

1. Loginto Site Builder with your username and password.
2. Click “Edit Website” to launch the builder (it will open in a new window).
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2 Getting Started - Fundamentals

A. Navigate Around the Website

’ «%v | Z Edit v | $ Remove |

Home RLLIBIEEES News and Events  Our Gallery  Contact Us

Our Team

Our Rooms

1. Hover and click on the page that you wish to open (just as how you navigate your website).

B. Editing Your Website

= = — | @ || % mage |
y f st lenink JB)

2N

Body text

QOpen Sans

elcome to our nursery website!

e hope that you will enjoy
browsing through our website,
and find a useful information
labout our nursery here,

Welcome to our nursery website|
We hope that you will enjoy
browsing through our website,
and find a useful information
about our nursery here.

ard to make Our staff work hard to make
joy a wide range sure children enjoy a wide rangg

rtunities. Our of learning opportunities. Our

ell resourced nursery is also well resourced
indoor & outdoor environments, indoor & outdoor environments, P
which allow children to follow their interests, develop independence and which allow children to follow th® Sigcslemeioi o Edit image
achieve well in the future. achieve well in the future.

Stay up to date with the latest news on our website. If you have any enquiries
or would like to arrange a visit to our nursery, feel free to contact us. We would
love to hear from you!

Stay up to date with the latest news on our website. If you have any enquiries

or would like to arrange a visit to our nursery, feel free to contact us. We would
love to hear from you!

Click on the content area e.g. text or image that you wish to edit.
Use the Editor Panel to edit your contents when necessary.
Once done, click on the “OK” button.
IMPORTANT 1. If you do not wish to save the changes, click “Cancel” to revert.
2. Changes on green highlighted areas will only apply to that particular page;
Blue highlighted areas will apply to all pages.

3. Clicking “X Remove” will remove the entire content box and it is irreversible.
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C. Publishing the Changes

[5% Parallels Presence Builder 11.5.11 | & Publish

' Parallels Presence Builder helps you edit, customize and publish your site.

Dashboard | Save - Restore v Help » ‘ More ~ | A MINIMIZE
53 Parallels Presence Builder 11.5.11 & Publish |
o The site has been successfully published to] http://yvourdomainname.co.uk 0

’ Parallels Presence Builder helps you edit, customize and publish your site.

Dashboard ’ Save | v ‘ Restore | v ‘ Help ~

|
More ~ | A MINIMIZE

1. Once done editing, click “Publish” for your changes to take effect.
2. Click on your domain or refresh your website to see the changes.

PLEASE NOTE: If you still couldn’t see the changes after refreshing a few times, you may need to
clear browser’s cache and try again (Click here to learn how to clear browser’s cache).

D. Save and Backup Website

[5% Parallels Presence Builder 11.5.11 | & Publish |

[ Help ~ ‘ More ~ ‘ A MINIMIZE

1. After published, click “Save” to backup your website.
or, click “Restore” to retrieve your last saved backup if you wish to revert.

PLEASE NOTE: Please refer to Section 3 (L) on how to Create New Save when necessary.



http://www.wikihow.com/Clear-Your-Browser's-Cache
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3 Editing Your Website - How-To:

A. Add, Resize and Edit Image

Bodytext v B 7 U s == == = iZ — | @]/ % 1mage |
Open Sans v |14 v A-®. =55 Q v § S5 | =)
(4 B |

Resize your image here Image size (px)

Text wrapping Align your image here

205 | x| 190 | |Reset|
IQ?? Keep the original aspect ratio

Change image |

Swap to another image

Description

Add image description

Show description here (optional)

On mouse hover

Image description can be shown over or
below the image, and used in situations
where the image is not available to the

reader.

At the area where you wish to add image, click on the “Image” button.

You can align your image, resize or change to another image when necessary.

Adding description is optional.
3. Once done, click “OK” to insert.
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B. Upload a Document

@lld 4= (= to download our nursery's prospectus.

Link to (@) A page of this site
Select page

@" A webpage or file on the Internet

C i [iexample.com for links to external sites.
@) A document on this site

nursery_prospectus.pdf

Open link in —
=

Title |

L

nursery_pro
spe...

Existing documents

or upload new
document

1. Select your text or image, click on the “Link” button.

2. Select “A document on this site”, then click on an existing document,
or, click “Upload” to upload a new document.

3. Once done, click on the “OK” button.
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C. Add Link to Text or Image

Welcome to our nursery website!
We hope that you will enjoy
browsing through our website,
and find a useful information
about our nursery here.

Our staff work hard to make
sure children enjoy a wide range
of learning opportunities. Our
nursery is also well resourced
indoor & outdoor environments,
which allow children to follow their interests, develop independence and
achieve well in the future.

Stay up to date with the latest news on our website. If you have any enquiries
or would like to arrange a visit to our nursery, feel free to [RlLEladIE. We would
love to hear from you!

Welcome to our nursery website!
We hope that you will enjoy
browsing through our website,
and find a useful information
about our nursery here.

Our staff work hard to make
sure children enjoy a wide range
of learning opportunities. Our
nursery is also well resourced
indoor & outdoor environments,
which allow children to follow their interests, develop independence and
achieve well in the future.

Stay up to date with the latest news on our website. If you have any enquiries
or would like to arrange a visit to our nursery, feel free to contact us. We would
love to hear from you!

Body text

v" - 337
| —

v |14

Open Sans

4

1 Q2

| P || & 1mage |
o o [eoink |||

@' A page of this site
Contact Us
| @ £} start
Home
About Us
3 [& Our Services
Sub Page
Sub Page
Contact Us

Link to

Open link in

Title

[&3 Parent's Loain

Linking within
website pages

¥ Remove ’“I Cancel ’

Link to @) A page of this site

oot 1o

@ A webpage or file on the Internet

http://www.nurseryweb.co.uk
Use http: //exam|

(©) A docume| Linking an
Eetltle coxternal website

Open link in New window

Title This window

- New window

Select your image or text, click on the “Link” button.

To link within website pages, select “A page of the site” and choose from page list.

To link external website, select “A webpage or file on the Internet” and insert link address

e.g. http://www.nurserycam.co.uk

IMPORTANT: You must include http:// for the link to work properly.

Once done, click on the “OK” button.
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D. Add and Edit Pages
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3 parallels Presence Builder 11.5.11

Page list

Home

Page name in navigation

Parent 51000 Insert/ edit page title here

About Us
= [&3 our Services
Sub Page
Sub Page
Contact Us
\ Parent's Login g}

Page positioning
(please refer
below)

] & Add page ‘ ‘ $ Delete page ‘

Add or Remove a page here

Dashboard | Save v | Restore - More ~

Help ~

’ Add or remove website pages, or change their hierarchy.

Page name in browser title
Parent's Login

Page link name RGN TENETe [ [T

automatically

parent-s-login

Edit page description and keywords
[ ) Hidden page
&7 Protected page

Change username/password

‘ = Open page ’

\» 0K | | Cancel |

A MINIMIZE

Click on the “Pages” tab.

To add a new page, click “Add Page” and enter the page title.

or, select the page that you wish to edit from the list.

3. Click “®” or “¥” to rearrange the page order;
Click “=” or “4®” to make or unmake a sub-page.
4. Once done, click on the “OK” button.

PLEASE NOTE: Please refer to Section 3 (E) on how to Add or Change Password of Private Page.




NurseryWeb | Web Presence Builder User’s Guide

E. Add or Change Password of Private Page

53 parallels Presence Builder 11.5.11

indicator

kiome; Parent's Login
icam Page name in browser title
= [&3 our Services Parent's Login
Sub Page
Sub Page Page link name
Contact Us o parent-s-login
" Parent's Logi§ ) ;'»L’ Edit page description and keywords
2 ) > [ | Hidden page
Private page Tick to (& protected

Page name in navigation

hange username/password

activate

Click to here edit
username and password

’ = Open page

‘. OK

’ Add or remove website pages, or change their hierarchy.

Dashboard | Save|~ | Restore v | Help v More ~ A MINIMIZE

|. @ Add page | \ ¥ Delete page I

’ I Cancel |

Website Page Protected Access

Username
yourusername

Password
yourpassword

Click on the “Pages” tab.
2. Select the page that you wish to add or change password.
Tick checkbox of “Protected page” to add password,
or, click “Change username/password” to change password.
4. Once done, click on the “OK” button.

PLEASE NOTE: The password is set per page, not per user. You are required to notify your users of the
new password after each time you changed it.




F. Add New Content Box

Click, then hold and

............. - drag the button out

to our nursqry website! We hope
wvill enjoy br@wsing through our 4
and find a ugeful information abog Text& |*
'ry here. i

work hard to ensure children enjoy

ra . . “an -

Click on the “Modules” tab.
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[53 Parallels Presence Builder 11.5.11

&

Modules

2 B &7

Embedded Image Image

Video Slider = Gallery Blog

Restore | v | Help v| Mor

Hold and drag the “Text & Images” button into the area that you wish to add.

(If the box is green and show content, the information is only appear on the current page. If the

box is blue and show design, the information will appear on every pages.)

3. Once done, release your mouse click.

IMPORTANT 1. To cancel adding, simply drag the button back to the Modules panel.
2. Dragging the button to green highlighted areas will only be added to that
particular page; Blue highlighted areas will be added to all pages.
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G. Create and Update Image Gallery

CREATE IMAGE GALLERY

[53% Parallels Presence Builder 11.5.11

"""""""""""""" Click, then hold and [ ' ~

------------- GIET RGN Na G NGl a | ' Text& || Embedded | Image
| Images || Video |

Slider
ashboard Bl v Restore | v Helpv

Drag back to cancel

Image Il
Gallery ||

Mor

'ry here.

work hard to ensure children enjoy

Click on the “Modules” tab.
Hold and drag the “Image Gallery” button into the area that you wish to add.
Once done, release your mouse click.

PLEASE NOTE: To cancel adding, simply drag the button back to the Modules panel.

ADD IMAGES

‘ Q’ | Z Edit | $8 Remove ’

Image Gallery

Click here to upload
your images.

Name

1.  Click “Click here to upload your images” to add images from your computer.




EDIT IMAGE GALLERY

| 9 Remove |

Remove image

Click here to specify a name for the image. cLOSE X Save changes

Click here to add an image description.

Edit image info here

1. Select your image to add/ edit the image name and description;
or, click “X Remove” to remove the image.
2. Once done, click “CLOSE X” to save the changes.

GALLERY SETTING
Gallery Properties
Thumbnail size: MNumber of images per page
(@) smal @ Normal (©) Large 25
Alignment

@ Left (©) Center (©) Right

1. Click “Gallery Properties” tab to change size, alighment and image numbers when necessary.
2. Once done, click on the “OK” button.
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H. Add Contact Form or Change Email Address

ADD CONTACT FORM

[53 Parallels Presence Builder 11.5.11

Click, then hold and S éﬁ & ﬁ/’ ey f

............. - drag the button out IR Map Commenting Contact | Sedal = .4
Farm Sharing

work hard to ensure children enjoy

ra

Click on the “Modules” tab.
Hold and drag the “Contact Form” button into the area that you wish to add.
3. Once done, release your mouse click.

PLEASE NOTE: To cancel adding, simply drag the button back to the Modules panel.

CHANGE EMAIL ADDRESS

Settings Fields Reply

Recipients

lyouremail@dadoma ame.Co.ux]

Use commas or semicolons to separate mul pdate yo

Subject addre
Contact Form

Button text

Send e-mail

Nj’ Enable the protection from automated spam postings

1. Enter or change your email address in Recipients.
2. Once done, click on the “OK” button.
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EDIT CONTACT FORM
Settings Fields
Field title
[ =n Ao Field’s detail
= E-mail Field type
=] Message Rearrange Short text
field’s order -
& Required
| @ Add Field | | % Delete Field |

Reply I

Your message was sent. Thank you.

1. Click “Field” to add, delete, edit or rearrange the fields.
2. Click “Reply” to change your reply message.
3. Once done, click on the “OK” button.




NurseryWeb | Web Presence Builder User’s Guide

I. Add YouTube videos

[53 Parallels Presence Builder 11.5.11

Modules

""""""""""""" Click, then hold and [l |8 || 7

! <ooo>»
............. GIETSO RN NI B | Text& | Embedded || Image | Image |
| Images | Video Slider || Gallery ||
achboard save | v _Restore | v | Help ~
Drag back to cancel

R o

Blog

Mor

A Toenable publishing this module on your website, provide your embedded video link or code.

Link to your video or embedded code. Learn more.
(@) Link to video
Add a link to your video, for example https://youtube.com/watch?v=EFn2VYUGMNS

nload - o M

pace or Dailymotion

http://www.youtube.com/watch?v=bio702vdfE]

Add your YouTube link here

() Embed code
Add your custom code to embed your video here,

Click on the “Modules” tab.
Hold and drag the “Embedded Video” button into the area that you wish to add.
Once done, release your mouse click.

P wnN e

Copy and paste your YouTube link, then click “OK".

IMPORTANT 1. To cancel adding, simply drag the button back to the Modules panel.
2. Dragging the button to green highlighted areas will only be added to that
particular page; Blue highlighted areas will be added to all pages.
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J. Create and Update Image Slider

CREATE IMAGE SLIDER
[53 Parallels Presence Builder 11.5.11
& o
------------------------------------------------------ Modules Pages
""""""""""" Click, then hold and [ = =N B¢
--------------------- drag the button out SRS sy - S Image || oo
| Images |  Video || Gallery | 9

ONLY ON THIS PAGE

to our nursqry website! We hope . ‘ achboard ave | v R Help v Mor
— Drag back to cancel

Y
—

'ry here.

work hard to ensure children enjoy

s

1. Click on the “Modules” tab.
2. Hold and drag the “Image Slider” button into the area that you wish to add.
3. Once done, release your mouse click.

EDIT IMAGE SLIDER

Rearrange order
or remove image

Images

Description

-

Add image description
here (optional)

() No link
v | '@ Link to 2 webpage

I_Add Imagcs|

Linking image to a page
() We recommend that you upload image (optional) ages are not
u resized automatically.

Our Services b

Cancel ’
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Click “Add Images” to add image from your computer.

Click “®” or “®¥” to rearrange the image order or “ X” to remove image.
Linking image to a page and image description is optional.

Once done, click on the “OK” button.

P wnN PR

K. Create and Update Blog/News Posts

CREATE BLOG SECTION

[53 Parallels Presence Builder 11.5.11

______________________________________________________ ‘l@

Modules

""""""""""" Click, then holdand [ e Lﬁ = 5(

------------- drag the button out == Text & || Embedded Image | Image Blo
Images Video Slider Gallery 9

| # Drag and drop modules from the

Dashboard qye v Re ore v

Drag back to cancel

work hard to ensure children enjoy

ra

1. Click on the “Modules” tab.
2. Hold and drag the “Blog” button into the area that you wish to add.
3. Once done, release your mouse click.

ADD / REMOVE A BLOG POST

Click here to add each new bloqg post.

Post Title Click here to

create a new post

Posted 5/6/2014

This is a sample blog post. You can use this section to make announcements, post latest news and
events. Yo otos, links and documents like the other content box.

Click here to
remove a post

’ ¥ Remove

1. Click “Click here to add each new blog post.” to create a new post
or, click “X Remove” to remove a post.
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EDITING A BLOG POST

[ Post Title

Posted 5/6/2014

This is a sample blog post. You can use this section to make announcements, post latest news and

events. You can also insert photos, links and documents like the other content box.

Read the rest of this entry »

Click here to
edit a post

Post Title

| Posted 5/6/2014 |

This is a sample blog post. You can use this section to make
announcements, post latest news and events. You can also insert
photos, links and documents like the other content box.

SRR ERRE S ------- Read more ---------------- S

Here is where you put your "Read more" content, if your texts are too
long or you want to show more pictures.

Back

Click here to return

to front page

1. Click “Read the rest of this entry” to edit a post.
2. You can insert/edit the post title, date and content with Editor Panel.
3. Once done, click “Back” to return to the front page.
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L. Create New Save and Restore

CREATE NEW SAVE

5% Parallels Presence Builder 11.5.11 | g Publish

Dashboard | Save] - | Restore|~ | Help v More ~

First slot is created for

i | === |
Snapshot name Date and time NurseryWeb’s backup.
I Your Nursery Name Template 19:06, 27 Mar 2014
Type a title to save|
[Empty slof] Empty slots where you can
, create your extra backups
[Empty slot] when necessary
[Empty slot]
[Empty slot]
I Auto-saved snapshot 19:06, 27 Mar 2014 )
Last slot is your default Save
’ Save ‘ and Restore slot

1. Click “="” beside Save and select an [Empty slot].
2. After typing in the title, click on the “Save” button.
IMPORTANT: Please do not overwrite or remove the first and last slot.

RESTORE SAVE




Dashboard Save |~ Restore v | Help v| More ~ A MINIMIZE

Snapshot name Date and time

Your Nursery Name Template 19:06, 27 Mar 2014 ;i ’J! ®

Backup-May5 21:49, 5May 2014 4 '] 3%

[Empty slot] ?

[Empty slot] K

[Empty slot] K’

[Empty slot] _il

Auto-saved snapshot 19:06, 27Mar 2014 | g ] 8%
Load ‘ Close ’

1. To restore extra backup, click “w” beside Restore and select one from the list.
2. Click “Load” to start reverting.v

4 Logging Out

- bR A e ST Se b =% Edit, Customize and Publish Yo X | =+

& @ ‘Q ® panel.nurseryweb.co.uk/smb/# e {}

nas Your Name >
cription iyl .
¥ Edit Profile

Websites & Domains M Logout

1. Close the builder’s window tab (Edit,Customize and Publish Your ...).
2. Hover your name and click “Log out” from the top menu.

REMINDER: Please make sure you’ve clicked “Publish” in order for your changes to take effect;
otherwise, changes will be saved without published.



