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Accessing your Website

In this chapter, you will learn how to access your
website.

The homepage is where you will begin the website
administering process.

Please click on the “next” button below to learn where
you need to go to login to your website.

Website Homepage
(Please refer to the image below)
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Login Procedure

This screen prompts you to type your sitename and
password (use lower case letters only). Once you have
entered your sitename and password, click on the
“Login” button.

Tips: your sitename should have no spaces, e.g., if the
business name is ABC Incorporated, the sitename will
most likely be abcincorporated.

(Please refer to the image below)

If you arrive at this screen, you have logged in
successfully. Click on the “Click Here to go to your
admin” link to proceed to your site administration
page. If you get an error message instead of this page,
back up and repeat your login and be sure you use all

lowercase for sitename and password and no spaces in
your sitename.

(Please refer to the image below)
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Advanced
Administration

The advanced administration page is a table of con-
tents for all of the changes you can make to your
website. There are (8) tools provided for your use.

Site modifier
-This allows you to make changes to the different
pages in your site

Product list
-This allows you to develop your product catalog

Site Tools
-This gives you access to the different tools provided
with your website

Contacts
-This tool allows you to view your messages & orga-
nize your to do list.

Statistics
-The statistics show you how many hits your website
is receiving

Commerce
-This tab allows you to setup your payment options

My account
-This allows you to set up and personalize the infor-
mation for your site

Update site

-This option updates your site with all of your
changes. Remember to always update the site after
each change!
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Editing your Website

In this chapter, we will review the webpage develop-

ment process as well as adding pages, deleting pages,

changing images, changing text, deleting elements,
and uploading files.

Adding Pages

To add a new page to your website you will need
to go to the Site Creator Administration. Access
that by clicking on the “site modifier” tool in your
Administration Page.

From the Site Creator Administration Page click on
the “Add New Page” button.

This will take you to a new screen called “Add Page
Selection”.

Chapter 3: Editing your Website

(GG SITE MODIFIER ' SHOPPING CART ' TOOLS ' CONTACTS ' STATISTICS ' COMMERCE
MY ACCOUNT ~ UPDATE SITE

News
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site modifier_ statistics
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pages and elements statistics

. .
product list
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and contacts

Site Creator Administration
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Step 1. Choose what layout you will use for the new
page. Click on the radio button next to the selection
that you prefer.

Step 2. Decide what page you want your colors to load
from. As you can see in the example there is a pull
down menu. Select the page that you want to load your
colors from.

Step 3: Decide on a name for your new page. Type that
name in the title, file name , and text for the button
field.

Step 4: Decide what pages you want linked to your
new page. Click on the radio button next to the pages
you want a link from.

Once you click on the continue button you will be
taken to the Main Administration Page.

To verify that your page is added correctly click on
the “Site Modifier” tab. This will take you to the
Site Creator Administration page. Scroll through the
list of available pages to see if your page was added
successfully.

Chapter 3: Editing your Website
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Deleting Pages

To delete pages go to your Site Creator Administration
by selecting the site modifer tab from your
administration page.

This will take you to the Site Creator Administration.
Select the page that you want to delete by highlighting
it and and click on the continue button.

From the Page Administration screen scroll down until
you reach the Delete the Page area. Click on the
Delete Page button

This will take you to the delete page verification
screen. Click on Continue.

Chapter 3: Editing your Website
Site Creator Administration

Select a page to begin customizing

ind Home page) -Home u
inthenews -In The News

mag - bap
senices - Senvices
terms - Terms

-

testimonials - Testimonials
Cantinue I Helpl

Add a New Page
Add Mew Page | Help I

[ HOME NS Hi7i=:% SHOPPING CART ' TOOLS ' CONTACTS ' STATISTICS = COMMERCE
MY ACCOUNT * UPDATE SITE

Page Administration -- ding Page

"inthenews.iviu" (Enabled)

You Can Adjust Page Characteristics Click here

Help
Help

Or, you can choose to edit one of the things displayed on your page below:  HelR |

[ Name |

Example
IN THE NEWS

Attorney Town, FL, January, 2001 - ATTORNEY was overwhelmed with the response received from th
wwrw.attorney3.com. The online presence was an instant success signaling anational and even interna

ATTORNEY's Chief Executive Officer Mike Attorney states, "We were expecting our website to create
main Table surptised with just home mouch interest and presence the site has invited. We plan to invest additional a
Position: content || bring new and exciting images, services and deals "

Order: 30

ATTORNEY looks forward to great concepts under development for their website and invites visitors 1

[ HOME "G (FUGTEIGTER" SHOPPING CART © TOOLS ' CONTACTS ° STATISTICS © COMMERCE
MY ACCOUNT ™ UPDATE SITE

Delete Element Verification

‘Name [Preview

Confinue I Cancel
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Changing Images

From the advanced administration page select site
modifier.

This will take you to a new page called the Site
Creator Administration.

You are now in the SITE CREATOR
ADMINISTRATION PAGE. The first box will ask
you to select a page to modify. Select the page you
want to modify. It will turn blue (default setting is for
index2 home page.) and click on the Continue button
below that box.

You are now in the PAGE ADMINISTRATION
screen. Our tools break the components of that page
into individual elements so you can modify each
elements individually. Go to the image you want to
modify and click on the blue EDIT link. (This is
located to the right of image that you want to change.)
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site modifier statistics
@udd‘, modify, delete HElp @ on-line site trafiic HE'P |

pages and elemenis stalistics

~, product list -

commerce
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and contacts TO APPLY CHANGES
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[ HOME WS aidLliiai=0 SHOPPING CART ' TOOLS ' CONTACTS ' STATISTICS = COMMERCE

Page Administration - iting page Help |

"inthenews.ivnu" (Enabled)

You Can Adjust Page Characteristics: | Slickhera ﬂj

Or, you can cheose to edit one of the things displayed on your page below: _HElp |

| Name | Example
IN THE NEWS

Attomey Town, FL, Tanuary, 2001 - ATTORNEY was overwhelmed with the response received from th
wwrw atlomey3 com. The online presence was an instant success signaling a national and even interna

ATTORNEY's Chief Executive Officer Mike Atlomey states, " We were sxpecting our website to create
main Tahle surprised with just how much interest and presence the site has invited. We plan to invest additional a
[Position: content || bring new and exciting images, services and deals "

(Order: 30

ATTORNEY looks forward o greal soncepts under development for their website and invites visitors |
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You are now in the ELEMENT ADMINISTRATION
screen. In the first blue box listed BASIC IMAGE
OPTIONS, we will go to the line marked CHOOSE A
NEW IMAGE TO DISPLAY and click on the “FIND
A NEW IMAGE” button.

A window will pop up with (3) options:1.) USE ONE
OF OUR (Webcenter’s) IMAGES, 2.) USE ONE OF
YOUR OWN IMAGES, and 3.) UPLOAD A NEW
IMAGE. Select the option that allows you to use the
image you need.

If you selected the option OF USING ONE OF YOUR
OWN IMAGES it will display a box with a folder
showing your site name and all the images associated
with that site. Click on the “View” link to see the
image.
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Element Administration -- Editing Page "index2.iv

Basic Image Options

| Hame for this Image: ||InTheNew57aI|

Submit Changes Abowve

- P’ I

‘ e I}fn]{:gfs_r Hiis ||inthenews.ivnu Help |
T [

‘ the Alltrg:;for His ||In The MNews Help |

Properties for the text on this image are listed helow

Help |

Text on this Image: ||In The MNews

re: IR —
IAriaI MMarraw j I hlack j
Or, for advanced users:
Sime: Help Enter a hexadecimal walue
I 10 'i #
cravity C uppet left " upper center C upper tight

O left @ Center  right

 Jower left C lower center  Jower right

Nlersitis Rt |X-Axns MMargin (pixels; non-negative) |ID

otigin of the gravity

|Y-Axis MMargin (pixels; non-negative) |ID
!

| Submit Changes Above

43 Administration - Microsoft Internet Explorer
Choose an Option Below:

Use one of our images
Uee one of your ithages
Upload a new itmage

; Administration - Microsoft Internet Explorer

Choose the image that you would like to use

[ attomeyifimages/
@ AhoutUs_off gif -- Wiew
L_g Aboutls_on.gif - View
@ Contactlls_off gif - Wiew
:;Q‘ ContactlTe_ongif - View
|;£ InTheMews_off gif -- View
B4 InTheN ews_on.gif - View
B Map_off gif - View
g Map on.gif - Fiew
@ Betvices off gif - View
'[ig‘ Betvicesongif - Wiew
Eg activate off gif - View
:g activate_on.gif - View
|;g ecommerce _off.gif - View

& ecommerce o, gif - View
[ - . i

!g indexd off gif - View

B index?_on.gif - View
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Your window screen will now change to show a
picture of the image. If this is the image you want

to use then click on “Use this image”.(If not, then
click on the “BACK” link which takes you back to the
previous page.) Your window screen will now display
YOUR IMAGE HAS BEEN SELECTED and there
will be (2) blue links: CLOSE WINDOW or BACK.
Click on the CLOSE WINDOW.

This will bring you back to the ELEMENT
ADMINISTRATION page. Under the box marked as
BASIC IMAGE OPTIONS click on the button named
“SUBMIT CHANGES ABOVE”.

You can also create image links & alt tags from your
images in this section. Type the url in the “The Link
for this image” field for image links. Type the text to
be displayed when the user places the mouse cursor
over the image in the “The Alt Tag for this image:”
field. ( for an example move your mouse over the
image).

You will be redirected to the ELEMENT
ADMINISTRATION page. Click on “UPDATE SITE”
to finalize all your changes.

Chapter 3: Editing your Website

; Administration - Microzoft Internet Explorer

C boutUs

Uae this ithnage

(na]
o
iz
=

[HOME NG (UL E 8 SHOPPING CART = TOOLS = CONTACTS = STATISTICS = COMMER)

Element Administration -- Editing Page "index2.ivn

Basic Iimage Options

| Hame for this Image: || Help |

‘ The Liskforthis | Help|
Image:

‘ The Alt Tag for this | HE!lp |
Image:

iChoose anew Image to -

| display: Find a New [mage | Help |

| Submit Changes Abowve |

[ HOME NG a5 % SHOPPING CART = TOOLS ' CONTACTS = STATISTICS = COMMER(

MY ACCOUNT ° UPDATE SITE

Element Administration -- Editing Page "index?2.ivm

Basic Tmage Options

Hame for this Image: || Help |
Help |

The Link for this I

Image:

The Alt Tag for this |
Image:

Help |

iChoose anew Image to

display: Findl a Mew Image | Help |

Submit Changes Abowe |
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Position And Order Of
Images

Here is a step-by-step procedure on how to position
and order your images.

Step 1: Click on the site modifier button.(see picture
below)

Step 2: Select a page to begin customizing.(see picture
below)

Step 3: Select the image you’d like to begin modifying
and click on the edit link.

Chapter 3: Editing your Website

site modifier statistics
@add' modify, d Help @ -line i ; Helpl
I Y, delete on-line site trafiic

pages and elemenis statistics

~, product list -

commerce
@add, modify, delete Help | @urder management, _He_lp_l

catalog products shipping, taxes..

site tools _ | ) my account _
@ domains, images Help @ modify account Help
she promotion infermation
- .
contactls UPDATE SITE
@manage leads Help I @ALWAYS cirex nere _HEID
and contacts TO APPLY CHANGES

Site Creator Administration

to hegin customizing

ind am
inthenews -In The MNews

magp - Map
senrvices - Services
terms - Terms

-

testimonials - Testimonials
Continuel Helpl

Add a New Page
Add New Page Help I

[ HOME NS u ot SHOPPING CART * TOOLS ° CONTACTS = STATISTICS = COMMERCE

Page Administration - riting page Halo|

"inthenews.ivnu" (Enabled)

You Can Adjust Page Characteristics: _Slick here ﬂj

Or, you can choose to edit one of the things displayed on your page below: _Help |

| Mame Example
IN THE NEWS

Attomey Town, FL, Tanuary, 2001 - ATTORNEY was overwhslmad with the response raceived from
wwrw atlomey? com. The online presence was an instant success signaling a national and sven inter

ATTORNEY's Chief Executive Officer Mike Attomey states, "We were expecting our website to cres

imain Tahle surprised with just how much interest and presence the site has invited. We plan to invest additiona
Position: content || bring new and exciting images, services and deals "
Order: 30

ATTORNEY looks forward to great concepts under development for their website and invites visitos
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Step 4:
Scroll to the additional options section.(see picture
below)

Alignment: Select left, right, center, or none.

Postion: Select the position from the drop down menu.
As an alternative, you can see the different positions of
your page by clicking on “view layout”.

Sort Order: To sort your image, type a number from 0
to 99 in the text field.

Text Link: This feature is used for those instances
where you have established a link for an image element
and you want that link to appear as a part of the
navigational text links normally viewed at the bottom
of each page.

Blank Lines: Use this feature to add line breaks before
and after the image.

Apply Change: Click on apply change once you’re
done modifying this element.

Step S: Click on “Update Site” to finalize all changes.

Chapter 3: Editing your Website

Additional Options
NONE HB|P|
iPnsitinn !navbar v; “iew Layout | Help |
[
iSorl: Drder!ED Help |

EA]ignment

| 3

iText Link |Yes I Help |
|D i i Help |

Rlank Lines Add line breaks before this element

Addlﬂ litve breaks after this element

Apply Change |
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Changing Text

You will now be in the SITE CREATOR
ADMINISTRATION PAGE. The first box will ask
you to select a page to modify. Select the page you
want to modify. It will turn blue (default setting is
for index2 home page.) And click on the “Continue”
button below that box.

You are now in the PAGE ADMINISTRATION
screen. Our tools break the components of that page
into individual elements so you can modify each
elements individually. Go to the text you want to
modify and click on the blue EDIT word. (This

is located to the right of the element you wish to
modify.)

You are now in the ELEMENT ADMINISTRATION
screen. In the first blue box listed BASIC TEXT
OPTIONS. Click inside the large inset box and delete
the text. Now type in your new text. You can chose to
make the text Bold, Italic or Underlined by clicking on
the check box next to the desired option. When you
are done, click on the SUBMIT CHANGES button.

This will take you back to the PAGE
ADMINISTRATION page. You can scroll down to see
your new text changes. Now scroll back to the top of
the page and click on the “Update Site” tab to finalize
the changes.

Chapter 3: Editing your Website

Have a Question?

WEBCENTER

s- | Log Out | View Site | Admin Home |

[ HOME "S53 138" SHOPPING CART ~ TOOLS * CONTACTS ° STATISTICS = COMMERCE
MY ACCOUNT * UPDATE SITE

Site Creator Administration

Select a page to begin customizing
index? (Home page) -Home !
inthenews - In The Mews

map - Map
serdces - Sendces
terms - Tarms

=

testimonials - Testimonials

Continue I Helpl

Add a New Page
Add Mew Page | Help |

[ HOME NS L{ L[S G 1= % SHOPPING CART ' TOOLS ' CONTACTS ' STATISTICS = COMMERCE

Page Administration - cdtingrage e8]

"inthenews.ivnu" (Enabled)

Vou Can Adjust Page Characteristics: | Slickhera ﬂl

Or, you can choose to edit one of the things displayed on your page below: _Help

| Name | Example
IN THE NEWS

Attorney Town, FL, Tanary, 2001 - ATTORNEY was overwhelmed with the response received from th
o attortey.com. The online presence was an instant success signaling a national and even intesnas

ATTOADNE W 8 (i af Tarnmesbiven D8 nns Wliln A 4 msars nbnban 1T swrnsn s nbioe masw ssnbnibo o awnnbn

Element Administration -- Editing Page "index2.ivnu

Basic Image Options

Submit Changes Abowve |

‘ Name for this Image: ||InTheNews_aII Help |
The Lirk forthis || - =
‘ Image: |||nthenews.|vnu lp |
|
‘ The Alt Tag for this |||n o =
Image: |

Properties for the text on this image are listed helow

Help |

[ HOME NS u ot SHOPPING CART * TOOLS ° CONTACTS = STATISTICS = COMMERCE

MY ACCOUNT ~ UPDATE SITE

| Text on this Image: ||InTheNews

Page Administration - riting page Halo|

"inthenews.ivnu" (Enabled)

You Can Adjust Page Characteristics: _Slick here ﬂl

Or, you can choose to edit one of the things displayed on your page below: _Help |
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Position And Order Of

Text

Here is a step-by-step procedure on how to position
and order your text.

Step 1: Click on the site modifier button.(see picture
below)

Step 2: Select a page to begin customizing.(see picture

below)

Step 3: Select the text you’d like to begin modifying
and click on the edit link.
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Have a Question?

BCENTER

| Log out | View Site | Admin Home |

[CEEEE SITE MODIFIER ~ SHOPPING CART = TOOLS ' CONTACTS = STATISTICS = COMMERCE
MY ACCOUNT = UPDATE SITE

New
Eeatliies

site modifier =\ statistics
@add, modify, delete Help @ on-line site trafiic ﬂl
pages and elfements statistics
~, product list =, commerce
Sdd modife deiete MHEIE prw——
add, modify, delete order management,
catalog products shipping, taxes..
- ite tool: ~ my account
Site tools
@ domains, images Help I @ modify account Help
sie promotion infermation
=\ contacts =\ UPDATE SITE
manage leads Help | ALWAYS cLick HEre | 1EIP |
and contacts TOAPPLY CHANGES

Site Creator Administration

Select a page to begin customizing

inthenews -In The MNews

magp - Map
senrvices - Services
terms - Terms

-

testimonials - Testimonials

Continuel Helpl

Add a New Page
AddNewPage | Help |

Row 1 Column 1

| Name | Example
T1

oraer s ATTORNEY

T2

Order: 12 |ATTORNEY is the premder personal injury lav firm representing wictims of serion
accidents and defective products. Our mission is to seek justice and fair compens

T3

Order: 18 |[If you have a serious personal injury case, let the experienced staff of ATTORNE
with you, FREE OF CHARGE.

T4

Ordler. 24 Tellus abhout your case. E-mail us at

TS
Order: 30

7 of call 555.555.5555.

Order: 36
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Chapter 3: Editing your Website

Additional Options

Step 4: Scroll to the additional options section.(see Border Color Choose your color from the fist below Help |

. Use HexValue ;l
picture below) I

Or for advanced users:
eiter a custom hexadecimal value

Alignment: Select left, right, center, or none. #lo
Link: Type in the link you want people to go to when Alignment [NONE =] Help |
they click on the element. |Posiu'on [contert =] | Miewlayout | Help |

Postion: Select the position from the drop down menu.
As an alternative, you can see the different positions of

iSort Drder|48 Help |

Background Color Choose your color from the list below Help |

your page by clicking on “view layout”. [vory
Sort Order: To sort your image, type a number from 0 O faraivancedisers:

g eriter a custom hexadecimal value
to 99 in the text field. T

List Properties: Use this feature to create numbered or
bulleted list items. R
You can choose to make this element not part of any
list which is default.

You can choose to make it part of a numbered or
bulleted list.

You can start a new list with this element.

You can make this element the last item in the list.

Blank Lines: Use this feature to add line breaks before
and after the image.

Apply Change: Click on apply change once you’re
done modifying this element.

Step 5: Click on “Update Site” to finalize all changes.
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Chapter 3: Editing your Website

Deleting Elements

In order to delete an element from your page you need — [(HovE N M T M T M7 M N M T

MY ACCOUNT ~ UPDATE SITE

to access your Site Creator Administration by clicking
on the “Site Modifier” image.

stte modifier

add, modify, delete Help
pages and elements

i i
product list
@add, modify, delete Help |

catalog products

-
site tools
@ domains, images Help |

sSite promotion

.
contacts
Q=

and contacts

T
Eeatiizes

° =
statistics
on-line site trafiic Help |
stotistics

®
commerce
@urder management, ﬂl

shipping, taxes..

.
my account
modify account Help
information

.
UPDATE SITE
@ALWAVS ciick Here HEIR |

TOAPPLY CHANGES

Site Creator Administration

Select a page to begin customizing

This will take you to the Site Creator Administration.
From this screen you will select the page that you
want to delete the element from.

inthenews - In The News

magp - Map
senices - Senices
terms - Terms

-

testimonials - Testimonials

Continuel Helpl

Add a New Page
AddNewPage | Help |

[ HOME NS L{ L[S G T= % SHOPPING CART ' TOOLS ' CONTACTS ' STATISTICS = COMMERCE

This will take you to the Page Administration Page.
Scroll down this page until you reach the element that
you want to delete. Click on the delete check box next
to the element.

Page Administration - iting page Help |

"inthenews.ivnu" (Enabled)

You Can Adjust Page Characteristics: | Slickhera ﬂl

Or, you can choose to edit one of the things displayed on your page below: _Help

| Name | Example
IN THE NEWS

Attorney Town, FL, Tanary, 2001 - ATTORNEY was overwhelmed with the response received from th
o attorney3.com. The online presence was an instant success signaling a national and even intesns

ATTORNEY's Chief Executive Officer Mike Atlomey states, " We were sxpecting our website to create
main Tahle surprised with just how much interest and presence the site has invited. We plan to invest additional a
[Position: content || bring new and exciting images, services and deals "

(Order: 30

ATTORNEY looks forward o greal soncepts under development for their website and invites visitors |
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Scroll to the bottom of this page to the button labeled
“Deleting Elements” - click on that button.

You will be taken to the “Delete Element Verification”
page. If you are sure you wish to delete this image
then click on continue - if not then click the cancel
button.

Chapter 3: Editing your Website

Position: navhar In The News |
Order: 50

Map_ all
Position: navhar
Order: 60
activate
Position:
position]

M ]

Order: 101

sample
Position:
positionl
Order: 102
modify
Position:
position]
Order: 103

ecommerce
Position:
position]
Order: 104

Deleie elements selecied ahove

Delete Elements

Delete Element Verification

Add a new image or text element to this page

Add Element | Helpl

iName

Continue | Cancel |

paces Ower 3 million people visit YellowPages cora each month looking to spend their money
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Uploading File

In order to upload your files you must have the file

saved on your computer. The file must be saved as .gif,

.jpg, or .png format to upload.

Follow the steps below to upload your files. From the
ADMINISTRATION PAGE click on the menu tab for
TOOLS.

From the menu screen shown in the image below click
on “UPLOAD FILES”. The computer is going to ask
you how many files you want to upload. With this
program you can upload 100 files at a time. For now
just put 1 in the box and hit your enter key.

Select the file type you want to upload and type in how
many files you will be uploading, then press upload.

Chapter 3: Editing your Website

[CLIITR SITE MODIFIER ' SHOPPING CART ' TOOLS ' CONTACTS ' STATISTICS ' COMMERCE
MY ACCOUNT ~ UPDATE SITE

T
Eeatiizes

s:te modifier @ statistics

add, modify, delete Help on-line site trafiic
pages and elements statistics

Help |
=, commerce
@urder management, ﬂl

shipping, taxes..

product list

add, modify, delete Help
catalog products

- .
site tools | my account
domains, images Help modify account Help
site promotion information

=, contacts
manage leads

and contacts

Help |

=\ UPDATE SITE
@ALWAVS ciack nere _HeElR
TOAPPLY CHANGES

Wehcenter TOOLS

|D0maj.n Tool

|Emai1 Tool

|Up_10 ad Vour Jite

|Chat Rooms

Hew Image Tool

T
iOld Image Toal

iSite Promotion (Submit Vour Site to Search Engines)

|F1'ling Cabinet [ HTWML Version ] [ Java Version ]

|S elect a new site name

Chanige your password

Product Layout Tool

!Flash FPage Tool

|Cust0m Flash Editor

File Upload Tool

Please select the type of upload wou would like to perform.

© My Own Site(HTML Files)
* Images Files (gif. jpg, png).

How many Files (1-100):
Upload |

yeblo \'\'E“ S Crver 3 million people visit VellowPages.com each month looking to spend their money
- + withbhusinesses like yours! List sour business in the Yello s HERE!
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The next screen has a box with a button to the right
that says BROWSE. Click on it. This will bring up a
choose file window.

Once you have the appropriate folder, open, click on
the image you wish to upload. You will only need to
click once and then click OPEN.

Note: File names can not have spaces or odd
characters in the file name.

You will notice that the box to the left of the
BROWSE button has now been filled in with a string
that allows the computer to find the file you wish to
upload. Click UPLOAD.

Chapter 3: Editing your Website

File Upload Form

You have selected to upload Files. (Please make sure that you are uploading file(s) insiead of directory.)

Files will automatically be placed in your image directory.

All the files with

Jpeg willhe r

irg-

File

Browse... I

File

Birowse... |

Browse... I

File

Browse |

I
|
File: |
|
I

File

Choose file

Browse... I

Upload

Look in: I m Desktop

| = B ek ER-

= My Documents

= by Computer

B by Metwork Places

'13 Baron Newsome's Share
1 dream blue

Z1 Email_Resume

|1 make up foever

| newfeatures

1 redaart. com

1 thesis

7] 521
I

ﬂAmanca Oriline Double-click to start
@ build status

@ MizzionStatement

@ sals site

(@3 Shortout (2] to Local Disk (F]

}QJ Shortcut to galf

{51 Sharteut to IVEMUE

@ Shortcut to media on Media

igj Shirtcut ta mike2

g Shortcut o proteus

i; Shortcut to quick start guide screen shats

2]

File nams: I

Open I

| Files of type: IA\I Files [%%)

File Upload Form

KRN

Cancel

S

You have selecied io upload Files. (Please make sure that you are uploading file(s) instead of directory.)

Files will automatically be placed in your image directory.

All the files with

Jpeg will be r

dirg.

File: IC:\DocumentsandSettings\sreda.lVENUE\ Browse.. |

File: |

File:

File:

|
Fil=: |
|
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Generating A List

A list is a set of text elements arranged in single rows.

The list can be either unordered or ordered.
An unordered list is delineated by bullets...
red

green

blue

black

An ordered list is delineated by numbers in our
system...

red

green

blue

black

In the SITE CREATOR ADMINISTRATION PAGE.
Select a page to add the list to.

In order to make a list, each text element must be
created in turn. First, scroll to the bottom of the Page
Admistration page. Click on “Add Element”.

On the next page, select “Text” as the type of element
and then hit “Continue”. Type in your text element

in the big box on the next page as well as selecting

a position and giving your new text element a name.
Lastly, press “Add Element”.

In the element administration for your new element,
scroll down to the Additional Options section. In the
subsection, List Properties, select either...

Chapter 3: Editing your Website
Site Creator Administration

magp - Map
senices - Senices
terms - Terms

-

testimonials - Testimonials

Continuel Helpl

Add a New Page
Add Mew Page | Help I

[ HOME NS Hi7i=:% SHOPPING CART ' TOOLS ' CONTACTS ' STATISTICS = COMMERCE
MY ACCOUNT * UPDATE SITE

Page Administration - rdingpage 2]

"inthenews.iviu" (Enabled)

Tou Can Adjust Page Characteristics: _ Click hera ﬂj

Or, you can choose to edit one of the things displayed on your page below:  HelR |

[ Name | Example
IN THE NEWS

Attorney Town, FL, January, 2001 - ATTORNEY was overwhelmed with the response received from th
wwrw.attorney3.com. The online presence was an instant success signaling anational and even interna

ATTORNEY's Chief Executive Officer Mike Attorney states, "We were expecting our website to create

main Table surptised with just home mouch interest and presence the site has invited. We plan to invest additional a
Position: content || bring new and exciting images, services and deals "
Order: 30

ATTORNEY looks forward to great concepts under development for their website and invites visitors 1

[ HOME "SI0 SHOPPING CART ' TOOLS = CONTACTS & STATISTICS ' COMMERCE
MY ACCOUNT * UPDATE SITE

Add Element Selection

Select an Element Type

Element Type: Text d
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This text element is part of a list of numbered items
-OR-
This text element is part of a list of bullet items

...depending on the type of list you’d like. (Of course,
if you don’t want your text element to be part of a list,
then select This text element is not part of any list).

Then, if your element is either the first or last in your
list, then select either Start a new list with this element
or This is the last element in its list.

Repeat all the steps above for each element until your
list is complete. That’s all there is to it!

Creating Tables

Step 1

In order to create a Table on one of your website pages
Scroll to the end of the Page Admin screen and select
the

“Add Element” Link

Step 2
On the Add Element screen you will be asked to select
an element type from the pull down menu provided.

Select Table and click continue.
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Additional Options

!Alignment INONE 'I Help |
|Link | Help |
iPusition I___v_l Help |
!Snrt DrderIE Help |

% This text element is not part of any kst Help |

' This text element is part of a list of
numbered items

" This text element is part of a list of bullet

List .
Properties s
[ Start a new list with this element
[ This is the last element in its list
Add iD line breaks hefore this element Help |
Blank Lines [T Start this text element in a new paragraph
Addlﬂ line breaks after this element
Apply Change |
You Can Adjust Page Characteristics: | Clckhere, Help

Or, you can choose to- edit one of the things displayed on your page below: [HElP

Name

Examgple [Bait Delete

ATTORNEY

o fe car
ets. Ovur s sion i to seek justice and fait comp ensation for seriously injured people.

injury case, let the experienced staff of ATTORNEY review your personal injury or me dical melprectice clain

Fyouhave o sonal
ith you, FREE OF CHARGE.

Tell us about your case. E-mailus at o call 555,555,555

(Click For Bio's) o sociation

Mike Attorney, Esq. iation
Dean Attorney, Esq. Association of Trial Lawyers of America
Las Vegas Bar Association

© 2001 atiorney3.com

Delete elements selected ahove

Delete Elements

Add a new image or text element to this page
Add Element Help
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Step 3
The next screen will allow you to determine the
exterior characteristics of your table.

Border
Cell Padding
Cell Spacing

Step 4

Now it is time to determine the interior characteristics
of your table by determining the number of rows &
columns your table will have.

Click on the Update Table Properties Link

Step 5

The Update Table Properties link will refresh your
screen to show your table with empty elements for
modification.

Click on the first blue edit link to begin customization
of row 1 column 1

Chapter 3: Editing your Website
Add Element Selection

Select an Element Type

Element Type:

| Counter

vellovepaogs  Ovidavabdpplet  [isit VellowPages com each month looking to spend their money
—~COM. wifisp I List your business in the Vellvwpases HERE)

— |Tahle

Farm

Login: attormey3

terrns and conditions

Add Element -- To Page "index2.ivnu"

Cheose a name for your new element: table 1 Help
Choose aborder width for the Table: 1]
Choose a spacing between cells: 5

Choose apadding between items and ihe edge of the cell: 1]

Select a layout position: position vl Wiew Layout Help
Add Element |
Go Back I

Element Administration -- Editing Page "index2.ivnu"

Basic Table Element Options

e el L
e s able Help
Your Actual Tahle
Modification Table

Click Edit to jump to the modification section for that cell

Edit
Tahle Properties:

I'I tows

|1 columns
Choose a horder width for the Tahle: IS
Choose a spacing heiween cells: |5 table width:
Choose a padding hetween items and |5_ |
the edge of the cell:

tahle height:

| Update Tahble Froperties |
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Step 6

This will jump you down to the beginning element
administration section of your table. Click on the “Add
Element” button.

Step 7

This will take you back to a familiar Add Element
Screen. Now you will be working withing the table
you’ve just created. Select the element type you want
to add to row 1 column 1 of your table & click on
continue.

Step 8

Depending on the element type you added follow the
procedures found under Changing Images, Changing
Text, or Uploading Files.

Repeat Steps 5 through 8 until you have completed
customization of your table.
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Your Actual Tahle

DEER
RN
T
RREE

Modification Tahle

Click Edit to jump to the modification section for that cell

2
1
(2
1

xt
=
E
lsz]
lez]

lez]
]
le2]
5
lez]
=

lez]
=

[xz]
=
[xz]
=3

Lxz]
Ed
lxz]
=3

Table Properties:

Add Element Selection

Select an Element Type

Element Type:

wvellovepaoas

Login: attormes3

I

|Image 'I

Counter
Java Applet

isit VellowPages.com each ronth looking to spend their mones
Map | List your business in the ¥ello s HERE!
Tahle

Form
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Adding A Form

To add a form to this table from the Page
Administration screen, scroll to bottom of the page
until you locate the Add Element link at the bottom
of the page

In the Add Element page you will be asked to select
an element type.

From the pull down menu select Form

Next you will be prompt to select the type of form
you want to add. Buy an Item or Submit information
by Email.

Once you have made your selection, click on the “Add
Element” link.

This tutorial is on the Submit Information by Email
Form.

Chapter 3: Editing your Website

ecommerce

[Position:
position] Edtt| [
Cirder: 104
tahle 1 =
[Position: I |
positionl ‘ (Edit)| [
Order: 110 |

Delete elemenis selecied above

Delete Elements

Add a new image or text element io this page

Add Element Helpl

[HOME "Niq (-1 (3% SHOPPING CART = TOOLS ' CONTACTS = STATISTICS = COMMERCE

Add Element Selection

Select an Element Type

Element Type: Image x
Text
—|Counter

yellovgra

saogs Ovdava Applet  [isit TellowPages com each month loking to spend their money
M. il ap E! List your business in the Vellowpsges HERE]

Login: attorney3

[HOME Wi BT i= % SHOPPING CART = TOOLS = CONTACTS = STATISTICS = COMMERCE
MY ACCOUNT *~ UPDATE SITE

Add Element - 1o Page "index2.iviu"
Choose a name for your new element: le—

Pick the type of form you would like io create By an ltern

Add Element
Go Back |

QUICKSTART GUIDE 25



You will be redirected to the Element Administration
page for your form. Scroll down that page until you

reach the area as outlined below.

The forms are made in a table format. In order to
change the information or lables of the items on the
form, click on the edit link next to the item you want

to modify.

That will take you to a new area in your element
administration. Again click on the blue edit link next

to the item that you want to edit.

Chapter 3: Editing your Website

Submit I Clearl

Row 1 Column 1 | |
|
Name | Example [ Fdit
Name: I
Reason For Contact: |
Person you wish to I
contact (if kmown):
Phone: r
ﬁmﬂ?lﬂ IPI e selectone 'l B
Order: Desire Call [=1=1

Add a new image or text element to this page

Add Element I Help I
MName: |
Edit Edit
Ihum

Reason For Contact:

Edit Edit

Person you wish to contact (if known): |

Edit Edit

Phone l

Edit Bdit

Desire Call W
Tahle Properties:

{005

rowrs

I 002 | cotumns
Choose a horder width for the Tahle: |D
Choose a spacing between cells: 12 Hble il

Choose a padding hetween items and l'_ |
2

the edge of the cell:
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Chapter 3: Editing your Website

You will then be taken to another section of the He e

modify form screen. Look for the text or image you

want to customize and click on the “Modify This Ele- Row  Comn? .

ment” link next to it. g
[ Name [ Exanple [ Edit
[ReasonForContact | Iiockify This

This will take you into a new element administration (Order. 15 |M

screen. This is the same screen as used in changing Add a new image or text element to this page

text from earlier in the tutorial. Make your appropiate AddlElement | Help |

changes here and click on the “Submit Changes

Above” link provided.

The form editor in your software package allows you Bade Sexe Ut

to implement text boxes, multi line text boxes, radial | NameforthsTew:  ebel | Help|

buttons, pull down menus, multiple select options and hee =

many more. For a full view of what we offer click on
the “Add Element” link within your form editior.

To make changes to the exsisting pull down menu

. . . . . E
provided with the form clik on the “Modify This
09 70 Foerace: | HEIR | o coler: | 1EIR I 1sme: Help ”sm: Help |
Element” link next to the pull down menu element. [ kvl HEE T ot
Change Font | I itatic
Change Font Ordering |'gr:,,::hexadeiin“:1evr:1;e [ undertined
#
| Submit Changes Above
That will take you to the Element Administration page E
for that element. Notice that “Items to be listed for this
o o o 0.9 o . Row 2 Col 2 L]

form item” are done in a list format. it is imperative o

o o . ]
that you maintain that format in order for your pull
down menu to work accurately.

| Name [ Exanple [ Edit
. . . I ettt
Once you have made your appropriate selection click ig:;::’;‘;"‘f“m ! Eonm
on the “Submit Changes Above” Al a mew image o fext clement fo {his page
Link
Add Element | Helg I
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To add a new element to your form in the Table
properties of your form element administration add as
many new rows to the row field as needed and click on
the “Update Table Properties” link.

Your table will be refreshed with the new empty
elements and new edit links. Click on the blue edit link
next to the first empty element box you see.

You will be redirected to the cell that you have
selected to modify. You can verify that this is a new
element because the cell states Empty Cell. Click on
the “Add Element” link underneath the empty cell.
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Basic Form Input Element Options

iReasunFDrCDntact

Submit Changes Above

Additional Options

|Sort Drderl1 5
|A]ignment |NONE vI Help |
" Add ID line breaks hefore thiz element Help |
Elank Lines
Addlﬂ line breaks after this element
Apply Change |
Edit Edit
IPIease selectone 'l
Desire Call
Tahle Properties:
1005 sows
IDDE columns
Choose ahorder width for the Tahle: |D
Choose a spacing heiween cells: |2 table width:
Choose a padding between items and 2 I
the edge of the cell:
tahle height:
Update Table Properties |
MName: |
Edit Edit
Ihum
Reason For Contact:
Edit Edit
Pexson you wish to contact (if Jnown): |
Edit Edit
Phone l
Edit Edit
IPIease selectone vI
Desire Call
Tahle Properties:
(005 | sows
[002 1 rtamens
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Chapter 3: Editing your Website

You will be redirected to the Add Element Selection

page. You will notice you have more options available Hap brife | B

Empty Cell

Add a new image or text element to this page
some of the options contact our technical support

|
|
to you now than before. If you are unfamiliar with

0 Add Element Help
office for an explanation and walk-through on how to | |
use those element types.
Backto Top
Rowl Column 2 |
"B
Name | Example Edit
Repeat the above steps as needed to complete your [Home WU STI SHOPPING CART ¥ TOOLS ¥ CONTACTS * STATISTICS * COMMERCE
Submit by Email Form
u 0 N
Add Element Selection
Select an Element Type
Element Type:  |Image I
Jawa Applet =
hap
—————{Table
wellowvraaes |Radio Buttan ellowPages com each month Inoking to spend their money
= COM{Text Fiald i conr e o thn Yellowrpages HEBEL
| Checkhox
. Submit Bution
g Eeset/ Clear Button
HHC hultiple Select Box |
Dirop Down benu hd
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Developing your
Product Catalog

The Webcenter website package includes a fully
customizable online product catalog that can contain
up to 2000 items!

Go to the SHOPPING CART ADMINISTRATION
PAGE. There are tabs at the top of your screen. Click
on the tab for SHOPPING CART.

Click on ADD A CATEGORY. You will need to select
a category name. Example: for business products they
may contain several categories such as fax machines,
copiers, scanners, etc.

Fill in the information as requested: Category Name,

Number of Sub categories, The number of products to
display( per row, per page). Then decide if you would
like to use an image for this category on your catalog
page.

If you decide to use an image you must decide if you
want the image to appear to the left, right, or above
the text or product. Follow directions for changing
images.

After you have finished filling out all of the text fields
for this item click on Add Category.

Chapter 4: Developing your Product Catalog

['HOME SITE MODIFIER ~ SHOPPING CART ~ TOOLS ° CONTACTS = STATISTICS = COMMERCE
MY ACCOUNT ~ UPDATE SITE

New
Eeatliie’s

site modifier statistics
add, modify, delete Help on-line site trafiic Helg |

pages and elements statistics

product list =, commerce
@add, modify, delete _HEIR | @urder management, ﬂl

catalog products shipping, taxes..

- .
site tools ___ | my account
domains, images Help modify account Help
site promotion infermation

contacts UPDATE SITE
Q2=— B (Ditioars cciox e IR

and contacts TO APPLY CHANGES

Your Categories

2 test (44606 -- Delete View Items Add Hem Order  Upload Products

|Nnte For advanced nsers, the nurmber in parentheses is the category ID which canbe used in srour custor HTML.

| Sorl Top Level Categories | | Add & new categony | Help |

Add a new category

| e |
|<NONE> vl Helpl
| Help |

IH ow tnary sub categoties would wou like to display per row for this cate gory’?l3

|H ow tnany items would you like to display per row for this cate gory’?lz

[
|H ow many items would you like to display per page'?!'I 5
[Would you like to include sub categoties in this number? o O Yes

IWould you like the Shopping Cart to be active for this category? © Mo & Ves
|Note: If wou disable the Shopping Cart for this category, all subcategories will be disabled as well.

!Image: ||

| Add Categaory |

Find Image | HeIpI
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In the next step you will add items to your category. To
do so click on the “add item” link next to the proper
category’s name. (i.e. to add an item to the Toyota’s
category click on the “add item” link next to Toyota).

Make sure to fill in all information you want displayed
per item into these fields. The only price that you must
use is the selling price. All others are optional to the
user.

Once you have successfully added your item you will
receive notification. Repeat the above steps as neces-
sary for all your categories and items. To modify an
item in your shopping cart click on the modify tab

in the Items menu. Once you have completed your

shopping cart click on the update site tab located at the

top of your screen.

Chapter 4: Developing your Product Catalog
Product Administration _H8/P
Your Category has been added

Total Number of Categories: 1
Total Number of Items: 0

i
!
B ek * Unload Froducts" to upload an entire set of products for each category. You will find detail

Your Categories

Cltest (4608 - Delete View Items Add Hem Order  Upload Products

iNDtE For advanced users, the rurher in parentheses is the category ID which can be used in your custom HTMWL.
| Help |

| Sort Top Level Categaries | ‘ Add a new category

Basic Product Information (* Required Information)

(*) Product Name: I

(*) Category: [test =]

(*) Selling Price: |$| ¥ Show Price
|Retai1 Price: |$|

|W'Im1esale Price: |$|

Code: I

[No =]

Taxahle:

Product Promotional Pril:e
Flat Price: ,—
OR Markdown Percentage %:|
From:| |/l =i =
To:| Tl s =

Sale/Promotion Dates:

Ttems in "test'
= test(R251%) M odify
INote For advanced users, the muvher in parentheses is the itern ID which can be used in your custom HTML.
SelectAll | Unselect Al |

I delete

| Delete Selected ltems

| Add an item to this category | Help |
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Chapter 4: Developing your Product Catalog

Product List Mass
Upload Tool T ———

MY ACCOUNT ~ UPDATE SITE

News
[Eeatiines

The Product List Mass Upload Tool is a great new

feature. It allows you to upload a full-preformatted @ site modifier @mm - .

. . . . 2aa, modny, dems I an-tina site trafic~ B
product list. This feature will be more beneficial to R oty b, e gl :
you if you have a very large product list. s, product list s\ commerce

aad, modify, deiete | HelP @'T:"’;;“;‘”; Help |
catalog products shipping, taxes..
We will be using a tab-delimited format text file, . :

. ) sitetools || @.‘!’LEEEEEJL Helo |

because it is one of the most universal format. iy dl aclly wecidnt
=\ contacts =\ UPDATE SITE
Since there are so many formats it would be impos- @;-;;:g;f;;s R @;;":;;ffgﬁ"j"ég‘ ]

sible to walk you through every single format. Please
follow the steps below.

Here is a step-by-step procedure on how to use the
Product List Mass Upload Tool.

Step 1: Click on the shopping cart or product list
image.(see picture below)

Your Categories

I_ilﬁ(&lﬁﬂ?).. Delete Fiew Items AddItem  Order Upload Products
Step 2: Click the “Add a new Category” button to [ test (44606) - Delete  ViewItems Addltem  Order Upload Products
2 I home = Delete View Items Addltem  Order Upload Products
create a new category for the products you will be e ol ; s
. [ good (44609 - Delete Fiew Items Addltem  Order Upload Products
uploadlng. T test (44608) Delete  Viewltems  Addliem  Oder Upload Products
|Note: For advvanced users, the nuaber in parentheses is the category ID which can be used m your custora HTVIL.
Note: If you already have a category to upload prod- T | T Ce
ucts into you may bypass steps 2 & 3.
Step 3: Fill out your category information and click Add a new category

“Add Category” when complete. ' | Help |
|<NONE> vl Helpl
I Help |

IH ow tnary sub categoties would wou like to display per row for this cate gory’?l3

|H ow tnany items would you like to display per row for this cate gory’?lz

[
How maryy items would you like to display per page'?!1 5
|Would you like to include sub categories in this mamber? @ Ho C Ves

IWould you like the Shopping Cart to he active for this categary? C Nao @ Ves
[Mote: If srou disable the Shopping Cart for this category, all subcategories will be disahled as well.

!Image: || Find Image | HeIpI

| AddCategoryl
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Step 4: Click on the “Upload Products” link next to
the category that you wish to upload products to

Step 5: Right click on “click here” link that’s circled
below and select the “Save target as” option. Save
sample Excel file to your local drive.

Note: If you already have your data pre-formatted to
the acceptable format you may bypass steps 5 & 6.

Step 6: Click on the “here” link to download sample
.zip image file.

Chapter 4: Developing your Product Catalog

Your Categories
test (44607 - Delete Wiew Items Addltem  Order Upload Products

O test (44608) - Delete Wiew Items AddItem  Order Upload Products
I home (446100 - Delete Fiew Items AddItem  Order Upload Products
1 good renm —

[test (44608) - Delete Wiew Items AddItem  Order Upload Products

Delete View Items AddItem  Order Upload Products

|Nnte For advanced users, the nuraber in parentheses is the category ID which can be used in your custor HTML

| | | | Help |

Sort Top Level Categaoties Add a new categony

HOME | SITE MODIFIER © SHOPPING CART "RULIEN CONTACTS | STATISTICS | COMMERCE

Flease browse and select the file that contains the catalog items that yvou wish to upload.
To download a sample excel file, click here

To download the sample file in text format, tight-click and save to disk

A sample image archive is hete

Fie| _Bowse |
Images:l Browse... |

Upload Products | Help |

HOME " SITE MODIFIER =~ SHOPPING CART "R+ /CR CONTACTS = STATISTICS = COMMERCE
MY ACCOUNT = UPDATE SITE

Please browse and select the file that contains the catalog items that you wish to upload.
To download a sample excel file, click here

To download the sample file in text format, ght-click and save to disk
A sample image archive is here

Fie | _Browse.. |
Tasges | _Browse.. |

Upload Products | Help |
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Step 7:

Open the sample Excel file to see how yoru data needs
to be formatted.

Data from an existing database will need to be
exported and saved in the tab-delimited format.

Data will need to be formatted in the exact same way
it is in the sample.

Any extra data columns will need to be removed.

File names in the image name column must match the
actual file name of image in the .zip file.

Once your data is completely formatted you will need
to save the Excel file in the tab-delimited format.

Step 8 :In this step you must “zip” all the images that’s
included in your text file above.

.Zip file can be created by dragging and dropping all
images to be included in the upload into the Winzip
window. Save the file and you are ready to upload.

Note: Any program that generates .zip formatted files
will work for this step.
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X Microsoft Excel -[Ofx
File Edit Yiew Inset Fomat Tools Data Window Help
DEEGRY $DBI -~ (@@= A 45| WEB w0-- [T & rom
arisl uwsBrul===Hs %, FE L -H-A
At =
A 8 [ ¢ [ b [ E [ F [ 6 [ H [ 1 [ 4 | K [ L [ M [ N T

w}:m\ml

e R =
il I J1d |

=TTt T
B2 BB ENBRREER

44 T¥ b\ Sheet1 {Sheet2 [ Sheets

I:iIWmZm [Unregistered]
File Actions Options Help

CHICEI EY

New Open Favorites Al E View  EheckOul WWizard

Sizel Ratio | Packed ] Path

S

MName | Tupe [ Madified [
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Step 9: Click on the “Browse” button to search local [HOME ~ SITE MODIFIER ~ SHOPPING CART "ECLEIEA CONTACTS ™ STATISTICS ~ COMMERCE §
dere fOr the tab-dellmlted ﬁle to upload, Please browse and select the file that contains the catalog items that you wish to upload.

To download a sample excel file, click here
To download the sample file in text format, night-click and save to disk

A sample image archive is here

Click on the “Browse” button to search your local

drive for .zip file to upload. Fite Browse... |
Images:l— Browse... |
Once both files have been located you may click on
Upload Products | Help |

the “Upload Products” button.

Step 10: You will receive a status screen once it is
done uploading. Anything in red notates the data was
not formatted correctly or there was an image missing
from the .zip file.

Items in ‘zesi’

Step. 11: Check the list of uploaded products to ensure i = =
that lt was dOl’lC Successfully. INUte For advanced users, the mumber in parentheses is the itern ID which can be used in your custom HTML.

| Delete Selected ltems SelectAll | Unselect All |

| Add an itern to this categony | Help |

Click “Update Site” when complete.

Click “View Site” to view your new product list.
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Glossary of Terms
This glossary will be
) updated frequently.

Applet

A small Java program that can be embedded in an HTML page. Applets differ from full-fledged Java
applications in that they are not allowed to access certain resources on the local computer, such as files and
serial devices (modems, printers, etc.), and are prohibited from communicating with most other computers
across a network. The current rule is that an applet can only make an Internet connection to the computer
from which the applet was sent.

C

CGI

(Common Gateway Interface) -- A set of rules that describe how a Web Server communicates with another
piece of software on the same machine, and how the other piece of software (the “CGI program”) talks

to the web server. Any piece of software can be a CGI program if it handles input and output according

to the CGI standard.

Usually a CGI program is a small program that takes data from a web server and does something with it, like
putting the content of a form into an e-mail message, or turning the data into a database query. You can often
see that a CGI program is being used by seeing “cgi-bin” in a URL, but not always.

CGI-BIN

The most common name of a directory on a web server in which CGI programs are stored. The “bin” part

of “cgi-bin” is a shorthand version of “binary”, because once upon a time, most programs were refered to as
“binaries”. In real life, most programs found in cgi-bin directories are text files -- scripts that are executed by
binaries located elsewhere on the same machine.

Cookie

The most common meaning of “Cookie” on the Internet refers to a piece of information sent by a Web Server
to a Web Browser that the Browser software is expected to save and to send back to the Server whenever the
browser makes additional requests from the Server.

Depending on the type of Cookie used, and the Browser’s settings, the Browser may accept or not accept the
Cookie, and may save the Cookie for either a short time or a long time.

Cookies might contain information such as login or registration information, online “shopping cart” informa-
tion, user preferences, etc.

When a Server receives a request from a Browser that includes a Cookie, the Server is able to use the
information stored in the Cookie. For example, the Server might customize what is sent back to the user, or
keep a log of particular user’s requests.
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Cookies are usually set to expire after a predetermined amount of time and are usually saved in memory
until the Browser software is closed down, at which time they may be saved to disk if their “expire time”
has not been reached.
Cookies do not read your hard drive and send your life story to the CIA, but they can be used to gather more
information about a user than would be possible without them.

cache

Browsers such as Netscape and Microsoft Internet Explorer hold copies of recently visited web files, both
HTML and binary files, in disk memory. This disk memory space is called the cache. It offers the advantage
of much quicker loading when files are stored on disk than when they must be transferred from the web. The
disadvantage is that it will sometimes show you an old version of a file from your disk when a newer one is
available on the web. Some large Internet service providers also cache frequently visited sites and feed them
to you from their own cache when you try to visit them.

You can set the size of the cache to meet the needs of your own system and the speed of your connection.
You can also set how often your system will check back to see if there is a newer version. There is a definite
trade-off between faster load times and the risk of seeing outdated material.

Usually, you can check for a newer version by using the Refresh or Reload selections in your browser. If
something looks out of date, always try the Refresh or Reload before trying other things.

Sometimes files in cache can become corrupted and cause problems for your browser. When you have
problems diagnosing freeze-ups where they didn’t occur before, one of the easy solutions to try is to delete
your cache and see if it solves the problems.

chat

A form of real-time electronic communications where participants type what they want to say, and it is
repeated on the screens of all other participants in the same chat. Internet Relay Chat or IRC is an Internet
protocol for chat, and there are many other chat systems in services like Delphi. Other commonly used chat
systems are iChat and ICQ.

copy-and-paste, cut-and-paste

The technique of copying text from one location or file to another. If the text in the original location is
deleted, it is called cut-and-paste. Whether cutting or copying, the process begins by positioning the cursor
at one end of the text to be copied, and clicking and dragging to the other end to highlight the text. At

this point, there are three common ways to cut or copy and then paste. Which ones work may vary by the
software you are using.

Select Edit and then Copy or Cut from the pull-down menus in your software. Then position your cursor in
the location you want to copy to, even if it is in a different window, and then select Edit and Paste.

Right click on the highlighted text and select Cut or Copy. Position the cursor in the location to be copied
to, and right click and select Paste.

Press the Control key and the X key together to cut or Control and C to copy. Position the cursor and press
Control and V to paste. With a Macintosh, substitute the Command key for the Control key.
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D

Domain Name

The unique name that identifies an Internet site. Domain Names always have 2 or more parts, separated
by dots. The part on the left is the most specific, and the part on the right is the most general. A given
machine may have more than one Domain Name but a given Domain Name points to only one machine.
For example, the domain names:

matisse.net
mail.matisse.net

workshop.matisse.net

can all refer to the same machine, but each domain name can refer to no more than one machine.

Usually, all of the machines on a given Network will have the same thing as the right-hand portion of their
Domain Names (matisse.net in the examples above). It is also possible for a Domain Name to exist but not
be connected to an actual machine. This is often done so that a group or business can have an Internet e-mail
address without having to establish a real Internet site. In these cases, some real Internet machine must handle
the mail on behalf of the listed Domain Name.

Download

This is the process in which data is sent to your computer. Whenever you get information off the Internet,
you are downloading it to your computer. For example, you might have to download an upgrade for your
computer’s operating system in order to play a new game (especially if you’re using Windows). The opposite
of this process, sending information to another computer, is called uploading.

E

E-mail
(Electronic Mail) -- Messages, usually text, sent from one person to another via computer. E-mail can also be
sent automatically to a large number of addresses (Mailing List).

Elements

For website customers only. Elements refer to the different layers displayed on the website pages. Each
layer is an element that can be used for text, images or java applets. Also your own html test can be
implemented there.

F

FAQ

(Frequently Asked Questions) -- FAQs are documents that list and answer the most common questions on a
particular subject. There are hundreds of FAQs on subjects as diverse as Pet Grooming and Cryptography.
FAQs are usually written by people who have tired of answering the same question over and over.
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Fire Wall
A combination of hardware and software that separates a LAN into two or more parts for security purposes.

FTP

(File Transfer Protocol) -- A very common method of moving files between two Internet sites. FTP is a
special way to login to another Internet site for the purposes of retrieving and/or sending files. There are many
Internet sites that have established publicly accessible repositories of material that can be obtained using FTP,
by logging in using the account name anonymous, thus these sites are called anonymous ftp servers.

G

Gateway

The technical meaning is a hardware or software set-up that translates between two dissimilar protocols, for
example Prodigy has a gateway that translates between its internal, proprietary e-mail format and Internet
e-mail format. Another, sloppier meaning of gateway is to describe any mechanism for providing access to
another system, e.g. AOL might be called a gateway to the Internet.

GIF

(Graphic Interchange Format) -- A common format for image files, especially suitable for images containing
large areas of the same color. GIF format files of simple images are often smaller than the same file would be
if stored in JPEG format, but GIF format does not store photographic images as well as JPEG.

Gigabyte
1000 or 1024 Megabytes, depending on who is measuring.

H

Hit

As used in reference to the World Wide Web, -hit- means a single request from a web browser for a single
item from a web server; thus in order for a web browser to display a page that contains 3 graphics, 4 “hits”
would occur at the server: 1 for the HTML page, and one for each of the 3 graphics.

-Hits- are often used as a very rough measure of load on a server, e.g. Our server has been getting 300,000
hits per month. Because each -hit- can represent anything from a request for a tiny document (or even a
request for a missing document) all the way to a request that requires some significant extra processing (such
as a complex search request), the actual load on a machine from 1 hit is almost impossible to define.

Home Page (or Homepage)

Several meanings. Originally, the web page that your browser is set to use when it starts up. The more
common meaning refers to the main web page for a business, organization, person or simply the main page
out of a collection of web pages, e.g. -Check out so-and-so’s new Home Page. Another sloppier use of the
term refers to practically any web page as a homepage, e.g. That web site has 65 homepages and none of
them are interesting.
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Host
Any computer on a network that is a repository for services available to other computers on the network. It is
quite common to have one host machine provide several services, such as WWW and USENET.

HTML

(HyperText Markup Language) -- The coding language used to create Hypertext documents for use on the
World Wide Web. HTML looks a lot like old-fashioned typesetting code, where you surround a block of text
with codes that indicate how it should appear, additionally, in HTML you can specify that a block of text, or
a word, is linked to another file on the Internet. HTML files are meant to be viewed using a World Wide Web
Client Program, such as Netscape or Mosaic.

HTTP

(HyperText Transfer Protocol) -- The protocol for moving hypertext files across the Internet. Requires a
HTTP client program on one end, and an HTTP server program on the other end. HTTP is the most important
protocol used in the World Wide Web (WWW). Hypertext Generally, any text that contains links to other
documents - words or phrases in the document that can be chosen by a reader and which cause another
document to be retrieved and displayed.

I

Internet

(Upper case I) The vast collection of inter-connected networks that all use the TCP/IP protocols and that
evolved from the ARPANET of the late 60’s and early 70’s. The Internet now (July 1995) connects roughly
60,000 independent networks into a vast global internet.

internet
(Lower case 1) Any time you connect 2 or more networks together, you have an internet - as in inter-national
or inter-state.

Intranet

A private network inside a company or organization that uses the same kinds of software that you would find
on the public Internet, but that is only for internal use. As the Internet has become more popular many of
the tools used on the Internet are being used in private networks, for example, many companies have web
servers that are available only to employees.

Note that an Intranet may not actually be an internet -- it may simply be a network. IP Number

(Internet Protocol Number) -- Sometimes called a dotted quad. A unique number consisting of 4 parts
separated by dots, e.g.165.113.245.2

Every machine that is on the Internet has a unique IP number - if a machine does not have an IP number,
it is not really on the Internet. Most machines also have one or more Domain Names that are easier for
people to remember.
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ISP
(Internet Service Provider) -- An institution that provides access to the Internet in some form, usually for
money.

J

Java

Java is a network-oriented programming language invented by Sun Microsystems that is specifically designed
for writing programs that can be safely downloaded to your computer through the Internet and immediately
run without fear of viruses or other harm to your computer or files. Using small Java programs (called
“Applets”), Web pages can include functions such as animations, calculators, and other fancy tricks.

We can expect to see a huge variety of features added to the Web using Java, since you can write a Java
program to do almost anything a regular computer program can do, and then include that Java program

in a Web page.

JavaScript

JavaScript is a programming language that is mostly used in web pages, usually to add features that make
the web page more interactive. When JavaScript is included in an HTML file it relies upon the browser to
interpret the JavaScript. When JavaScript is combined with Cascading Style Sheets (CSS), and later versions
of HTML (4.0 and later) the result is often called DHTML. JavaScript was invented by Netscape and was
going to be called “LiveScript”, but the name was changed to JavaScript to cash in on the popularity of Java.
JavaScript and Java are two different programming languages.

JPEG
(Joint Photographic Experts Group) -- JPEG is most commonly mentioned as a format for image files. JPEG
format is preferred to the GIF format for photographic images as opposed to line art or simple logo art.

K

Kilobyte
A thousand bytes. Actually, usually 1024 (2*10) bytes.

L

LAN
(Local Area Network) -- A computer network limited to the immediate area, usually the same building or
floor of a building.

Link
When you’re browsing the Web and you see a highlighted and underlined word or phrase on a page, there’s
a good chance you’re looking at a link. These friendly little guys allow you to “jump” to another web site,
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another frame, or another part of the page you’re currently viewing.

Login

Noun or a verb

Noun: The account name used to gain access to a computer system. Not a secret (contrast with Password).
Verb: The act of entering into a computer system, e.g. Login to the WELL and then go to the GBN
conference.

M

Maillist

(or Mailing List) A (usually automated) system that allows people to send e-mail to one address, whereupon
their message is copied and sent to all of the other subscribers to the maillist. In this way, people who have
many different kinds of e-mail access can participate in discussions together.

Megabyte
A million bytes. Actually, technically, 1024 kilobytes.

N

NIC

(Networked Information Center) -- Generally, any office that handles information for a network. The most
famous of these on the Internet is the InterNIC, which is where new domain names are registered.
Another definition: NIC also refers to Network Interface Card which plugs into a computer and adapts the
network interface to the appropriate standard. ISA, PCI, and PCMCIA cards are all examples of NICs.

P

Packet Switching

The method used to move data around on the Internet. In packet switching, all the data coming out of a
machine is broken up into chunks, each chunk has the address of where it came from and where it is going.
This enables chunks of data from many different sources to co-mingle on the same lines, and be sorted and
directed to different routes by special machines along the way. This way many people can use the same
lines at the same time.

Password
A code used to gain access to a locked system. Good passwords contain letters and non-letters and are not
simple combinations such as virtue7.
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Plug-in
A (usually small) piece of software that adds features to a larger piece of software. Common examples are
plug-ins for the Netscape® browser and web server. Adobe Photoshop® also uses plug-ins.

POP

(Point of Presence, also Post Office Protocol) -- Two commonly used meanings: Point of Presence and Post
Office Protocol. A Point of Presence usually means a city or location where a network can be connected

to, often with dial up phone lines. So if an Internet company says they will soon have a POP in Belgrade,

it means that they will soon have a local phone number in Belgrade and/or a place where leased lines

can connect to their network. A second meaning, Post Office Protocol refers to the way e-mail software
such as Eudora gets mail from a mail server. When you obtain a SLIP, PPP, or shell account you almost
always get a POP account with it, and it is this POP account that you tell your e-mail software to use

to get your mail.

Port

3 meanings. First and most generally, a place where information goes into or out of a computer, or both. E.g.
the serial port on a personal computer is where a modem would be connected.

On the Internet port often refers to a number that is part of a URL, appearing after a colon (:) right after the
domain name. Every service on an Internet server listens on a particular port number on that server. Most
services have standard port numbers, e.g. Web servers normally listen on port 80. Services can also listen on
non-standard ports, in which case the port number must be specified in a URL when accessing the server,

so you might see a URL of the form: gopher://peg.cwis.uci.edu:7000/shows a gopher server running on a
non-standard port (the standard gopher port is 70).

Finally, port also refers to translating a piece of software to bring it from one type of computer system to
another, e.g. to translate a Windows program so that is will run on a Macintosh.

PNG

Stands for “Portable Network Graphic.” (No, it’s not the same thing as the previous definition.) PNG is a file
format designed primarily to replace the older GIF format (which has had some copyright issues limiting its
use). PNG files, which are lossless (meaning they don’t lose any detail when they are compressed) support
up to 48-bit truecolor or 16-bit grayscale and typically compress about 5% to 25% better than GIF files.
However, they do not support animations like GIFs do. A format similar to PNG, called MNG, is currently
under development, and should support animations.

Portal

Usually used as a marketing term to described a Web site that is or is intended to be the first place people
see when using the Web. Typically a “Portal site” has a catalog of web sites, a search engine, or both. A
Portal site may also offer email and other service to entice people to use that site as their main “point of
entry” (hence “portal”) to the Web.
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Posting
A single message entered into a network communications system.
E.g. A single message posted to a newsgroup or message board.

PPP
(Point to Point Protocol) -- Most well known as a protocol that allows a computer to use a regular telephone
line and a modem to make TCP/IP connections and thus be really and truly on the Internet.

S

Security Certificate

A chunk of information (often stored as a text file) that is used by the SSL protocol to establish a secure
connection.

Security Certificates contain information about who it belongs to, who it was issued by, a unique serial
number or other unique identification, valid dates, and an encrypted “fingerprint” that can be used to verify
the contents of the certificate.

In order for an SSL connection to be created both sides must have a valid Security Certificate.

Server

A computer, or a software package, that provides a specific kind of service to client software running on other
computers. The term can refer to a particular piece of software, such as a WWW server, or to the machine

on which the software is running, e.g.Our mail server is down today, that’s why e-mail isn’t getting out. A
single server machine could have several different server software packages running on it, thus providing
many different servers to clients on the network.

SMDS
(Switched Multimegabit Data Service) -- A new standard for very high-speed data transfer.

SMTP

(Simple Mail Transfer Protocol) -- The main protocol used to send electronic mail on the Internet.

SMTP consists of a set of rules for how a program sending mail and a program receiving mail should
interact.

Almost all Internet email is sent and received by clients and servers using SMTP, thus if one wanted to set up
an email server on the Internet one would look for email server software that supports SMTP.>

SNMP

(Simple Network Management Protocol) -- A set of standards for communication with devices connected

to a TCP/IP network. Examples of these devices include routers, hubs, and switches. A device is said to be
“SNMP compatible” if it can be monitored and/or controlled using SNMP messages. SNMP messages are
known as “PDU’s” - Protocol Data Units.

Devices that are SNMP compatible contain SNMP “agent” software to receive, send, and act upon SNMP
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messages.
Software for managing devices via SNMP are available for every kind of commonly used computer and
are often bundled along with the device they are designed to manage. Some SNMP software is designed to
handle a wide variety of devices.

Spam (or Spamming)

An inappropriate attempt to use a mailing list, or USENET or other networked communications facility as

if it was a broadcast medium (which it is not) by sending the same message to a large number of people

who didn’t ask for it. The term probably comes from a famous Monty Python skit which featured the word
spam repeated over and over. The term may also have come from someone’s low opinion of the food product
with the same name, which is generally perceived as a generic content-free waste of resources. (Spam is a
registered trademark of Hormel Corporation, for its processed meat product.)

E.g. Mary spammed 50 USENET groups by posting the same message to each.

SQL

(Structured Query Language) -- A specialized programming language for sending queries to databases.
Most industrial-strength and many smaller database applications can be addressed using SQL. Each specific
application will have its own version of SQL implementing features unique to that application, but all
SQL-capable databases support a common subset of SQL.

SSL

(Secure Sockets Layer) -- A protocol designed by Netscape Communications to enable encrypted, authenti-
cated communications across the Internet.

SSL used mostly (but not exclusively) in communications between web browsers and web servers. URL’s that
begin with “https” indicate that an SSL connection will be used.

SSL provides 3 important things: Privacy, Authentication, and Message Integrity. In an SSL. connection each
side of the connection must have a Security Certificate, which each side’s software sends to the other. Each
side then encrypts what it sends using information from both its own and the other side’s Certificate, ensuring
that only the intended recipient can de-crypt it, and that the other side can be sure the data came from the
place it claims to have come from, and that the message has not been tampered with.

U

Upload

If downloading is receiving a file from another computer, uploading is the exact opposite. It is sending a file
from your computer to another one. Pretty straight forward. It is possible to both upload and download at the
same time, but it may cause slower transfer speeds if you have a low bandwidth connection. Because most
files are located on huge ftp servers, people generally do a lot more downloading than uploading.

URL
(Uniform Resource Locator) -- The standard way to give the address of any resource on the Internet that is
part of the World Wide Web (WWW). A URL looks like this:
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http://www.matisse.net/seminars.html
or telnet://well.sf.ca.us
Or News: new.newusers.questions etc.
The most common way to use a URL is to enter into a WWW browser program, such as Netscape, or Lynx.

W

WAN
(Wide Area Network) -- Any internet or network that covers an area larger than a single building or campus.

Web
See: WWW

WWW

(World Wide Web) -- Frequently used (incorrectly) when referring to “The Internet”, WWW has two major
meanings - First, loosely used: the whole constellation of resources that can be accessed using Gopher,
FTP, HTTP, telnet, USENET, WAIS and some other tools. Second, the universe of hypertext servers (HTTP
servers) which are the servers that allow text, graphics, sound files, etc. to be mixed together.
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