Manual End Users — Revision 5.15
Fastpage

Developed by NZServers Ltd

Fastpage Manual for End Users

End User Manual — Page No 1



Manual End Users — Revision 5.15
Fastpage

Developed by NZServers Ltd

Table of Contents

Introduction- What 1S FastPage? ... 3
How is Eastpage [ AT 1o Lo I 4
What does the Web Developerdo? ... 4
What can the End User ( you and/or your staff) do with Fastpage” ................................................... 4

| How 10 10Q iNt0 FAStPA0E oo eesseeee 5

[ TTRE WEICOMING SCIEON .......c.ooeovoooosoecocoeroseoesenenssenenenseneneeeeseseneeseenenneeeeeeeeeeeeeeeereesseeeerereeeseerererees 5
The Log off Screen at the end 0f @ SESSION ...ccccccceeiiiiiiiiiiieieeeee e 6

Navigating Fastpage - OVEIrVIEW ..o, 6
1Y ATV T 6
T Yo T 6
=T Lo T PP PPPPT 6

[ I OOOUL. ..t eeee e ee e e e e e enmneeanneeenmneeanneeannneennneeennneennneesnneeseneeesneeseneens 6

Y 7
OVEIVIEW OF IMIEINUS ... ettt ettt et ettt e e e s e ettt eaeaeeeaaannnteeeeeeaeeaaannnteeeeeeanannneeneeeeeeas 7|
SUMIMIATY LISTING . .eeiiiieiiiieeieeieeeee sttt e ettt et e e e e s e eetaaasseasseeeeesanssaeeseeenssnnssssessessressannsnseeesenes 8

TExampIes of Summary Lists a Web VISitor Will SEE. ...........cccuuiecuuiiiiiiciieecciiiee e 8

HOW t0 ACCESS ANA USE MENUS. ..ot 10

153 0 (PP 10
Eetailed T o T 10
) YT 11
The Green and Red Navigation DULtONS. ..........ccccoueiiiiiiiiiiiii e 11

ADdiNG 8 NEW MENU IEEIM ..o essessesesssss s eesssssesessssesssee 12
Btep One — Summary INFOIMATION ..............ccooooeeooeeooeneooeioeneioeneeoeneeseneenenrenennenesenenenesenennnnens 12
FUSEr DEfiNEd FIEIAS ..o 12
BIge]ole [0}V o F P PP PP PPPPPP 13

How do you manage the DIOPAOWNS?........c...uecieueeeeiieeeieeeteiieeetieieeetieeeeseseeesssseeesssseesesseneeess 13
Step TWo — Detailed INfOrMation ... ... e e e e s s e e e e s e saaeeereeeeas 14
T U T T T 14
SR TS 15]

[Converting a Menu Item t0 Page ATTICIE .............couvviiueiiieieieiieiieeeeeeeeeeieeseeseessetisesresssneeens 15

MaNaging MENU IEEMS .........iooiiieeseeccceeeeessssss s ecsesssissssss s sssesesssss s essssesesess e 17
[Graphical options - what do the Navigation bUttons Mean? ......................c.ocoooocveoisioisiosiesininnns 18
Nserting IMages — GrapPhiCal EQITON ..............uueeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeseseeseeeseeeseses 20

[Changing the IMage OPHIONS .........eeieiiieieeieee ettt e e e 22

| I e e A S e 23

VS e i e o I 25
MVOId FOrMATEING TCON ..eevvieeeeeetieee ettt e et e e et e esste e et eesnteeessaesneeesseesnreesreeans 26

USING MIiCTOSOFt EXCOI ..o 27
f the formatting does not ook correct you have tWo OPtONS: -...........ccuuvvuiiiieiiiiiiiiiieiieeeeeeveiiieeannes. 28
Updating EXCEl TNTOMMAHON -......ooooosoooooooeoooooososioososionoosooioeoseooieeoeeeeneeseeeeeerenrersereerereerereeeeeens 29

ICopying from other Web Sites.......oiiiiiesisssisesssee e ceccoessssseseeesesee, 31
| I T e T T 32

CTEET oY AT or oo — 33
Graphics for the Summary LiStiNG ... 33
What happens if the graphic you have does not fit into the dimensions required?.............. 33
STV 0TV P 34
A Smaller IMage UMY ... 35)

ICONLACT DEAIIS ...ooo...ooooooooooeeeeeeeeeeeeeeeeeeeeeeeeereeeeeenas 35

End User Manual — Page No 2



Manual End Users — Revision 5.15
Fastpage

Developed by NZServers Ltd

Introduction- What is Fastpage?

Fastpage is a unique product with the sole focus of allowing you to manage the content of your
website with ease. You may initially wish to use a web developer to generate how you wish your web
page to look and feel. Once you have done this you can use Fastpage as a Web Content
Management System.

As you can see in the following picture, the Fastpage Screen layout is similar to that of a basic
word processor and includes a fully graphical editor. These features make it simple to update pages
on your website yourself.

¥ B B B I U = = = = = &£ £ @ [g

TlﬁlFDm leizejﬂﬁ=%ﬂl‘ﬂ“

HTML| Restare | Cancel | Template Frontpage File index html Entity First Faragraph Entity Tag Mame Save
index_firstparagraph

Fastpage gives you the freedom to express yourself quickly and effectively, and dynamically
change content. This ensures YOU have complete control over how when and where to change
content.

Updating content is often frustrating, and may appear to be limited to the world of the technically
minded.

Over the years people have chosen to accept the fact that they are going to require professional
services when it comes time to modify information on their site.

Fastpage is easy to use interface makes this a thing of the past, and introduces you into the world
of content management. You can easily make the changes yourself ©.

Fastpage equips you with a fully WYSIWYGDinterface, (a user friendly way of changing/editing
information) and also with tools such as "menus".

Menus enable you to add new pages dynamically to your site, giving you the freedom to update
commonly changing content as often as you wish to post changes. Menus provide flexibility, as they
can display a wide variety of content such as news items, product listings, services, staff profiles...the
options are endless.

! What you see is what you get
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How is Fastpage managed?

Initially your Fastpage site will be set up by us as the Web Developer. After that you as the End

User can manage your website yourself, using the features of Fastpage, or delegate certain
sections/products/functions to relevant staff members if you wish. However if you prefer, we as the
Web Developers can manage the entire contents for you for a fee.

What does the Web Developer do?
It is the responsibility of the web developer to:-

Convert new or existing sites to Fastpage.

Create templates ensuring critical content e.g. navigation links can not be edited.
Create Menu/List/Category/Product templates.

Add New navigational links.

Modify templates.

* Ensure the end user knows how to work Fastpage.

What can the End User ( you and/or your staff) do with Fastpage?

The scope is unlimited and this depends on the skill of the web developer in conjunction with the End
User. You may wish to use Fastpage to easily change the content of:

Products specifications, prices and benefits.
Product illustrations

Production information

Special promotions

Terms and Conditions

Availability

Support information

Developer features

Press releases

News items

FAQ’s

Jobs

Office addresses, maps and directions.
Logos, photographs and diagrams
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How to log into Fastpage

Use the following URL or Web Address to access your Fastpage administration module.

http://www.yourdomain/Fastpage/admin/ |

Note: - substitute your domain with your own domain name
Example: If your domain name is .nzservers.com [then you would type in: -
ttp://www.nzservers.com/Fastpage/admin/

The following screen will display

Fastpage

Enter the Username supplied to you and your password.
Please note the username and password are case sensitive.

The Welcoming Screen

Fﬂﬁ[ﬂﬂﬂﬂ Welcomea sample usar
to the Fastpage admin centre
skl tme mimalndesg 3250 [Eaucs:mie)

Pt = I i B i i Wimdinar pois mall W0 sl thil Sdimiil Siddeia imifsilesr

Hynw keyeat =f ane of the smd o vau ol sha close $ie s anan s T sl s the adier vand e bn
b DiE
B gom ward |6 open bt sindipam wath dolffprerd manman pmbers oaan snalber boeeeer fom the Slad
Werat D Esdng o 3wodom way
Fanlpage provded an aasy may by pou s manlen poor oms wilrod e costas].

It cemigres & be ieslly miny 10 umd, en 126 you donk need 1o be & comoetan o 1o sap oo confand
Weenh prvd BppEsing FM w0 WA

(e} Copyright 2001-2003 SEServars Lid, All fighls reserved

Chek hava for Halp

A screen similar to the above diagram will display according to the features that have been enabled
for you to use.

Every Fastpage session will last for a duration of 6 hours.

At the end of the 6hour session you will be automatically logged off.

Each time an option is changed, you will see the remaining session time.
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The Log off Screen at the end of a session

Your user session has expired, please click the logout link below and re-login.

Logout

If this screen appears it indicates your session has expired.
© Any work will have been saved before this message appears.

Please Note: -

You can open up new windows using your browser to create another Fastpage window.
If you do this, the new window will share the same the session number.

If you logout out of any window using the logout option all the windows will log out.

Navigating Fastpage - Overview

Fastpage

Menus
Edit Mode
User Info

Logout

A list of options is located on the top Left-Hand Side of your screen.
Your computer screen should be set at 800 x 600 pixels or higher to use Fastpage.
Menus
This option will only appear if you have been granted access rights to use the ‘Menu’ option.
The Menu option controls a dynamic (changing) list of templates where you have the option to add,
modify or delete the templates™®
The Menu option is to used to control dynamic lists like: -
* News ltems
 FAQ'’s (Frequently Asked Questions)
* Product Lists
Edit Mode
This option will only appear if you have been granted access rights to Edit Static Web Pages. el
User Info
Allows you to change your user name, logon name or password.
Logout
This will log you out of a Fastpage Session.

% This is usually arranged in consultation with the Fastpage Web Developers and will depend on how
much access the business owner wishes to delegate to specific staff.
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Menus

Fasipage

Home
Menus
Manage Menus

Edit Mode
User Info
Logout

Overview of Menus

Menus allow an end-user to create dynamic web pages to keep the web site current. Menus are
based on Templates (layout of your menus), which are set-up, by the web developer. Once this is
done you manage the creation of the web pages and the content yourself. Example of templates
include the following types of menus:

= News Items

=  FAQ’s

= Price Lists

= Catalogues

= Technical Sheets

= Staff Profiles.

You can then modify or delete existing menus or create new ones.

In Fastpage Menus are initially structured on Summary Information. This then leads to more
detailed information. For example a ‘News Headline’ would then lead to more information via a
hyperlink.
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Menu Overview - Continued

From a Web visitor’s perspective:

A web visitor will see the menus as a summary list (known as the Summary Information) where they
can click on any item in the list to obtain more information.

As Fastpage allows each summary list to be unique, the look and feel of each list will vary.

Summary Listing

Examples of Summary Lists a Web Visitor will see.

News Summary Listing example

This is an example of a basic Menu Layout

112]== summary listing.

¢ |pstream Outage for Waorldiet Slingzhat and hug . . .

s Rew Internet Explorer Security lssue Small navigation links appear at the top or

* 'Sazser' worm hits computers bottom of the summary list which helps control
o PSSO VIEILE I ES 2] ML e e the length of the list and the look and feel of the
* Plewy virus out: Worm SC0A W32 Movarg A W32y Doom- 4. b 9 Th link Kin th

« FIXED: Mail Server issue web page. ese links work In the same way

& PEW WIRUS WARMIMG throughout Fastpage.

¢ Security Bulletin: Mesw Windowes RPC Yunerability

* Pastpage now supports al platforms In this example the web visitor clicks onto the text
¢ Scheduled Mainterance Saturdsy September the Bth hat i h P link d iled inf .

+ Cpanel Supplied Formmail has been dizabled thatis a yperiin to more detailed information.
+ |mpartant PHP changes

+ Domain Hame Renewal Scam

& PLEASE READ: Important notice for all Windows Users

+ Fastpage Lite

FAQ Sample Listing example

1123 ==

Category I--AII Records-- ¥ |

Keywords |

Search |
FAQ Category Description More Info

+ E-Mail Arethere any manualz on how to set-up e-mail 5057 Mare Info-===
+ General Can | access my domain address with or without the e More Info-===
+ Pre Sales Can | have anather domain names pairting ta my domain? Mare Info-===
+ Pre Sales Can | install my oven CG scripts? More Info-===
+ Pre Sales Can | register & foreign domain and host i with you? More Info-===

The above summary listing has been refined a little further allowing an end user to search by
Keywords or by category.

The hyperlink in this situation is the More Info->>> link which takes a web visitor to more detailed
information.

Sophisticated Relational Listing - Example
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Search aur Zample real estale databa=zs, Dril down by s=l=cling the Region Cily, Zone,
Suburb andf or Keayword, Then cick "sesrch!

Rieagian —~l| Rizcoreds-- "I

by s
Tore (3151
Sty s
Wislue of the Propatty fram |-=All Recordz=- = | iq [--Al Recardz—- x|
Heyweards I
Sanrch |
21209 Christchurch Central
| CAR SEE FOR MLES AND MILES.......
Slunnirg penlhicuse with 370 degree sspect over perk and ety sperkment. Living alile wery besl,
Region Cityr Fone Subnrrh
Canterbuny Christehurch Central Christehurch Christehureh Centri

Ho Bedrooms Ho Bathrooms Land Area (2gmij Floor Area (gqm)

47500000 3 2 o
Branch: Christchurch Addreas 521 Colomba Strest Phone 03 2955780

Contaet Details Shaun Flsttery shauntE@hotmal.com Phons 021 673347

In this example the summary listing allows for specific data to be displayed based on what you have
previously selected. This is a ‘drill down’ approach, which narrows the selection criteria.

Search String [ Region = Canterbury, City = Christchurch, Zone = Central Christchurch, Suburb = Christchurch Central ]
Ma. results=1

Search our Sample real estate databasze. Drill dovwn by selecting the Region City, Zone,
Suburb andf or Keyword. Then click "search"

Region I Canterbury hd I
City I Christchurch - |

Ione |Cer|tral Christchurc:h;l

Suburb | christehureh Central |

“alue of the Property fmml--AII Recnrds--j 1.;.|--AII Records--j
Keywards I

Search |
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How to access and use menus.

When you click on the Menu option the screen may expand to display more options.
If you have access to more than one menu, a screen will display for you choose the applicable
menu, otherwise you will be taken directly to your menu.

The Menu option takes you to Manage Menus, which is the Menu Control Section and allows
you to Add, Modify or Delete Menu items.

Manage Menus

Search our Database
Wou can select the Location and accomodation tvpe from the dropdowns - ( the search results will refresh
automatically)

Make: fou can search by any HotelfMatel by entering any keyword or part of & keyword
Example entering Baach will find all Hotels/Motels starting with Baach - then dick an the search button

Loeation -M)| Records-- =
Accomodation Type -8 Records-- o«
Kevaords |

==

If your menu has been set-up with a search option then the above search option will display
The search option will help you manage a large number of menu items.

Menu Name = Hotels

Resort Name D List Info Detailed Info Page Article Delete
@ kmokmno 33 modlity | edit page | display edit regions | | delete |
@ Lazy Daze Resort 32 madify | edit page | dizplay edt regions | | delete |
@ test template 24 modlity | edit page | display edit regions | | delete |
@ zample 26 madify | edit page | dizplay edt regions | | delete |
Q Beachcomber Resort 21 modify | edit page | dizplay edit regions | | delste |
© Bounty 1sland 15 madify | edit page | dizplay edt regions | | delete |

1]

Add a Mew Menu item|

If no search option has been set-up only the area will display.

List Info

The List Info options controls the information displayed on the summary listing.
Detailed Info

This allows you to edit the detailed Information
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Managing your menu ...continued

Delete
This allows you to delete the Menu Item

The Green and Red Navigation buttons.

@ Sample
@ Beachcomber Resort

When you create a menu item, the navigation button by default is set to Inactive or a Red Button.
When you complete the ‘Detailed Information’ the menu item is activated allowing people to view the
menu item, denoted by a green button.

The reason for this is the time delay from between when you create the menu item to when you
complete the detailed information. As the site is working on ‘Real Time’ data, - in other words ‘live
data’, it is pointless creating a new menu item and allowing people to see the summary listing before
the detailed information is ready for them to view.
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Adding a new menu item

This allows you to create a new menul/list item.
There is a two part process involved when you create a New Menu Item.

Step One — Summary Information

Creating the Summary information

Click on the Add Menu Button to go to the Add Menu Item function

Add Menu Item

Fastpage

“leage enler the surmmany nlarnalion lor mend

Resort Mame

Short Diescripian for the resont

Usar Dsefimed Felids

Agcomodation Locakion

-8l Records--

Mgcamadalion Tape

-8l Reoords--

Emter a Thumbmnail Image
Dimensions must be-
Wildih(1 34} ¥ Helghi{BE) prels

I Hrowese...

Yes No Datails
& | i | Activate the link comrmand {* Mole)
| & | B Adlig (° Mobi)

0w ane unsue jusl acoepl the deravls

R e Ram

*User Defined Fields

The descriptions like ‘Resort Name’ will
vary as this is customized according to
the site.

Fastpage allows for user defined *
fields. This section will display if it has
been enabled.

If the summary information has been
set-up for a thumbnail display this is
where it picture/image is loaded from.

Normally you just accept the defaults.
The Item Active should be left as ‘No’
unless otherwise instructed by your
web developer.

Once you have completed the
information click the Add Menu Item
Button

Fastpage by default has two fields for any template as detailed in 1.
User Defined Fields allows more information to be captured for the menu item. These fields are set-

up by your web developer.

These fields may be in the form of a dropdown selection or just plain standard text boxes.
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Dropdowns
Dropdown boxes help eliminate user input errors, and also allow web visitors to drill down and find
information by selecting from the dropdown options if your web developer has enabled this.

For example:-
You have a:
= Car sales yard and you want to categorise the types of cars.

Ora
» Real estate firm and you want to categorise houses by location.

How do you manage the Dropdowns?

If the menu has extra fields added and you have access to the menu the following menu will
display:-

Fastpage

Home
Menus
Manage Menus
Current Menu

i LIzer Defined Fields 8
-\—\_,_\.______'_,_,—F"
Edit Mode
User Info
Logout

When you click on User defined Fields the next screen will display:-

Options in RED = Active items

Field Hame ID Order Action
location 1 dropodown options
type 2 dropdown options

Heturn

Select the dropdown option applicable to the field you want to add, modify or delete.
The following screen will display.
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Field name location

Descr{2) Descri) ) Action
[coral Const | | 1 Madity _ Delets |
[kacavu | | 2 Macify _ Delets |
|Mamanuca | I 3 hdadify %
[hisc | | 4 Macify _ Delets |
| |

Add New Valug |

Exit

Ignore the Descr(2) and Descr(3) columns unless otherwise instructed.

= If you want to modify a dropdown option make your changes and click on the Maodify button.

= Toremove a dropdown option click on the Delete button.

= To create a new dropdown enter the new details in the Descr(1) box and click on ‘Add New
Value’

When you have finished, click on the Exit Button.

Adding a new menu item:

Step Two — Detailed Information

Once you click on the Add Menu Item, you will then be taken to the detailed information, which

is what a web visitor views if they click on a hyperlink from the summary information.

Your web developer will have designed the look and feel of the detailed information and may include
some of the data from the summary information at their discretion. The detailed information will vary
with each web site.

Edit Buttons
Once you get into the detailed information screen scroll down to find the edit buttons Efr]cC)

E — Click this button to add information to the listing item highlighted
P — Click this button to preview how the page looks
C — Will return you to the Menu Control Centre

WEE wil appear at the bottom of a menu listing and allows a short cut method to manage the
menu.

M — Means a Menu Item - Click this button to preview how the page looks
C — Will return you to the Menu Control Centre
E — Click this button to edit the menu list items

(This is a short cut to edit a menu from the Edit Page option)
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Page article

The Multi Page option allows you organise information. The information appears as a List Item, which
allows a web visitor to click on any item in the list to see more information.
Example: -

If I sell computer hardware it would be better to organize the information as follows: -

» Sales Information

e Technical Specifications
» Software Updates

» Brochure

* FAQ

Converting a Menu Item to Page Article

When you first enter a menu template, you will have the option of converting the page to multi page
((Convert to Multi Page ) |. If you do not wish to convert the page ignore this button.

If you do change the status, you will now see the Multi Page button.

These buttons will only appear if the Menu Template has been set-up for Page Article.

These buttons will only appear during the edit process. (The web visitor will not see it).

If you click on the button ‘Convert to Multi Page’ you will be taken to the following screen:-

Multipage Conversion

This Menu tem is not currently a multi-page adicle. Please press the button below to conwvert it

Corrvert Menu ttem to Mutti-page

(Click on the button or click on the Browser back button if you do not want to do this).

Once you click on the Convert Menu Item to Multi-page you will reach the following screen.

Multi-page articles

Page Number Description Action
1 Fage One Change Page Description | Delete | Move

Add Page

Return

This is where you set-up the multi page details for this Menu Item.

The default page description is ‘Page One’ - you will probably want to change this.
Click on the Change Page Description to change the 1% list item.

The Add Page option allows you to add more list items

The Move Option allows you to move the list item around.

The Delete option allows you to remove the list item

End User Manual — Page No 15


http://www.compumedia.co.nz/fastpage/admin/editmulti.php?templateid=32&menuid=2&editstatus=Y&tempidx=13&morig=1

Manual End Users — Revision 5.15
Fastpage

Developed by NZServers Ltd

Using the previous example we want to set-up the following list items:

e Sales Information

e Technical Specifications
» Software Updates

e Brochure

* FAQ

» Change the default ‘Page One’ description to Sales Information
» Click on the 'Add Page to create another List Iltem.

Multi-page articles

Please enter the description for the new page

Description ITechnicaI Specifications

Add Page

> Enter the 2" Listing and keep repeating the process until you have the categorisation you

require.
Multi-page articles
Page Number Description Action
1 Sales Infarmation Change Page Description | Delete | Move
2 Technical Specifications Change Page Description | Delete | Move
3 Software Updates Change Page Description | Delete | Move
4 Brachure Change Page Description | Delete | Move
] FAQ Change Page Description | Delete | Move
Add Page

T

i Return

e

When you have finished entering your list items, click the Return link which will return you to the
detailed Menu Page as shown below.

Click here to return

*+ Sales Infnrma‘tinn(_:::::)

#+ Technical Specifications
« Software Updates

» Brochure

« FAD

AT

You will notice now the display has changed.

— tells you which listing you are working on
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Managing Menu ltems

Location I--.&II Records-- vl
Accomaodation Type |--AII Records-- vl

keywwards |

Search |

Menu Mame = Hotels

List Info Detailed Info Page Article Delete

@ test termplate 29 modify | edit page | dizplay edt regions | | delete |

@ zample 26 mocify | edit page | dizplay edt regions | | delete |

@ Beachcomber Resort 21 modify | edit page | dizplay edt regions | | delete |

O Bounty Island 15 modify | edit page | dizplay edt regions | | delete |
11

Add a New Menu itermn

Modify - amend the ‘Summary’ list information.
Edit page - Edit the Detailed the Information.
Display Edit Regions

{mnreiaw
Hates
Atmrting

LI I B

S ated on @ Maring Sanciueny i T hesd ol The Marmenacs Group of diends, e 19 diomslers om Fyte ilenalionsl Srgo, s rendgared barelool
Island parsdise alows youto do s muckh or 5o e as you B,

efr]c]
The edit buttons are always below the editable content.
If you are not sure where the editable content is, use the display edit regions option to display the

editable regions- denoted by a small gray outline- as above.
Delete will remove the Menu Item.

©Aiter you click on this button you will be asked to confirm your intentions.

End User Manual — Page No 17



Manual End Users — Revision 5.15
Fastpage

Developed by NZServers Ltd

Graphical Editor

Only Microsoft Internet Explorer 5.0 or above, or Mozilla 1.2 or above, will support the graphical

editor, otherwise the HTML text editor will display.

The Editor is designed to use existing software like Microsoft Word and Excel allowing you to copy

and paste from these software applications directly into the graphical editor.
The editor is designed for screens 800 x 600 or 1024 x 768, and will resize to these screens.

Ty 9 IFl:-rI j|51rj el - Rl | h ] cF iy Arevw B0 R e b focete de e Butio

¢ ® ®& ® 5 © EFE ¥ [ = = ® # & @ £

’ [ aF i g
Tetvifies & Whiergperfs

There's somathing for everyore at Beachcaombar,
whsther vou'ré mbo voleyball on the beath,
snorkeling in the orystal dear wakers or just
sikting uncer & cocoonut tree and unwinding, IF
vou're fealing enargebc why mot try oma of tha
many activites svalable ke pacasailing or
wingsurning? Or, taka ©easy, and sp a famous
Bepchicombs cocktail under the chade of &
Bsaach umbralla.

vnlenuking, Pmesing Brad B0 kving sned ndlisoe

Frimy moiilie mchpds porsl sy, sk sling, solsybal, e gor, fisk dssding, Crangs:d sclvies
ke b drafg, peddhl bhinds, wafatar s, =g, Chidfp, Sy NEgGEins], @l B,

HTEL | Reslore | e | Templris Beschoc b Faero Fibe hoisic_weatr_ deisie vin Gulity cartent Sodly Tag Aames conbent = Active

=

Moles

The editable content is displayed in this screen allowing you to change aspects of your web site.

Graphical options - what do the Navigation buttons mean?

If you hold the cursor over any button, text will display to show what the button is used for.

the satr|U|:|I|:|al:| an image file from your hard disk
|
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HHB
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a
i

] Bl @

F 7

FONT

FONT

@ B

Short Descr
Cut

Copy

Paste

Bold

Italics
Underline
Left Aligned
Centre

Right Aligned

Numbered
List

Bullet List
Un-indent
Indent
Link

Image

Link File

Text
Text

Typeface
Size

Table
Table
Line
Image

Link
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Details
Highlight the text you want to cut and select this icon

Highlight the text you want to copy and select this icon

Place the cursor at the point you want to insert

Highlight the text you want to bold and select this icon

Highlight the text you want to place in Italics and select this icon
Highlight the text you want to underline and select this icon

Place the cursor at the point you want to Align the text

Place the cursor at the point you want to Centre the text

Align Place the cursor at the point you want to Right Align the text

Numbered Place the cursor at the point you want to insert a numbered list

Place the cursor at the point you want to insert a bulleted list
Place the cursor at the point you want to un-indent the text
Place the cursor at the point you want to indent the text
Place the cursor at the point you want to insert a hyperlink

Place the cursor at the point you want to insert an Image -( the image will
be copied to the server)

Highlight the text/image where you want to create a File Link( the File will
be copied to the server and held in a download folder)

2" Row of buttons

Changes the colour of the selected text
Changes the background colour of the selected text

Font Changes the Font Style - please use this with care if there are styles
attached to the entity

Font Size Allows you to adjust the size of the font - please use this with
care.

Adds a border to a table

Removes all table borders

Inserts a Horizontal Line

Allows you to modify the properties of a selected image

Removes a hyperlink
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'@ Word Cleans up the formatting if you copy from MS Word - by replacing
<P></P> with <br><br>
The problem | occurs withs how the HTML tags are copied over
<B><I><FONT face=Arial><P>Welcome to the Fastpage Demo
Site</P></B></I></FONT><FONT size=2>. If you have a style sheet
attached and this defines the <p> tag you this will supersede the FONT
tag. The Word option overcomes this problem

5 Stylesheet Indicates an attached Style sheet is being used - hold the cursor over the
icon to see the stylesheet used. Please Note - if you FTP a style sheet
called editor.css to the Fastpage/templates directory this will override the
Fastpage stylesheet if no stylesheet is found on the template.

p

Stylesheet Indicates the default Fastpage style sheet used for the editor is used

At the bottom of the Editor you will see either Standard Template or Menu Template.

HThL | Restare | Cancel | Template Test Template File testpage_nostylesheet.htm Entity data Entity Tag Hame data Save

Motes:-

Images should be set at T2DPI
Standard Template

HTML | Restore | Cancel | Template mare File quicktips_template html Entity product item Entity Tag Hame praduct_jtem ( Iv Acﬁ_@ Save |

Motes:-

Menu Template

HTML Click to enter HTML mode — experienced users only

Restore Allows you to restore contents to the original text displayed

Cancel Ignores any changes and exits the editor

Save Save the data back to the database - if you don't want to save just hit the Browser
Back Button or select another menu item from the LHS

Active Menu Templates Only

Uncheck if you do want the menu item active, otherwise leave as the default
(Unchecked prevents the Menu item from being displayed)

Notes This is where your web developer will place notes applicable to the template.

Inserting Images — Graphical Editor

You can insert images into the graphical editor from images stored on your local hard disk, by
selecting the Image icon on the tool bar.

You can also copy and paste images from other web sites, but you need to be careful of copyright.

Select the copy Icon on the toolbar

>

A pop up box will display asking you to select an image

ki
[l
kL
[l

Upload Image icon
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2} upload - Microsoft Internek Exp ) ]

Fastpage - Upload an Image

I Browsze... |

Image Alignment
IEIru:uwser detault 'I

Image Barder Width
IND Border VI

I Vertical Space
I Horizontal Space

Copy Image

Select image

» Click the browse button to select an image from your local hard disk drive.
Note:- only JPG or GIF images accepted.
Normally you would accept the defaults, but you can change these parameters later on.

» Click the copy button when you have an image selected.

Make sure you have the focus (cursor position) set before you copy the image onto the edit screen.

File Edit View Favoites Toolz  Help

EBack - = - (D 7t | Q) Search [ Favortes Gt edia £ | BE-S 8% &
Address I@ hitp: / Alocalhost fprealktest/ admindmain. php
Links &]4dmin &) Google &) Mew Yok &]0MDUBS &) Phpadmin & phphpddmin - &)W 35 chools |

Faslnage : iz} B I u
| Wess | FlGee 8 8= & ¢

Edit Mode

Edit Page

My Settings

v3.1
Cursor on edit screen
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Inserting an Image - continued

. i B I
Ty 4 |Font =] |Size

The image is now copied over to the web server, and is displayed in the graphical editor.

Changing the Image options
Select the image by clicking on the image so a marquee displays around the image.

= Back - = - @ il | @Search (3] Favorites @Media @ | %
Address @ hitp: //localhaostfprealtest admin/main. php
Links &]4dmin &]Google &]MewYork &]0MDUBS &]Phpadmin  &]ph

rastpage : B I

Menus j ISiEEj
Manage Menus
Edit Mode
Edit Fage L O
>

User Info
My Settings

Logout
Help

Click on the Adjust Image Icon found on the 2" row of the top toolbar

Ts 2 |Font leizejﬂ@-@ﬁ.
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This will allow you to adjust the image properties (e.g. layout or spacing) as shown in the following
image— do not click the browse button as this will make a direct link to your local hard disk drive,
but the link is only to your hard disk drive and others will not see the images.

/Y Picture e : 21x|
ol (0 ER=Ta U= b /o calhost fprealtest A Erowse... | Ok, |
Alternate Text: I Cancel |

L apout Spacing

Alignment; I - I Harizontal: IEI
Border Thickness: I Wertical: I':I

Hyperlinks to other sites

Select text or an object

Click here to continue
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¥ B3 @ B 7 U = = = i= EE+;;§+;;§

Ty % [Fon Aed s w = eme 1

Hyperlink

» Click on the Hyperlink button (1)

Type in the hyperlink (URL) where you want to go
http — Web | https — Web Secure | mailto — mail | others — consult web developer

TlﬁlFl:unt le jﬂﬁ=%ﬁﬁ‘

a Hyperlink

Hyperink [nformation

Type: I hitp: - I Ll

Cancel
URL: |m

> To Unlink select text/image to unlink choose Button (2) as above.
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Using Microsoft Word

You can use Microsoft Word to create content.
1.From the Word document, select the text you want.

and maintain.
1 Developers end uzers can be gra

nted

Selected text from Word document
2.Select [ to get the content into the clipboard

T Microsoft Word - Fastpage_enduser_manual doc

”'@ File | Edit “iew Inzert Format Tools Table window Help
“ [ = <7 UndoTyping  Chl+Z E ‘$| (2] =2 15 %|§| [ B

J Bepeat Typing  Chil+v

“ & Cut Chil+

-

B 7 U E

Ctrl+C
El E Paste Chrl+

Paste Special...

Easte as Himerlink

Clear Delete
Select All Chrl+&,
% Find.. Chil+F
Replace... Ctrl+H
GoTo.. Ctrl+G

Select copy
3. Switch back to Fastpage and place the cursor focus where you want to insert the text.

Continued — next page....
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File  Edit “iew Favorites  Toolz  Help

s Back - = ~ l@ il | @Search (3] Favorites @Media @ | %v h g R (g;

Address @ http: / Alocalhost fprealtest admin/main. php
Links &]Admin &]Google &]Mewvork &]0MDUBS &]Phpadmin &) phpMyddmin &7 35chools |

rasipage : S gl

Menus j ISiZEj ¥ K = % 1

Edit Mode
Edit Pange

User Info
hiy Settings
Logout
Help

Cursor focus

4.Select the paste button or type CTRL V to copy the text into Fastpage

p 3 & B I u = = = i= = &= = a
Tz 4 IFDnt j ISizej B B = ;_1_9
Introduction

Fastpage is a Web Content Management System (ChS) allowing portions of 3 web site to have editable content an end user can modify.

Fastpage is intended for two types of users:-

s ‘Wieh Developers Professional Wieh Designers

e EndUsers Clients

Aoweb developerwould nommally set Fastpage up, allowing an end user an easy methaod of altering web content.
Web Developers

Fastpage resolves the problem for End Users updating web sites deweloped and maintained by web developers.
Meb dewelopers create editable content the end user can modify and maintain.

Although the administration side of Fastpage is intended towards Web Developers end users can be granted rights to use the Administration functions at the
dizzretion of the web developer.

Word formatting icon

Please note: -depending on how your web developer set up your web site and the stylesheets, the
formatting, may initially look wrong.

If this is the situation, click on the ‘Word Formatting Icon’ @ to correct the situation.

The content from Word is now on your web site — it's that easy.
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Using Microsoft Excel

If you use Excel for creating price lists you can copy and paste from Excel directly into Fastpage.
This makes updating price list information so easy.

Select the information you want to copy from Excel and copy to the clipboard (CTRL + C)
”ﬁ File Edit “iew |nset Format Toolz Data ‘Window Help

D& Y AL L R Y AT Yl
[[an vlovl?f u[E=s=E|8 %, 44/®® @ A

C | D | E

29 |CODE PSON PR R CARTRID A

Place the focus where you want the text to be copied to:-

File  Edit “iew Favorites  Toolz  Help

s Back - = ~ l@ il | @Search (3] Favorites @Media @ | %v h g R (g;

Address @ http: / Alocalhost fprealtest admin/main. php
Links &]Admin &]Google &]Mewvork &]0MDUBS &]Phpadmin &) phpMyddmin &7 35chools |

rasipage : S gl

Menus ISIZEJ SB @ L] % 1
—

Edit Maode

Edit Pange

User Info
hiy Settings
Logout
Help

Continued — Next page....
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[[PRA-CT-5020025 Black iri cartridge for STYLUE 1000 and 800 (old model §26[
[[PRA-CT-BD20031 Black irik tartnidge for ETYLLIE 300 (old modai} | §a|
[FRA-cT-2020034 Black i Cartridgs for ETYLUE COLOR | PROJ PROWL T PROKL+ 538
([Fra-cT-5020036 C0 0T ek carrdipe for ETYLUE COLOR | PR PROML 470
[[PRA-CT-S0z004T Biack irk cartnidge for STYLUE 300 7230 F COLOR I { I 536
"F'Fhln- CT-2020049 Coolour Iri carndige for ETYLUUE B30 N COLOR 1y s F 500 I Ear
[Pra-cT-z0z00R8  ||Colour ek Cartridga for STYLLI COLOR 4001 600/ 800§ &501 1520 | 541

If the formatting does not look correct you have two options:-

1. Remove the borders
2. Add a correct border

Clicking on the Excel icon will tidy up the border.

|FHA-E-'T-SDNI]15 |Hi:k|rir cariridga far STYLUE 1000 and 500 {old madal) 5§26
| PRA-CT-S020031 | Btack Ink cartridge for STYLUS 200 (old model) T
|PRA-CT-S020034 [ Backink cariridge for STYLUS COLOR J PRO ) PROKL I PROML. 418
|PRA-CT-S020036 | Colour inik canndgs for STYLUS COLOR S PRO S PROKL LEL
| PR CT-S02004T | Btack Ink cartridge for STYLUE 200 ) &20 ) COLOR 07 0s §a8
| PRA-CT-8020049 [ Colour ik cantiidge for STYLUS 820 COLOR 111 lis 1500 447
|FRA-CT-S020088  [Calowr Ink Cariridge for STYLUE COLOR 4007 6007800 /85011520 541
Clicking on B/ will remove the Excel Border

PRA-CT-S3000025
PRA-CT-50H3031
FRA-CT-S070034
PRA-CT-S00036
FRACT-303004 7
FRA-CT-3000040
PRA-CT-50:H0088

Black Ink carricge for STYLUS 1000 and 800 dokd rmodaly

Black Ink cardmadge for STYLUS 200 (old model

Black Ink carricdge for STYLUE COLOR | PROT FRONL § FROML=
Colour Ink carridge o SETYLUS COLOR I PRG { PROML

Black Ink carmdge for STYLUE 2001 EXDT COLOR NI s

Colour Ink carridge foe STYLUS 820 ) COLOR I g V1500

Calour Ink Cantndge for STHAUUE SOLOR 400 SO0 7 a00 5 280 J 1520

Continued Next page...
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Excel — continued...

If you format the Excel sheet correctly the selection area will copy correctly
In the example below the spreadsheet has no borders

Note the colour and style will depend if the Web Developer has used Stylesheets and how the text
for tables has been assigned .. check with your web developer.

Updating Excel Information

Select the area within Fastpage and hit the Delete & Key or the cut icon to remove the old
text.
TE: é‘:_: |F|:|rlt _:J |SIZE_:J ﬁj @ = % Eﬂ ﬁ

EFSOMN PRINTER CARTRIDGES

ks cartridge for STYLUS 1000 and 300 {old model

k cartridge for STYLUS 300 (old madel)

ke cartridge for STYLUS COLOR T PRO T PROKL I PRORL+
cartridge for STYLUS COLOR FPRO [ PRORL
nk cartridge for STYLUS 2007 8200 COLOR 1 ls

FRA-CT-S020047

Colour Ink caridge for STYLUS 8207 COLOR (1! s 71500

Colour Ink Cartridge for STYLUS COLOR 40060073007 350714520

FRA-CT-5020039
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@ rip

If you can’t delete the information choose the HTML mode (from bottom of Graphic editor) and select
all the text and delete.
Then return to the graphical editor.

<FCNT face=irial =1
<TAELE cell

T

| »

Spacing=0 width=734 horder=0x>

<P align=lefrc>CoD
» width="61
<P align=left:
<TD width="2

- =H 0 height=1!
FRINTER CARTRIDGES</
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Copying from other Web Sites

It is possible to copy and paste from other web sites, just be aware of web copyright issues.

Caution:
If you attempt this you may copy ‘Javascript’ by accident. If this happens the editor may crash
Just click the cancel button or a menu option on the LHS to escape — no damage is done.

L B @® B iz u = = = &= = i= i= 2
Tz % [Fon Hl EAER—=0E% Y &

Support Contact

We make your web hosting experience magical! Want to manage
your own website?

Miservers 15 @ leading prowider of web and application hosting products and semices. We
provide you with the tools necessary 1o host, manage, and promate your wehsile,

personal or business. NZsemers knows thal cuslomer senice and knowledgeable YOUF NEWS
technical suppor is required to maintain 2 solid customer base, that's why we offer aur Y C _I_ _I_
cliorits the best customer support in the business through our supgort foroms and our onten

support tickeiing system.

Introducing our new state of the art Control Panel!
Cpanel comes standard with all of our accaunts, allow yaou to manage all areas of your 50]11]1 space
website expenence fram email through to search engine submission.

5 email accounts

Click here for & dema of the Control Panel! =
Website stats
L, PRy Sy T S S| antral nrine
l
HTL | Fleziore | Cancel I Template Home File heme htm Entity welcaine Entity Tag Hame we:leame Save
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The HTML editor

If your browser is not MS Internet Explorer 5.5 or above an HTML text editor displays.

Fastpage - A powerful tool for webh desighners ;I

[

Graphical | Cancel | Template Home File home.htm Entity Wieb Designers Entity Tag Name Web Designers Sawve |

The Graphical button shown above will not display if the Browser is not capable of displaying the
editor in enhanced graphics mode.

The HTML editor can be accessed from the graphical editor.

This is handy for web developers if the code doesn't look right allowing access to the HTML code, but
you use this option at your own risk
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Graphics

Graphics for the Summary Listing

If your Menu Summary listing has been enabled to display a small thumbnail graphic the following
screen will display for Add New Menu Item

Enter a Thumbnail Image
Dimensions must be:-
Width(134) x Height(88) pixels

I Browsze... |

The Width(134) x Height(88) is the pixel size of the image set by your web developer.
This means the image MUST be resized to fit these dimensions, otherwise the image will distort.

For Manage Menu’s the display is Slightly Different as follows:-

Thumbnail Image

Existing Image - hauntypic.jpg
Dimensions must be:-
Wiidth(1 343 x Height(88) pixels

Hote: |eave blank to keep the existing image
| Browse...

This will show the actual image selected.

Note — all graphics should be no more than 72DPI being JPG or GIF
What happens if the graphic you have does not fit into the dimensions required?

The dimensions set is known as the Paper Size/Canvas Size or the container size for the thumbnail
graphic.
The terminology used is different with each graphics package, so it's important you understand this
concept.

Changing image dimensions — Corel Photopaint

You can change the dimensions of an image by increasing or decreasing its height and width.

With a thumbnail image changing the paper size lets you modify the dimensions of the printable area,
which contains both the image and the paper. When you resize the paper, you increase or decrease
the paper-colored border, but not the dimensions of the image.

Canvas Size - PhotoShop

The Canvas Size command lets you add or remove work space around an existing image. You can
also use the command to crop an image by decreasing the canvas area. In ImageReady, added
canvas appears in the same colour or transparency as the background. In Photoshop, there are
several options for the background of the added canvas. If your image has a transparent background,
the added canvas will be transparent.
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Summary

The document's Canvas Size refers to the work space around an existing image.
In the case of an unmodified image the canvas size and the image size of a document will be
identical.

Example

You have an image with the following dimensions

q?

The dimensions are 122 x 150 pixels but the image has to fit into a container size of 100 x 100 pixels.
The picture has been re-sampled to fit into a container size of 100 x 100 pixles.
For this example the canvas or background has been set to blue to illustrate the canvas size.
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A Smaller Image Utility
If your graphics software does not include any option to resize the canvas or paper size, there is a
small utility on the web called ‘A Smaller Image’

§ A Sinaller Tmage - 055 Trivista) ban' splash, jpg

For the unlimited use versaon wisil wWrw Arhvisia.com

www trivista.com

The utility is easy to work.
1. Inthe example above the original image size is 640 x 480.
2. The output size must be 250 x 250.
3. By clicking on the Use Full Image pads the canvas size out.

This Utility can be obtained from:-

http://www.trivista.com/|

A simple tool for reducing digital photos for emailing or publishing on the Web just got better. In
addition to the new features introduced in Version 3.0 for loading several images at once for
streamlined processing, a drop shadow edge effect, smooth text, and several image processing
filters, Version 3.1 also includes an oval border and improved text capability. Still the simplest image
reduction tool around. Still Only $US15. Click the above title link for details.

Contact Details
Fastpage was developed by NZServers using PHP and MYSQL.

Unit 2/65 Carlyle Street
Christchurch, New Zealand.
Phone 64 3 3666099

Email support@nzservers.com

Support ticket by going pttp://support.nzservers.com/|
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