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TOPICS / ARTICLES

) ) Article Manager
Choose Topics/Articles from the Homepage Panel.
IE Topics/Articles
This section allows you to: £ authors
[ Reviews
e Create, ed!t, delete and move topics 58 Cross-Sell Articles
o Create, edit, delete and move articles

Above: Article Manager
admin panel screenshot

Topics / Articles

Search: .
Go To: | Top bl
L & [ edit H delete H move ]
[ Topic Name Example
dded: 0&/08/2008

a @ Crate A

Shoes
(| . (i) Subtopics: 0

.l.\nuther Ll Articles: 0
lft‘ijcll‘::s:-dfn new topic ][ new article ]
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TOPICS

Topics are used to categorize the articles and to also display the articles on the front end of the website.

| |

e ‘_lum media. b. development.

ADD NEW TOPIC

user manuals

1. Topics are added by clicking the button. The following will appear:

New Topic

Topic Hame:
Tepic Heading Title:

Topic Desaiption:

Sork Order:

prewview cance!

||

T~

Topic Name:

Insert a name for the topic.
(e.g.

Topic Heading
Title:

Insert a topic heading title.

Topic Description:

Insert your description text here.
You can also add images using

the ibrowser icon - in the
WYSIWYG editor.

Sort Order:

|[ - 5tyes = v [~ Fomat~ v
i EF @
| — 2| x x|

To state where this topic should
appear in your list, type the
appropriate number in this field.
(e.g. 1 = 1%, 2= 2" etc)

Topics will sort alphabetically by
default, if this field is left blank.

2. Once you have entered the information, click either

[ e ey ]or[ cancel

3. To save the article after the preview, click .

4. You will then return the topic listings page.
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EDITING ATOPIC

1. First select the topic by clicking once, on the one you wish to edit.

2. The topic highlighted (and has an arrow=* under the Action title), is the one you are going to edit.

3. Select from the right hand side options.
4. Make the necessary changes and click .

DELETING A TOPIC
1. Once the topic is highlighted, click from the right hand side options.

The following will appear:

Are wou sure you want to delete this topic?

Topic Hame

delete H cancel

2. To confirm your decision of deleting the topic, click [ Geleie ] or [ CEAcS ]to exit.

MOVE A TOPIC

1. Once the topic is selected, click from the right hand side options. The following will appear:

Please select which topic you wish
Topic Name to reside in

Move Topic Name to!

Top b

[ Mowe H cancel

2. Choose the new Topic from the drop down that you wish this topic to reside in.

3. Click to confirm your decision, or to exit.
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ARTICLE

Articles can be used within the website in one of 2 ways:

DWwWiISse user manuals
| RN —

pwise

| web. media. print. development.

1. Linking directly to a topic will display all articles in a list format with the Meta Description.
This can be useful for listing recipes, instructions/how to’s etc.

2. Linking directly to the article.

ADD NEW ARTICLE

1. To add a new article, click . The following will appear:

New Article in "Fashion”

Article Mame:

HTML Page Title:
Meta Description:
[Article Abstract =
first 200 charachters)

Article Content:

o
T~

E]

U e |
\

= = |[-Stles - [ -Fomat- v
‘ L ¥ F@m

—o@E| % x|

Date Expected:

Insert a date of the publication.

artde stas Y s Author: Choose the author.
@ Published B . .
prepresss [ @ Article Default is Public.
Ty none v Availability: _— ;
articls Ausilabity @) puie Y If you have Subscriptions and this
O Private

article is to be used, make sure the
article is Private.

Article Name:

Insert a name for the article.

Description:

HTML Page This will be the title within the page.
Meta Keywords: T|t|e
Meta This is the article overview text.

This is displayed on the topic listing
page (if used).

Meta These are keywords that are related

Keywords: to the article and used for
searching.

Article Insert your article text and any

Content: images here.

Article URL: Leave this blank.

Inser ]or[ cancel | o exit.

2. Click either to preview your article and then

EDITING AN ARTICLE

1. Once the article is selected, choose from the right hand side options. This will take you back to the
same screen as ADD AN ARTICLE where you can edit your text/images.

2. Once the updates have been made click on to view your changes and then click ,
[ conce |

or click to exit without saving.
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DELETING AN ARTICLE

1. Once the article is selected, choose from the right hand side options. The following will appear:

Are pou sure vou want to perrmanently delete
this article?

Article Name

Topic Mame

[ delete H cancel

2. To confirm your decision of deleting the article, press or click _

MOVING AN ARTICLE

1. Once the article is selected, choose from the right hand side options. The following will appear:

Please select which topic you wizh Article
Mame to reside in

Current Topics:
Topic MName

Move Arbcle Hame to:
Tapic Mame %

Mowe H cancel

2. Choose the new destination from the drop down provided.

3. To confirm your decision of moving the article, press ME | or click to exit.

COPYING AN ARTICLE
1. Once the article is selected, choose from the right hand side options.

2. A message will appear telling you to choose from the drop-down where you would like to copy your article within.
Click from either Link Article or Duplicate Article under Copy Method.

3. To confirm your decision of copying the article, press or click .
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UPLOADING/INSERTING IMAGES TO ARTICLES

1. Find and Edit the Article via the Administration.

2. Once you are editing the Article, in the WYSIWYG Editor click the ibrowser icon =&,

3. The following will appear (popup window):

iBrowser
Menu Welcome
. Welcome to your Store Image Manager ik
.\ ()
;‘@ From here you can upload, view and delete images yourself,
Insert vou should upload one large mastsr image, and this tool can then auternatically create
the different srmaller images needed throughout the shop to save you time:
e 1%
« Thumbnails for Products lists
+ Medium size for Product Info
By « Large for the Product Info Popup window

+ Flash Zoom (if enablad will use your master image)

p— TR oEns 2o dEied i e St A and elEiims s bosed G hel: chbe
= master image, (proportions are kapt the same so a 70px high * 40px wide thumbnail, will
A& Tt 21 7 G 6 G et W o (s el

o Wi peEsmmemd wsin Ceedl Bieees e Fheielhem b ceas gevn Mesksr imams b e

oy
[P i ERCAEOd i o Eeetm Loien et i ndmin oo Heean el will B e

This tool is written and distributed under the GNU General Public License which means that
B e el fis fcellydlifibuien] mdl cmefbie o T el pebie, e ot

this store has been performed by Helpuise.

[N e | NN W e

Insert Cancel

Done (]

"\

4. Click on et This will allow you to upload and remove any images.

5. When uploading non-product images, make sure the folder selected in the Library dropdown is Non product
Pictures (Default).

.Com.all - idrowser - Mozilla Firefox
Menu Insert/change
. Library iProduct Pictures ]
- Product Pictures
A 4’\ s Praduct Categary Thurnbnails
wouchers
Insert
Properties
D:DUD Random [ Check to insert random image
File 57 %
Insert Gancel
Done [v]
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6. Click the R upload icon. The following will appear:

Random [] check to inzert random image
File B L X
Upload I Browsze...
Sizels]
Criginal E50 pix 275 px vl 150 px
Rotate V (default: none)

7. Browse... to the file.
Once you have selected an image and clicked okay, you will return to the original popup window.

8. Tick the appropriate size for an article (usually the smallest, or second smallest).
Note: If the image you have created has been made the right size before uploading, make sure you tick the
Original box only.

9. Click the 4 Upload Image icon to start the upload.

10. A popup window will confirm the upload.

- COM. allfSdays: a

E Ik i [ Zancel

Click OK.

11. Once the images have uploaded, you will notice that in the list, there is now an extension of the image size.
Example: product-name.150.jpg

12. Click on the Properties tab and make any necessary changes, usually just the Title and Description.

13. Click Insert.

Inzert Cancel

The popup window will now close, and you will be back in the article page, and the image will appear in the
editor.
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AUTHORS

Choose Authors from the Homepage Panel.
This section allows you to:

e Create, edit and delete authors

user manuals

Article Manager

@ Topics/Articles

| & Authors

[ ) Reviews

28 Crossz-gell Artices

Above: Article Manager
admin panel screenshot

Authors

Author Mame Cne

Displaying 1 to 1 (of 1 authars)

5 [ edit H delete ]

Page 1 of 1 ;
ekt presvie
ingetrt
Date Added: 08/03/2006

Last Modified: 0&/08/2008

Articles: 15

CREATE A NEW AUTHOR

1. To create a new Author, click . The following will appear:

New Author

Please fill out the following information for the new author
Authors Mam

Authors D ption: EXj

Authars URL: EE

Authors Name:

Insert the name for the new
Author.
(e.g. John Smith)

Authors
Description:

Optional. Insert any information
you want the new author to
have as a ‘profile’.

Authors URL:

Optional. Insert the Website
Address for the new author.

2. Once the information has been entered, click

s0veE

or

[ cancel

to exit.
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EDIT AN AUTHOR
1. To edit an Author, click from the right hand side options.

2. Make any necessary changes and click[ SRS } or [ cancel to exit.

DELETE AN AUTHOR
1. To delete an Author, click from the right hand side options.

2. The following warning message will appear:

Are wou sure you want to delete this author?

Author Hame One

I:l Celete articles from this author?

[including article raviews and upcorning
articles]

WARMNING: There are 15 articles =till linkead
to thiz authaor!

delete H cancel

Tick the box if you wish to delete the articles linked to the author.

3. To proceed with the delete, click galsis ]or[ el to exit.
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REVIEWS

Choose Reviews from the Homepage Panel. Article Manager
This section allows you to: Topics/Articles
& Authors
o Edit, approve, reject and delete Article Reviews | ) Reviews
2 Crossz-Sell Articles
=8

This feature is off by default.
If you would like to allow your customers to write article reviews, please let us know.

Above: Article Manager
admin panel screenshot

Article Reviews

@ abeout Us .00 0.0 06/08/2008 ® = [ edit ” delete

Displaving 1 to 1 (of 1 produck reviews) Fage 1 of 1

Date Added: O&/08/2005

Reviewer: Kristi Huttunen
R.ating: *PP e
Read: 2

Size: 123 bytes
Average Rating: 100.00%

Approved: Mo

EDIT REVIEWS
1. To view and edit the review, select the review from the list and click .
2. Make any of the necessary changes and click and then to save, or to exit.

APPROVE REVIEWS

1. To approve the review, select the review from the list and click _

REJECT REVIEWS
1. To reject (disable) the review, select the review from the list and click .

DELETE REVIEWS

1. To delete the review completely, select the review from the list and click .

2. A Warning message will ask you to confirm the delete. Click again to confirm or to exit.
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CROSS SELL ARTICLES

Choose Cross-Sell Articles from the Homepage Panel.

This section allows you to:

Cross Sell Articles with Products

user manuals

Article Manager

D Topics/Articles
& Authors

[ Reviews

| 28 Crossz-gell Artices

Above: Article Manager
admin panel screenshot

I
1
5
a2
4
26
34

33
33

i0
22
23
11

Cross-Sell Articles to Products

Article Mame

About Us

Care, Returns & Exchanges
Cupcakes

Delivary

Designears

Eventz & Functions

Gift Wouchers

Help

Links

Ordering Details

Press

Sharing The Love

Terrns and Conditions

The Boring Stuff

Vaouchers Terms and Conditions
Wie Love

Wrapping

vou lave

Associated Products

Cross-Sell Actions

AddfRermove .
AddiRermave =2
AddfRermove S
AddfRermove =5
AddfRermove b
AddiRermave ==
AddfRermove g
AddfRermove e
AddfRermove .
AddiRemove =2
AddfRermove S
AddfRermove =5
AddfRermove b
AddiRemove =
AddfRermove g
AddfRermove e
AddfRermove .
AddiRemove =2

Above: Cross-Sell Articles to products screenshot
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ADD CROSS-SELL ARTICLES TO PRODUCTS

1. Choose the article you are going to add the Cross-Sell products to, and click #dd/Remaove in the Cross-Sell Actions
column. The following will appear:

Cross-Sell Articles to Products

ID  Product Name
I:‘ 340 name product name

D 239 gweqwe

D 338 test

[ save ][ cancel ]

Above: Product Listing screenshot

2. Tick the box next to the product(s) that you would like to Cross-Sell with the selected article:

Cross-Sell Articles to Products

I  Product Name

340 narme produck narme

339 gweqwe

O &

D 238 test

[ SAVE ][ cancel ]

3. Click to confirm the Cross-Sell or to exit.

4. If more than one product has been selected you are able to sort the order of display:

Cross-Sell Articles to Products
ip Article Name Associated Products Cross-5ell Actions
I About Us Az Add/Rermove
5 Care, Returns & Exchanges -- AddfRemoaove
32 Cupcakes -- AddfRemaove
4 Delivery = AddiRemove
26 Cezigners queque AddiRemove Sart
name produck narme

34 Events & Functions == AddiRemove
El Gift Wouchers -- AddfRermove
2 Help -- Add/Remaove
= Links= -- Add/Rermove
3 Ordering Details -- AddfRemoaove
33 Fress . AddiRemove
35 Sharing The Love -- AddfRemoaove
[ Termns and Conditions e Add/Remove
7 The Boring Stuff -- AddfRemoaove
10 Waouchers Terms and Conditians -- AddfRermove
22 We Love -- Add/Remove
23 Wrapping -- AddfRemoaove
11 you love -- AddfRemove
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REMOVE CROSS-SELL ARTICLES TO PRODUCTS

1. Choose the article you are going to remove the Cross-Sell product(s) from and click #dd/Remauve

2. Un-tick the box next to the product(s) you want to remove.

Cross-Sell Articles to Products

I  Product Mame

340 narne produckt narme

338 test

339 weqwe
Fl qweq
[

[ save ][ cancel]

3. Click to confirm the Changes/Removal or to exit.
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WEB PAGE MANAGER

Choose Edit Web Pages from the Homepage Panel.
Webpage Manager

This section allows you to: E Edit Wweh Pages

Above: Webpage Manager

o Edit web site pages used within the website. admin panel screenshot

Topics / Articles Search:
Go Ta: | Top b

- = [ edit H delete H mowve
@ Care, Returns & Exchanges S0 (D
@ 0 O @ Date Added: 17/10/2006

Delivary
@ Gift vouchers o0 (0 i:ltlijctl‘;zi-cs}‘: a
@ Help o0 @
@ Ordering Details o0 @
@Terms and Conditions o0 @
@The Baoring Stuff (ER e (D
@Vouchers Terms and Conditions (CR e (D
@ you lave (SR (D
Topics: 1 1 1
s e [ back. H new topic H new article ]

Above: Webpage Manager screenshot

IMPORTNANT NOTE: Please DO NOT remove any articles.
These are pages used by the website and might stop your website working properly.
Alternatively, you can turn off the status by clicking the light red & icon to turn bright red @.

a Extras (D
Rt mE e S ©® o
2> Dalivery © o @
B s oo o
2> Halp ©o 0
S i derng Datails oo 0

Above: Status Column in Website Manager screenshot

ADD NEW, EDIT AND DELETE EXTRAS ARTICLES

To add new articles used in the navigation or for website purposes only:

1. Click the folder 1 icon next to the Extras topic name. This will take you within the topic to view, edit and delete
any extra articles.
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