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Managing your website

Using online help

Using online help

In order for all of this information to be useful to you, you have to know how to
find it. The Table of Contents, Index and Search tabs on the left side of this
window and the buttons within the help topic are the tools you need.

Contents = Contents |

The Table of Contents shows you how the support information is organized, and
you can quickly look at all of the support topics to find what you are looking for.
Click on a topic to view it.

Index  Index |

The Index allows you to search for information related to an important keyword.
Type in the keyword in the field labeled "Type in the keyword to find:" and the
nearest match in the Index will be highlighted. Click on an index entry to see the
topics that are related to the word. Click on a topic to view it. If only one topic is
related to an index entry, it will automatically appear when you click on the entry.

Search = 2earch |

Search allows you to quickly scan through every help topic for the word (or
words) you are looking for. Type what you are looking for in the field labeled
"Type in the word(s) to search for:" and push Enter. All topics that contain that
text will be displayed. Click on a topic to view it.

Cpen Takle of Contents I

"Open Table of Contents" button
If you click the "Open Table of Contents" button in a help topic, the Table of
Contents will open up and highlight the help topic you are viewing. This can help
you find other related information.

"Show/Hide" button _Show | Hide |

The "Show" or "Hide" button can be used to include or exclude the Table of
Contents, Index and Search tabs. Hiding these tools can be helpful if you would
like to view the topic in a larger window.

"Related topics" button _Felated Topics |

If you click on the "Related topics" button in a help topic, a pop-up menu will
appear with a list of topics that are related to the one you are viewing. Click on a
topic to view it.
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Changing your WebsiteOS preferences

The WebsiteOS Preferences menu allows you to select a language and a
background. Click on the "WebsiteOS Preferences"” logo. A dialog box will
appear.

Language: To change the language setting, select your preferred language in
the "Language" field, and click "Apply."

Background: To change your background color, click the color wheel. Select a
colored square from the pop-up chooser, and click "Apply." Be sure that your
background image is set to "(none)." To change your background image, select
the name of the image from the "Image" drop-down menu and click "Apply." If a
background image is selected, your background color will not be visible.

Logging off the system

When you are ready to leave your administration session, click the "Logout"
option. This will log you out of your session.

Using the History bar

The History bar contains links to the applications you accessed most recently.
Click on a link for immediate access to the application.

Using the Run box

If you know the name of the application you are looking for, type in the first few
letters in the text box, and press "Tab." The Run box will complete the name of
the application for you. Finally, click the "Run" button or press "Enter" to open the
application.
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Finding an application

To open an application, click on the appropriate category in the main menu. An
application menu will open. To open an application, click on its name.

Please note that you may not have access to applications that are not included in
your package. The applications are categorized as shown below:

Email
Announcer
EasyMail Setup

E-commerce
Ad Manager
EcBuilder Download

Site Builders
ASP/CFM Enabler
Business Card
FrontPage Manager
Plug-in Scripts
Website Wizard
Webmaster Tools

Security

Change Password
FTP Manager
Website Security
SSL Manager

Statistics
Disk Usage
Log Manager
Web Stats

Website Management
DB Manager

File Manager

File Restore

Site Checker

Site Promoter

Version History

Current help version: v5.5



Monitoring your disk usage and bandwidth

Monitoring your disk usage and bandwidth

Information about your mailboxes, disk space and bandwidth use is easily
accessible in a display window that appears when you log in to the WebsiteOS.
This display also includes a link to your website. If you click on this link, your
website will open in a new window.

If you open an application group from the main menu, it will replace the Account
Information display. You can return to the Account Information display by clicking
the blue "i" for Information.

Note that the bandwidth does not show in real time. It is updated every 15
minutes.
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Setting up a banner ad server

Introduction to Ad Manager

To access the Ad Manager, select “E-commerce” from the main menu, and
select “Ad Manager” from the e-commerce menu.

This function allows you to configure an ad server for use on your website.
An ad server allows you to place rotating banner advertisements on your
website, manage your advertising clients, and to collect statistics on banner
views and "click throughs."

Setting up an ad server

Entering Ad Administrator information

The ad server setup page allows you to configure the ad server for use on your
website. To begin the setup process, enter the ad administrator's name, email
address, username, and password into the text boxes provided, then click the
"Next" button.

Tracking AdViews

The Ad Manager Setup page allows you the option of tracking AdViews.

An AdView is logged when a visitor to your site views a banner ad. The Ad
Administrator lets you bill your advertising clients by the number of AdViews
generated.

To track AdViews on your site, check the "Log AdViews" checkbox.

Tracking AdClicks

The Ad Manager Setup page allows you the option of to tracking AdClicks. An
AdClick is logged when a visitor to your site clicks on a banner ad. The Ad
Administrator lets you bill your advertising clients by the number of AdClicks
generated.

To track AdClicks on your site, check the "Log AdClicks" checkbox.
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Uninstalling the ad server

If you need to remove your ad server (including any existing banner statistics),
click the "Uninstall Ad Manager" button on the Ad Manager Setup page. A pop-
up warning message is displayed before removing the ad server.

To cancel the uninstall operation, click the "Cancel" button.
Once you uninstall your ad server, its data cannot be recovered.

Placing banners on your pages

Once you your ad server is setup, you can place rotating banner advertisements
on your website.

Placing rotating banners on your pages involves using scripts written in PHP.
These scripts require the pages on which they are placed to have a "phtml" file
extension. For example, if you wanted a banner on the first page of your website,
you would call the file index.phtml.

A sample script and explanation for implementing banner rotation is provided on
the second page of the Ad Manager Setup page. This script can be cut and
pasted into your pages as necessary. This page also provides in-depth
information on the script's design and implementation.

Administrating advertising clients

Introduction to Ad Manager Administration

This function allows you to administer your ad server. You have control over
adding and editing client information, deleting clients, banner configuration, and
generating statistics. You can give your clients access to the statistics generated
by their banners or have the statistics automatically emailed to them.

Adding a new advertising client

This function allows you to add new advertising clients. To add a client, click the
"Add new client" link. The client information page will be displayed. Fill in the
information required and click the "Go" button to finish the operation.

Modifying advertising client information

To modify an existing client's information, select a client from the drop-down
menu and click the "Go" button. The client information page will be displayed.
Edit the information as required and click the "Go" button to finish the operation.
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Deleting an advertising client

To delete an existing client, select a client from the drop-down menu and click
the "Go" button. A warning will be displayed stating that the deletion process is
permanent. You have the option of canceling the operation or continuing it.

Administering a client's banner ads

Administering client banner ads

To setup a banner, select a client from the drop-down menu and click the "Go"
button. A list of banners will be displayed along with the option to ad a new
banner.

Setting up a banner ad

To add a new banner, click the "Add new banner” link. The edit banner page will
be displayed. After filling in the appropriate information on the page, the banner
will be displayed. Click the "Go" button to complete the operation.

Supported banner types

You can display URL referred banners as well as HTML banners on your pages.

URL referred banners

URL referred banners are banners that reside at a specific URL address. These
banners do not have to be uploaded to your site. They can reside on a remote
server.

URL referred banners can be advantageous to your clients as they can update
their banners locally and the changes will be reflected immediately on your
pages. This avoids the process of uploading and downloading the banners for
modification.

HTML banners

An HTML banner is a banner generated by HTML. You can enter the HTML
directly into the Ad Manager Banner Administration page or supply a URL.
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Entering information for a URL referred banner
To setup a URL referred banner, click the "Banner referred to through URL" radio
button from the Ad Manager Banner Administration's "Ad Banner" link.

You must have the following information to setup a URL referred banner ad: the
URL, the banner's dimensions in pixels, its ALT text and the text to be displayed
below the banner.

Entering information for an HTML banner
To setup an HTML banner, click the "HTML banner"” radio button from the Ad
Manager Banner Administration's "Ad Banner" link.

You can enter the HTML directly into the Ad Manager Banner Administration
page or supply a URL.

Viewing statistics generated by a banner ad

To view a client's statistics, select a client from the drop-down menu and click the
"Go" button. Various banner statistics will be displayed including the number of
hits.

Sending clients statistics and notices

To automatically send client statistics and expiry notices, click the "Send Client
Statistics & Expiry Notices" link. A status page will be displayed confirming a
successful operation. Click the "OK" button to return to the Ad Administration
function.
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Creating a Business Card website

Definition of Business Card and Website Wizard
websites

To access the Business Card or Website Wizard applications, select “Site
Builders” from the main menu, and select the desired application from the Site
Builders menu.

A Business card website is created using the Business Card application.
This application can create a simple, but professional looking single-page
website that can be created with a wizard. Several templates are available to
provide professional quality background images and site designs.

A Website Wizard website is created using the Website Wizard application.
This application can quickly create a professional looking website with up to nine
pages. Even with no experience with web design, you can use a variety of
templates, layouts and your own images to create a customized website. More
advanced users can integrate their own HTML into their Website Wizard pages.

Business Card Builder viewing areas

The Business Card Website Builder has two main viewing areas. The top area
displays the various control and design options, while the bottom area is a
preview display of your page.

To view changes to your page without making them permanent, click the
"Preview" button.

To make the changes permanent and have them posted immediately, click the
"Publish" button. When viewing a changed page, be sure to click your browser's
"Refresh" button.

Building a site with the business card builder
wizard

You can automate the creation process by using the "wizard". Activate the wizard
by clicking the "Start Wizard" button. The wizard guides you through the creation
process step by step and includes template selection and a choice of logos.

Use of the wizard is optional. You can add content to your page by clicking the
appropriate feature buttons on the builder page. Using the wizard assures that all
important page elements are included.

19



Manually creating a Business Card website

Manually creating a Business Card website

You can create a Business Card website without using the "wizard". The top
viewing area of the Business Card Website Builder has buttons that control every
page element from color to images.

Using a template to design your website

To choose a template, click the "Choose Template” button. A template chooser
page will be displayed. The templates reflect differing themes and images.
Clicking on a template image returns you to the main design page with the
template displayed in the bottom area.

Adding a background image to your website

The wizard contains several background images that can be added to your page.
To choose a background, click the "Choose Background Image" button. The
background picker will display several background styles. Choose a style from
the drop-down menu and select a background.

Controlling site color settings

The color of most page elements can be set from the builder page. To set a
color, enter a hexadecimal (hex) color value or standard color name in the
appropriate text box or click on the color selector. Color selectors are
represented by multicolored rectangles and display a range of colors and their
respective hex values

Choose a color by clicking on the desired square. The color will be automatically
set by the selector. Click the "Close" button when done.

Entering and modifying site contact information

You can use two methods to enter your contact information.

1. The "Content" button allows you to enter all your contact information on
one page. To enter your contact information on one page, click the
"Content" button. Fill in the displayed fields as necessary and click the
"Done" button.

2. Beside the "Content" button are a series of editing buttons representing
each contact element. Unlike the "Content" button, these buttons give you
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control over formatting. To change the font size, style, name or text of a

specific contact element, click the appropriate element button from within
the pop-up editor. The font picker will be displayed, allowing you to make
changes to the text. When the changes have been made, click the "Done"

button.

Editing site contents by Advanced HTML Block
Editor

You can make changes to the content of your site using "Advanced HTML Block

Editor". To access this function, from the "Font Picker" page click the "advanced"

button.

Displaying your corporate logo on your website

The business card website builder can display your corporate logo. To upload a
logo, enter the location of the logo in the supplied text box or select a logo from
your hard drive by clicking the "Browse" button. Business Card supports "GIF"
and "JPG" file types for your logo. To display the logo, click the "Publish” button.
To disable the display of the logo on your website, click the "Disable logo" check
box.

Publishing your Business Card website

To instantly publish your page, click the "Publish” button. To view your changes
without publishing the page, click the "Preview" button.

The "Preview" option is an excellent way to explore various page configurations
without committing to the changes.
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Changing your password

Changing your password

To change your password, select “Security” from the main menu, and select
“Change Password” from the Security menu.

The "Change Password" function allows you to change your administrative/FTP
access password. The change password page has three fields for entering the
current password (for security purposes), the new password and confirmation of
the new password. Confirming the new password ensures that the text is entered
correctly.

A new password must be different from the present password and has to be a
minimum of four characters. Click the "Next" button to submit the new password
to the server.

If the server rejects the new password, you will receive an error message. Follow
the suggestions of the error message and resubmit the form with the corrected
information.

After a successful submission, the password is immediately changed. You will be
asked to logout and log back in to the WebsiteOS with the new password.
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Determining your site's disk space usage

Determining your disk space usage

To access the “Disk Usage” function, select “Statistics” from the main menu, and
select “Disk Usage” from the Statistics menu.

The "Disk Usage" function reports the disk space usage of your website. It
provides a listing of each directory and the amount of space used.
The report is in plain text and can be cut and pasted for printing.
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Administering your domain's mail accounts

Introduction to EasyMail

To access the EasyMail application, select “Email” from the main menu, and
select “EasyMail Setup” from the email menu.

The "EasyMail" function allows you to manage your domain's email accounts.
EasyMail setup is a full featured accessory that allows a novice user to easily
configure various email account features. These accounts can be accessed by
traditional mail reading clients as well as over the web with WebMail.

EasyMail includes the following functions:

e Accounts

* Autoresponders
* Spam Filtering
e Personal Mall

e Catch-all
e Aliases
e History

These functions can be accessed by clicking the desired tab from the EasyMail
page.

Configuring your mail client

To configure your mail client, follow the instructions provided in the following
links:

Configure Agent

Configure Claris Emailer (Mac)
Configure Email Connection
Configure Eudora

Configure Microsoft Outlook
Configure Microsoft Internet Mail
Configure Microsoft Exchange
Configure Netscape Mail
Configure Pegasus Mail
Configure Pine
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Managing regular accounts

Introduction to the Accounts function

The EasyMail Accounts function allows you to manage various aspects of your
mail setup. Using this function you can:
* Create a regular mail account
View your existing mail accounts and passwords
Delete regular mail accounts
Change regular accounts password
Forward your email accounts
To access the Accounts function, click the "Accounts" tab from the EasyMail
main page.

Creating a regular mail account

A Regular account has a physical mailbox on the system that can be accessed
by any POP or IMAP mail client as well as WebMail. It can also be forwarded
temporarily to another address by using the "Forward To" option.

The "Accounts" function allows you to create regular new mail accounts. To
create a new account, click the "Create" button from the "Accounts” main page.
The "Add" page will be displayed. Enter a username and password for the new
account. A valid username must start with a letter or number a-z, 0-9 and may
contain a-z, 0-9, ".", and "-" characters. Two “.” characters in a row is not valid. A
"." can neither be preceded by nor followed by a "-" and no account can end in "."
or "-". Remember that some mailers may not support usernames longer than 16

characters. Email addresses are case insensitive.

If you want to forward your new mail account, enter the "forward to" email
address(s) in the "Forward To" textbox. To forward your account to more than
one email address, you must enter them in the "Forward To" textbox separated
by commas with no spaces. The guidelines described above for email account
names should be followed.

When you forward the new account, you can choose to keep a copy of incoming
mail in the forwarded account mailbox. To activate this option, click the "Keep a
copy of forwarded email in this account's mailbox " check box.

Click the "Apply" button to save your changes. Click the "OK" button to save your
changes and exit EasyMalil.
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View mail accounts information

You can view your domain’'s Regular email accounts and associated passwords
using the "Accounts” function. This function displays your domain's Regular email
accounts in the "Regular Accounts" list.

Account password can be viewed by clicking on the name of the account from
the "Regular Accounts" list. The account's password will be displayed in the
"Password" textbox.

If an account is forwarded, you can view the "forward to" email address(es) by
selecting the account from the "Regular Accounts" list. The forward to email
address(es) will be displayed in the "Forward To" textbox.

The total number of Regular accounts available is shown below the "Regular
Accounts” list.

Delete a mail account

To delete a regular mail account, select an account from the "Regular Accounts"
list and click the "Delete" button to complete the operation. By deleting an
account, its entire mailbox contents are deleted as well. This process cannot be
reversed.

To recreate a deleted account, you must create it using the "Create" option.
Messages held in the account (regular account) before deletion can not be
recovered. The mail account deletion process is permanent. Note that when

you delete an account, it will be queued for deletion and the account will be
removed the next day.

Changing a mail account password

To change the password for any email user's account, select a regular account
from the "Regular Accounts" list. The account's password will be displayed in the
"Password" textbox. Enter the new password in the "Password" textbox. Click the
"Apply" button to save the new password or click the "OK" button to save the new
password and exit EasyMail. To cancel the operation and exit EasyMail, click the
"Cancel" button.

Email forwarding setup

The "Accounts” function allows you to forward your Regular email accounts to
another email address.

To forward an email account, choose the account from the "Regular Accounts”
list and enter an existing email address in the "Forward To" textbox. This email
address can be either an external address (e.g. a hotmail account) or one of your
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domain's regular accounts. You can forward an account to multiple addresses by
entering the addresses in the "Forward To" textbox separated by commas and
with no space. To change the forward to account(s), enter the new emalil
account(s) in the "Forward to" textbox.

You have also the option of keeping a copy of email in the forwarded account
mailbox after forwarding the account. Click the " Keep a copy of forwarded email
in this account's mailbox " checkbox to activate this option.

Email forwarding can be cancelled by deleting the "forward to" account(s).
After making the necessary changes click the "Apply" button to complete the
operation or click the "OK" button to save changes and exit EasyMail. Click the
"Cancel" button to cancel the changes and exit EasyMail.

Note: Please expect a 10 to 15 minute delay before any email forwarding
changes become active.
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Managing alias accounts

Introduction to the Aliases function

Alias accounts are email accounts that do not have a physical mailbox on the
system, and must be forwarded to an existing regular account.
The EasyMail Aliases function allows you to manage your alias mail accounts.
Using this function you can:

* Create an alias mail account

* View your existing alias mail accounts

* Delete alias mail accounts

* Change your alias accounts forwarding
To access the Aliases function, click the "Aliases" tab from the EasyMail main
page.

Creating an alias mail account

The "Aliases"” function allows you to create Alias mail accounts. Alias accounts
are email accounts that do not have a physical mailbox and must be forwarded to
an existing regular account.

To create a new alias account, click the "Create" button from the "Aliases" main
page. The create alias page will be displayed. Enter a username for the new
Alias account in the "Username" textbox. Enter the email address you want the
new Alias account to be forwarded to in the "Forward To" textbox. This email
address can be either an external address (e.g. a hotmail account) or one of your
domain's regular accounts. You can forward an alias account to multiple
addresses by entering the addresses in the "Forward To" textbox separated by
commas and with no space. Click the "Apply" button to save the new account or
click the"OK" button to save the new account and return to the "Aliases” main
page. Click the "Cancel" button to cancel the operation and return to the
"Aliases" main page.

View alias accounts information

The "Aliases" function allows you to view all your Alias accounts and associated
"forward to" email addresses.

Alias accounts are email accounts that do not have a physical mailbox and must
be forwarded to a regular existing account.

To view the email account(s) your Alias account is forwarded to, select the Alias
account from the "Alias Accounts" list. The "forward to" account(s) will be
displayed in the "Forward To" textbox.
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Deleting an alias account

To delete an alias mail account, select an account from "Alias Accounts” list and
click the "Delete" button to complete the operation.

To recreate a deleted account, you must create it using the "Create" option. The
mail account deletion process is permanent. Note that when you delete an
account, it will be queued for deletion and the account will be removed the
next day.

Changing alias forwarding

Alias accounts must be forwarded to one or multiple existing email accounts
when they are created,since they do not have a physical mailbox. The "Aliases"
function allows you to change the"forward to" email address(es) associated with
the alias accounts.

To change the "forward to" accounts, select your desired alias account from the
"Alias Accounts” list, the "forward to" email address(es) will be displayed in the
"Forward To" textbox. You can forward an alias account to multiple addresses by
entering the addresses in the "Forward To" textbox separated by commas and
with no space. Enter the new email address(es) in the "Forward TO" text box and
click the "Apply" button to complete the operation or click the "OK" button to save
changes and exit EasyMail. To cancel the operation and exit EasyMail, click the
"Cancel" button.
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Replying automatically to incoming messages

Introduction to Autoresponders

The Autoresponder function allows you to automatically reply with a pre-written
message to all or certain email sent to an email address. For example you could
set up an autoresponder when you are out of office for a few days or alert those
emailing you that you are away.

Click the "Autoresponder” tab from the EasyMail main page and the
Autoresponder page will be displayed.

Creating an autoresponder

To create an autoresponder for an email account, choose the account from the
drop-down list and click the "Add" button from the "Autoresponder’main page. A
new page will be displayed that allows you to create a new autoresponder for the
specified account. You can create as many autoresponders as you need for each
account.

Enter a name for the autoresponder in the "Responder name" textbox.

The next step is to specify the email messages that you want this autoresponder
to reply to by setting a condition. Email messages that meet this condition will
receive this autoresponder as their reply. If you want the message sent to
everyone who sends an email to the account, choose "no condition” from the
"Email Header Field" list and leave the "Search Text" textbox blank. This is the
default.

If you want the autoresponder to reply to messages from a specific address,
choose the "From an address" option from the "Email Header Field" drop-down
list and enter the desired email address in the "Search Text" textbox. You can
enter multiple email addresses in the "Search Text" textbox. They must be
entered comma separated with no space.

You can set the autoresponder to reply to the email messages that are sent to a
specific address. For example, if an email has the specified address in its "CC:"
field, the autoresponder will apply to it. Choose the "To an address" option from
the "Email Header List" and enter the email address in the "Search Text" textbox.
You can enter multiple email addresses in the "Search Text" textbox. They must
be entered comma separated with no space.

You can reply to messages who's subject contains some specific text. Select the
"where Subject contains" option from the "Email Header Field" list and enter the
text in the "Search Text" textbox.
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Enter the autoresponder's message in the "Responder Message" text area and
click the "Apply" button to complete the operation or "OK" button to save the
autoresponder and return to the Autoresponder main page. Click the "Cancel”
button to cancel the operation and return to the Autoresponder main page.

Note that autoresponders do not work for forwarded accounts.

Activating and deactivating an autoresponder

In order for an autoresponder to work, you must activate it.

To activate an autoresponder choose the account the autoresponder belongs to
from the drop-down list. The list of autoresponder's associated with that account
will be displayed in the "Inactive Responders” list. Highlight the desired
responder and click the "on" button. The autoresponder will be moved to the
"Active Responders" list.

To deactivate an autoresponder, select it from the "Active Responders” list and
click the "off" button. The autoresponder will be moved to the "Inactive
Responders" list.

Editing an autoresponder

You can edit an existing responder by using the Edit option of Autoresponder.

If the responder you want to edit is active, you must deactivate it first, because
the Autoresponder function does not allow an active responder to be edited.
Highlight the responder you want to edit from "Inactive Responder" list and click
the "Edit" button. The responder details will be displayed. Make the necessary
changes to the responder fields and click the "Apply" button to complete the
operation or "OK" button to save changes and return to the Autoresponder main
page. Click the "Cancel" button to cancel the operation and return to the
Autoresponder main page.

Deleting an autoresponder

To delete an autoresponder, choose the account the responder is associated
with. The account's active and inactive autoresponders will be displayed.

If the responder you want to delete is active, you must deactivate it first, because
the Autoresponder function does not allow an active responder to be deleted.
Highlight the responder you want to delete from the "Inactive Responder” list and
click the "Remove" button. You will be prompted to confirm the deletion. The
responder will be removed permanently. To recreate the responder you must use
the "Add" option.
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Eliminating spam from mailboxes

Introduction to Spam Filter

The Spam Filtering function of EasyMail allows you to prevent unsolicited emalil
(spam) from reaching your mailbox.

The Spam filter is a set of instructions which search the header and text of your
incoming email to see if it meets one or more specific conditions. The Spam Filter
sorts suspected spam into two categories, mail from known spam sources (which
is definitely spam), and other mail which is probably spam, but might also be
legitimate. It then tags this email with appropriate headers, and responds
according to the parameters you have set.

After enabling spam filtering for an email account, you can choose the default
parameters or you can change the parameters using the "Advanced"” options.
The EasyMail Spam Filtering function uses Spam Bouncer version 1.3.

Enabling Spam Filter

To enable Spam Filter for an account, choose the account from the "EasyMail
Accounts" list and click the "Enable Spam Filtering" checkbox.

Click the "Apply" button to complete the operation or "OK" button to complete
operation and return to the Autoresponder main page. Click the "Cancel" button
to cancel the operation and Return to the Autoresponder main page.

By enabling the spam filtering for an account, a set of default options will be
activated for that account. If you want to change this default setting you should
use the "Advanced" option of Spam Filtering.

When you enable the spam filtering for an account using the default options, any
definite or probable spam sent to that account will be deleted.

Configuring Spam Filter advanced options

To access Spam Filter advanced options, highlight the account you want to set
the options for from the "EasyMail Accounts" list, enable it and click the
"Advanced" button. The Spam Filtering advanced options page will be displayed.
Change the settings as desired and click the "Apply" button to complete the
operation or click the "OK" button to save the changes and return to the Spam
Filtering main page. Click the "Cancel" button to cancel the changes and return
to the Spam Filtering main page. Before saving the new setting you can retrieve
the default settings by clicking the "Reset Defaults" button.

Each advanced option is a link that when clicked will pop up a context sensitive
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help window.
The four groups of advanced options are:

* Filter Responses

e Languages

* Filter Configuration

* Miscellaneous Features
Filter Responses
SPAMREPLY
Specifies how to handle messages identified as definite spam.
Choose the desired option from the "SPAMREPLY" drop-down list.
BLOCKREPLY
Specifies how to handle messages identified as probable spam. Choose the
desired option from the "BLOCKREPLY" drop-down list.
Languages
If you receive email in languages other than English, you must specify those
languages using the "Languages” option. Click the check boxes next to the
desired languages.
Filter Configuration
NOBOUNCE
This is a list of email addresses or domains that will bypass filtering entirely.
To add an email address or domain to the NOBOUNCE list, enter the email
address or domain you want to bypass filtering in the "NOUBOUNCE" textbox
and click the "Add" button to complete the operation. The email address or
domain will be added to the "NOBOUNCE" list.
To remove an email address or domain from the "NOBOUNCE" list, select the
email address or domain from the "NOBOUNCE" list and click the "Remove"
button. The email address or domain will be deleted from the list.
To remove all the entries from the "NOBOUNCE" list click the "Remove All"
button.
ORBSCHECK
ORBSCHECK checks email against ORBS relay blacklist. To activate this option
click the checkbox.
RBLCHECK
RBLCHECK checks the Mail Abuse Prevention System (MAPS) Realtime
Blackhole List (RBL). This option is activated by default. To deactivate this option
leave the checkbox unchecked.
RSSCHECK
RSSCHECK checks the Mail Abuse Prevention System (MAPS) RSS Open
Relay Blacklist. To activate this option click the checkbox.
Miscellaneous Features
ALTFORM
ALTFROM allows you to specify another account you own. This is used to avoid
giving spammers your usual email address. Email from this account will bypass
filtering.
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Choose an email address different from your usual email address from the
"ALTFORM" drop-down list.

BYPASSWD

BYPASSWD allows you to specify a password that when entered in the Subject
line of an email, will bypass filtering. Enter your desired password in the
"BYPASSWD" textbox.

DULCHECK

DULCHECK checks the Mail Abuse Prevention System (MAPS) Dial-Up List
(DUL). To activate this option click the checkbox.

GARBLEDCHARSET

GARBLEDCHARSET checks non-Latin character sets and missing, wrong, or
corrupted MIME headers. This option is activated by default. To deactivate this
option leave the checkbox unchecked.

Explanation of advanced options

e ALTFORM : should be set a different email address than your usual
email, but a valid address, and preferably one which DOES NOT forward
to your normal email account. This is used to avoid giving spammers at
some patrticularly egregious sites your usual email address, and to bypass
blocks that some spammers and spam friendly sites will put to prevent
your sending them mail if you complain often enough and effectively
enough. Change this address frequently to defeat these filters.

*  BLOCKREPLY : handles mail which the filter tags as probable spam, but
which may contain some real email as well. Valid values are SILENT that
deletes the email and NOTIFY that sends a notice and copy of his email
back to the sender with instructions on how to bypass the Spam Filter if
this email is not spam.

e  BYPASSWD : a password which, when included on the "Subject:" line of
an email, causes the Spam Filter to pass the mail immediately into your
incoming mail box without further filtering.

* DULCHECK :if setto "Yes", tells the Spam Bouncer to check the Mall
Abuse Prevention System (MAPS) Dial-Up List (DUL), which lists IP
addresses that are part of ISP dial up pools, and block email sent directly
to your system from these IP addresses. That will block a considerable
amount of spam.

* GARBLEDCHARSET : controls the GARBLEDCHARSET filter that tests
for email non-Latin character sets and missing, wrong or corrupted MIME
headers which should accompany any such character sets. The default for
this variable is yes, which enables this filter. Users who expect to receive
email in a non-Latin character set, or who find it is catching too much
legitimate email, can set this variable to no to disable the filter.

* CHINESE: Set CHINESE=yes if you receive email in Chinese. Otherwise
leave it set to no (the default), and the Spam Bouncer will delete any email
in this language.
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JAPANESE: Set JAPANESE=yes if you receive email in Japanese.
Otherwise leave it set to no (the default), and the Spam Bouncer will
delete any email in this language.

KOREAN: Set KOREAN=yes if you receive email in Korean. Otherwise
leave it set to no (the default), and the Spam Bouncer will delete any email
in this language.

NOBOUNCE : tells the Spam Filter the email addresses and domains
whose email you want the Spam Filter to skip filtering and deliver directly
to you.

ORBSCHECK : If set to "yes", tells the Spam Filter to check the ORBS

Relay blacklist, which lists IP addresses associated with mail servers
which are open relays, or allow anyone from any part of the Internet to
send email to any other part of the Internet. A relay listed in the ORBS
blacklist has not necessarily been used to send spam; it merely can be
used to do so. The ORBS blacklist is generally considered aggressive,
and can result in blocking a considerable amount of legitimate email as
well as spam if you correspond with people at sites which host an open
relay. This variable is set to no by default. To enable ORBS relay testing,
set it to yes.

RBLCHECK : if set to "Yes" tells the Spam Filter to check the Mail Abuse
Prevention Sysem (MAPS) Realtime Blackhole List (RBL) which lists IP
addresses associated with domains which have spammed repeatedly.
Sites listed on the RBL are highly likely to be sources of spam and will
rarely be sources of email you want to receive.

RSSCHECK : if set to "Yes" tells the Spam Filter to check the MAPS RSS
Open Relay blacklist, which lists IP addresses associated with mail
servers that are open relays and through which spam has been sent least
once. This field is set to no by default. To enable SSR relay testing, set it
to "Yes".

SPAMREPLY : specifies how to handle mail which the filter tags as
definitely spam and should contain no valid mail. Options include SILENT
that deletes the email, BOUCE that sends a simulated mailer-daemon
bounce message to the spammer, and COMPLAIN that sends a
complaint and a copy of the spam to the spammer's postmaster for
spammers and in most cases also to the upstream ISPs, and BOTH that
both sends a bounce and complains.

TURKISH: Set TURKISH=yes if you receive email in Turkish. Otherwise
leave it set to no (the default), and the Spam Bouncer will delete any email
in this language.
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More information about Spam Filter

Spam Bouncer
http://www.spambouncer.org/

MAPS (Mail Abuse Prevention System )
http://www.mail-abuse.org

MAPS RSS (Relay Spam Stopper)
http:/mail-abuse.org/rss/

MAPS RBL (Realtime Blackhole List)
http://mailabuse.org/rbl/

MAPS DUL (Dial-up User List)
http://mail-abuse.org/dul/
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Managing Personal Mail

Introduction to Personal Mail

The EasyMail's Personal Mail function allows you to control access to Personal
Mail.

The Personal Mail application allows email account owners to administer various
aspects of their email account without having to log into WebsiteOS. Account
owners can configure forwarding, spam filtering, and autoresponders as well as
change their email account password.

Personal Mall is accessed via a URL in the form of: http://mail.domain.
For example, the Personal Mail access URL for joe@joescars.com is
http://mail.joescars.com.

Enabling Personal Mail for your accounts

The Personal Mail function allows you to enable access to the Personal Mall
application for your entire domain or for specific accounts.
By default Personal Mail access is enabled for all accounts.

To enable access to Personal Mail for your entire domain, select the
"Provide/Restrict access to all users" check box from the "Personal Mail" tab.
To enable access to Personal Mail for specific account(s), select the check box
next to your desired account(s) from the "Personal Mail" tab.

After making changes, click the "Apply" to save changes, or click the "OK" button
to save changes and exit EasyMail. To restore the original setting, click the
"Cancel" button.

Disabling Personal Mail for your accounts

The Personal Mail function, allows you to disable access to Personal Mail for
your entire domain or for the specific accounts.

By default Personal Mail access is enabled for all accounts.

To disable access to Personal Mail for your entire domain, uncheck the
"Provide/Restrict access to all users" check box from the "Personal Mail" tab.
To disable access to Personal Mail for specific account(s), uncheck the check
box next to your desired account(s) from the "Personal Mail" tab.

After making changes, click the "Apply" to save changes, or click the "OK" button
to save changes and exit EasyMail. To restore the original setting, click the
"Cancel" button.
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Configuring the catch-all email address

This function allows you to redirect improperly addressed email sent to your
domain to a catch-all email address. We define an improperly addressed email
as an email message sent to your domain to an undefined email account.

Example:

If your domain is "mycar.com" and you have not defined an email account for
bill@mycar.com through EasyMail, all email sent to the 'bill@mycar.com' address
is considered improperly addressed and will be redirected to your catch-all email
address.

You can create, change and remove a catch-all email address using the "Catch-
All" function. Click the "Catch-All" tab.

Creating a catch-all email address

Enter an existing email address in the "Catch-all Email Address" textbox and
click the "Apply" button to complete the operation or "OK" button to save the
catch-all email address and exit EasyMail. Click the "Cancel" button to cancel the
operation and exit EasyMail.

Note that you can only set one catch-all email address per domain.

The existing email address that you set as your catch-all can be either an
external address (e.g. a hotmail account) or one of your domain's email regular
accounts.

Changing a catch-all email address

To change a catch-all email address, enter another existing email address in the
"Catch-all Email Address" textbox and click the "Apply" button to complete the
operation or "OK" button to save the new catch-all email address and exit
EasyMalil. Click the "Cancel" button to cancel the operation and exit EasyMail.

Removing a catch-all email address

To remove a catch-all email address, leave the "Catch-all Email Address" textbox
blank and click the "Apply" button to complete the operation or "OK" button to
complete the operation and exit EasyMail. Click the "Cancel" button to cancel the
operation and exit EasyMail.

View command history

This function allows you to view a list of issued mail administration commands.
To view the EasyMail command history, click the"History" tab and the "EasyMail
History" will be displayed. To close the EasyMail, click the "OK" button.

This feature is useful for tracking your work if a command is issued by mistake or
if there is more than one person administering your mail.
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Sending announcements about your site

Introduction to Announcer

To access the Announcer application, select “Email” from the main menu, and
select “Announcer” from the email menu.

Announcer is an easy way for you to keep your customers or friends up-to-date
with what is new and exciting on your website. With Announcer you can manage
distribution lists of email addresses and send messages based on these lists.
Announcer uses a simple text format for its distribution lists which allows you to
create lists on your local machine and upload them to your account.

Please be aware that Announcer is not to be used for spamming.

Our spamming policy

It is well known that spamming (sending junk email) generates a very negative
response from most of its recipients. Since it is in everyone’s best interest to
avoid this, we enforce a strict Anti-Spamming Policy. According to our policy,
sending spam from your domain will result in the termination of your account.
To ensure that you do not unintentionally generate spam, please obtain the
permission of your intended recipients before adding them to an Announcer
distribution list.

We appreciate your cooperation.

39



Managing distribution lists

Creating a new list

To create a new distribution list, select the "Manage Lists" option from
Announcer's main page and click the "Next" button.

When the Manage lists page is displayed, enter the name of the list in the text
box and click the "New List" button.

If the list already exists, an error message will be displayed. If the list is created
successfully, the name of the list will appear in the Distribution Lists text area.

Erasing a list

To erase a distribution list, select the "Manage Lists" option from Announcer's
main page and click the "Next" button.

When the Manage lists page is displayed, select the name of the list from the
"Distribution List" text area and click the "Erase List" button. You will be prompted
to continue the operation. If you are certain that you want to delete the list, click
the "OK" button.

Once a distribution list is erased, it cannot be recovered.

Add addresses to a list

To add an email address to a distribution list, select the "Manage Lists" option
from Announcer's main page and click the "Next" button. Select a distribution list
to add the address to from the "Distribution Lists" text area and click the
"Addresses..." button.

Enter the email address that you want to add to the list in the text box and click

the "Add Address" button. If the address is already in the selected list, an error
message will be displayed. If the address is successfully added to the selected
list, the address will appear in the "Recipients” text area.

The number of recipients in the list is displayed at the bottom of the text area.

Removing an address from a list

To remove an email address from a distribution list, select the "Manage Lists"
option from Announcer's main page and click the "Next" button. Select the emalil
address to delete from the "Recipients” text area and click the "Remove Address
button. You will be prompted to continue the operation. If you are certain that you

40



want to delete the address, click the "OK" button.

You can erase multiple addresses by selecting more than one address in the
"Recipients" text area.
Once an address is erased, it cannot be recovered.

Distribution list size limits

Each distribution list is limited to 600 addresses. If you attempt to use a list with
over 600 addresses, a warning message will be displayed and the mailing
operation will be cancelled.

If you have to mail to more than 600 people, you will have to use more than one
list.

Sending announcements

To send an announcement, select the "Manage Lists" option from Announcer's
main page and click the "Next" button. Select the "Send announcements"” option,
click the "Next" button and the Send announcements page will be displayed.
From the Send announcements page, choose a distribution list from the "To"
drop-down menu. Fill in the "From™ and "Subject” text boxes and enter your
announcement in the "Message" text area. When you are satisfied with your
announcement, send it by clicking the "Send Now" button. Your announcement
will be sent to every recipient on the selected distribution list.

Announcements can also be sent from the Manage lists option by clicking the
"Send Message" button.

Importing a distribution list

To import a distribution list, FTP (or use File Manager's "Upload" function) the list
to your account's "announcer" directory. The list will automatically appear in
Announcer's "Distribution Lists" text area.

Before uploading the list, ensure that it conforms with Announcer's distribution list
format.

Format of a distribution list

If you are interested in manually creating or editing an Announcer distribution list,
make sure that it fits the following format guidelines:

1. The listis a plain text file.
2. Each email address is entered on a separate line.
3. The file extension of the list must be "Ist".
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Using ecBuilder to build your website

Introduction to ecBuilder

To access ecBuilder downloads, select “E-commerce” from the main menu, and
select “ecBuilder Download” from the e-commerce menu.

This advanced tool is useful for customers interested in building and maintaining
an e-commerce site. ecBuilder comes in two versions which are described below.

The ecBuilder SOHO version can be downloaded FREE from our ecBuilder
page. It is a basic verision of ecBuilder with limited features.

The ecBuilder Pro 5.0 can be downloaded from our ecBuilder page. It requires a
license key, which can be purchased through us or directly from ecBuilder.

ecBuilder pro 5.0 has up to a 10,000 item catalogue feature.

Uploading your ecBuilder site

To successfully upload your ecBuilder website, follow this procedure:

1. After completing the website construction process, you will be presented with
two options:

* FTP to your existing Internet Service Provider

e Save your web site to a file folder

Choose the "Save your web site to a file folder".
2. After saving your site to disk, use an FTP client to upload the site to our

Server.

Choosing "FTP to your existing Internet Service Provider" will not successfully
upload your site. Please be sure to use the above procedure for the best results.

Obtaining ecBuilder information

If you need general or pre-sales ecBuilder information, it can be obtained from
ecBuilder at:

http://ecbuilder.com
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Using Miva Merchant to build your website

Introduction to Miva Merchant

To access Miva Manager, select “E-commerce” from the main menu, and select
“Miva Manager” from the e-commerce menu. This option will only be available if
Miva Manager has been added to your domain for e-commerce.

Miva Merchant is a browser-based store front development and management
system. The modular organization allows the Miva Merchant to be upgraded
"live", without any changes to the core system and without taking the store down
in the process. All Miva Merchant application and database files are 100% cross
platform. A user can enter colors, fonts, images, layout, etc all from the online
administrative interface.

Purchasing the Miva package

In order to use Miva Merchant to build your virtual store, you must first purchase
our Miva Merchant package. After logging into the WebsiteOS and launching the
Miva Manager, follow the "Click here to purchase a Miva package" link.

Purchasing a Miva license key

In addition to the Miva Merchant package, you will need a Miva license key in
order to install Miva Merchant on your domain. If you already have a Miva
license key, enter it in the box provided and click "Ok." If you don't have a
license key, you must purchase one. Follow the "Click here to purchase a Miva
license key" link.

Installing Miva on your domain

After purchasing the Miva Merchant key and adding the Miva Merchant service to
your package, the next time you access the Miva Manager you'll be prompted to
enter your license key. Enter your license key and click "Ok." The application
automatically installs Miva Merchant on your domain in the /public/Merchant2
directory. After the installation is complete, make sure to run the "Configure”
option from Miva Manager to complete the setup of your store.

Configuring Miva Merchant

Click the "Configure" button under the "Administrative" tab to open a new window
running the "Miva Merchant Setup Wizard." This program will take you through
the initial setup and configuring of your store. You only need to run this wizard
once.
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Administering your store

This option allows you to access the Miva Merchant administration interface. You
should complete the Miva Merchant setup and obtain the administration login
name and password prior to using this option. Click the "Administer" button under
the "Administrative” tab. This will open the Miva Merchant administrative
interface in a new window.

Viewing your license number

Your license key is displayed at the top of the Miva Manager application (under
the tabs).
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Using Miva Manager Advanced options

Backup your Miva Merchant files

Using this option, you can backup your Miva merchant data files and scripts. To
backup your files, click the "Backup" button under the "Backup” tab. The backup
files will be saved in a subdirectory in your home directory. This directory will be
called Merchant2 with the date and time of backup appended at the end of the
directory name.

Restoring a Miva Merchant installation

After upgrading to the latest version of Miva Merchant, you always have the
option of restoring your original installation. Select a date to restore from and
click the "Restore" button under the "Backup" tab. Miva Manager will restore the
selected store.

Repairing your Miva installation

If one or more of the Miva Merchant core installation files are deleted or missing,
they can be reinstalled by running the "Analyze" option in Miva Manager. Click
"Analyze" under the "Backup" tab and Miva Manager will automatically check
your installation and replace any missing files.

Upgrading your Miva Merchant

If you are not running the latest version of Miva Merchant, you will see an
"Upgrade" option under the "Administrative" tab. To automatically backup your
current installation and upgrade your store to the latest version of Miva Merchant,
click the "Upgrade” button. Miva Manager will run Miva's upgrade interface
immediately following this operation. You must complete Miva's upgrade wizard
to ensure your store was upgraded completely.
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Managing your website's files

Introduction to File Manager

To access File Manager, select “Website Management” from the main menu, and
select “File Manager” from the Website Management menu.

The File Manager function allows you to take full control of your website files. It is
a safe alternative to full shell access for sophisticated users. You can copy,
move, delete, rename and edit files, create and remove directories, change file
permissions and upload files from your local computer to the server.

File Manager is best used to manipulate files that have been previously uploaded
to your website. To upload more than one file at a time, an FTP client is generally
more efficient.

File Manager browser issues

Many of the features in File Manager involve using filenames. If you are using
Internet Explorer to access File Manager, you can double click on directories to
open them. The double clicking feature does not work with Netscape Navigator.

To access directory contents with Netscape, select the directory and click the
"ChDir" button.

Using source and destination directories

Unlike an FTP client, File Manager's source and destination directories are
located on the server. The destination directory is only used for copy and move
commands, not for uploading files from your local machine.

Changing directories

To change the directory that you are currently viewing, select the directory name
from the viewing window and click the "ChDir" button. The contents of the
selected directory will be displayed.

If you are using Internet Explorer, double clicking the directory name will open it.

Deleting files

To delete a file, select the filename and click the "Delete" button. Multiple files
can be deleted in one operation using standard windows selection methods
(control and shift clicking). You will be warned before the operation occurs. A
dialog box gives you the option of aborting the procedure.

Once afile is deleted, it cannot be recovered.
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Renaming files

To rename a file, select the file to be renamed and enter the new name in the
"Filename" field. Click the "Rename" button to finish the operation.

Copying files

To make a copy of an existing file, select the file to be copied from the "Source"
directory. Select a target directory in the "Destination” directory window and click
the "Copy" button.

Moving files

To move a file from its original location to a new location, select the file to be
moved. Select a target directory from the "Destination” directory window and click
the "Move" button.

Create a directory

To create a new directory, open the parent directory from the "Source" directory
window. Enter the name of the new directory in the "Filename" field. Click the
"MKDir" button to complete the operation.

Removing a directory

To remove a directory, select the directory from the "Source" directory window
and click the "RmDir" button. If the directory is not empty, an error message will
be displayed in the results window.

To delete a directory thatis not empty, first remove all the contents of the
directory, then use the "RmDir" command again.

Setting file permissions

File Manager uses standard UNIX file permissions. To set permissions on a file,
select the file in the "Source" directory window. Check the desired permission
check boxes and click the "Set Perm" button. You can set the same permissions
on a group of files by selecting the files together using standard Windows
selection methods (control and shift clicking).
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Description of how the server uses file
permissions

When the server accesses a file, it assumes owner permissions. Since the server
assumes owner permissions, there is no need to set a file's permissions so that
the group and other users can read them. This makes your files very secure. The
exception to this rule are ASP and ColdFusion files. For technical reasons these
files minimally require group read permission.

Editing files

File Manager allows you to edit text files on the server. This is convenient since
you do not have to edit the file on a local machine, then upload it to the server.

To edit a file on the server, select the file from the "Source" directory window and
click the "Edit" button. An editing window will appear. Edit the file as necessary
and click the "Save" button. To cancel the editing and not save the changes, click
the "Abort" button.

If you try to edit a non-text format file, a warning message will be displayed and
access will be denied.

Downloading files

File Manager's "Download" function allows you to download files from the server
to your local machine. Note that you cannot download files from the "cgi-bin"
directory using this function.

To download a file, choose the file you want to download from the "Source Dir"
window and click the "Download" button. The "File Download" dialog box will be
displayed. Specify the local directory where you want to save the file. The file will
be downloaded to the specified directory on your machine.

Downloading multiple files
Only one file at a time can be downloaded. To download more than one file at a
time, it is more efficient to use an FTP client.

Uploading files to the server

Using the upload function

To upload a file to the server, ensure that the target directory is open in the
source directory window. Select a file from your local machine by clicking the
"Browse" button or enter the full path into the text box. When the file has been
selected, click the "Upload" button. The file will be uploaded to the source
directory.
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Source and local directories

The "Source" directory window is not to be confused with the local directory from
where a file is being uploaded. The directory that is open in the source directory
window is where the uploaded file will reside. The destination directory window
has no connection to this operation.

Uploading multiple files

Only one file at a time can be uploaded. To upload more than one file at a time, it
is more efficient to use an FTP client.
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Using MS FrontPage

Installing the FrontPage extensions

If you want to use Microsoft FrontPage to develop your website, you must first
install FrontPage extensions. The FrontPage Manager function will automatically
install the 2002 extensions for you.

To access the FrontPage Manager, select “Site Builders” from the main menu,
and select “FrontPage Manager” from the Site Builders menu.

MS FrontPage restrictions

Installing the FrontPage extensions will remove some advanced administrative
functions. This is done intentionally so that FrontPage users do not corrupt their
sites. FTP access is removed for this reason. Upon your request, we can restore
your FTP access.

The applications disabled are: Ad Manager, Business Card, Plug-in scripts, File
Manager, Website Security and Database Manager.

Installing on domains with access control files

When attempting to install the FrontPage extensions on a domain with access
control files, FrontPage Manager finds these files and performs the following
operations in order to complete the installation:

1. Renames the access control file to a temporary name.

Note that renaming the control access file will OPEN access to the directory
associated with it, until install is complete.

2. An attempt to Turn FrontPage ON (install) is done again. If there are more
access files, the second one is found and will be renamed temporarily. This will
continue until there is no more access files and the FrontPage extensions are
installed.

3. Returns the access control file(s) to its original name.This will re-SECURE
access to this directory.

If the installation process is interrupted or cancelled for any reason before the
last step is complete, one or more access control files will become orphaned.
This means that they will not return to their original name. As a result, directories
associated with those access files will no longer be secure and can be accessed
without any restriction. In this case, the next time you access FrontPage
Manager, you will be notified and prompted to either rename the orphaned
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access control file to its original name or delete it. The latter will result in a open
access to the associated directory.

To install the FrontPage extensions on a domain with access control files, select
the "Turn FrontPage ON (install)" radio button and click the "Next" button . Read
the warning messages and click the "Next" button to continue. Enter a password
in the "Enter a Password" textbox and click the "Next" button. The FrontPage
Manager checks for the access control files and prompts you to rename them in
order to complete the operation. Read the warning messages and click the
"Next" button. This step will be repeated until the last control access file is found
and renamed. At this point the extensions are installed and the result of operation
will be displayed in the "Results” panel. Click the "Done" button to return to the
"FrontPage Manager" main page.

Uninstalling FrontPage extensions

To uninstall the FrontPage extensions, select the "Turn FrontPage OFF
(uninstall)" radio button. A list of directories and files related to the extensions
which will be deleted as a result of uninstall is displayed. After reviewing the list,
click the "Next" button to complete the operation.

Installing on domains without access control files

To install FrontPage extensions, select the "Turn FrontPage ON (install)" radio
button. Warning messages concerning FrontPage restrictions will be displayed:

Installing FrontPage will Disable the following:

1. Ad Manager, Business Card, File Manager, Plug-in Scripts & Security menu
options.

2. FTP access to your web site. You will only be able to transfer web pages to
your site using the FrontPage "publish"” facility.

After reading the warning messages, click the "Next" button. You will be
prompted to set up a FrontPage password. Enter a password in the supplied
textbox and click the "Next" button. If you have no access control file on your
domain, the extensions will be installed and the result of operation will be
displayed.

The results of the last operation performed is always displayed in the "Last Job
results” text area at the bottom of the "FrontPage Manager" main page.
FrontPage extensions can be removed using the "Turn FrontPage OFF
(uninstall)" option.

If you perform an installation for a domain that has FrontPage extensions already
installed, the FrontPage Manager will upgrade the existing extensions.
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Solving FrontPage access problems

Certain situations such as an unexpected disconnection or multiple users trying
to connect to a FrontPage web simultaneously can prevent you from logging into
your account. When this occurs, two files are modified (frontpg.lck and
service.lck) and access to the web is denied.

To correct this problem, select the "Unlock FrontPage Web" radio button and
click "Next". The _vti_pvt/frontpg.lck and _vti_pvt/service.lck files will be deleted
and access to the web will be restored.

Setting-Changing FrontPage passwords

When you first install the FrontPage extensions on your domain, you will be
prompted for a password. This password is used to secure access to your
FrontPage web. When you access your web with the FrontPage client, you will
be prompted for this password.

The FrontPage password is independent of your domain password. It is used
exclusively for accessing your FrontPage web with the FrontPage client.

Once the FrontPage password is set, it can be changed by selecting the "Change
FrontPage Password" radio button from the "FrontPage Manager" main page.
Note that you can change your FrontPage password after installing the
extensions on your domain.

Select the "Change FrontPage Password" and click the "Next" button. Enter the
new password in the "Enter New Password" textbox and click the "Next" button to
complete the operation. The results of operation will be displayed in the results
panel. Click the "Done" button to return to the FrontPage Manager main page.

Definition of access control files

Access control files allow you to password protect a directory on your website.
They can be created and edited via the "Website Security” function of
WebsiteOS.

Access control files are .htaccess files that contain webserver directives that
control access to specific areas of a domain.
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Using ASP and ColdFusion

Introduction to the ASP CFM Enabler

To access the ASP/CFM Enabler, select “Site Builders” from the main menu, and
select “ASP/CFM Enabler” from the Site Builders menu.

The ASP/CFM Enabler allows you to use ASP and ColdFusion files on your
domain. Our servers will serve your ASP and ColdFusion files correctly only after
you enable the appropriate service on your domain.

If you have an SSL certificate installed on your domain, you can also enable
secure ASP and secure ColdFusion using the ASP/CFM Enabler.

Definition of ASP

Microsoft Active Server Page (ASP) is a server-side scripting technology that can
be used to create dynamic and interactive Web applications. An ASP page is an
HTML page that contains server-side scripts that are processed by a web server
before being sent to the user’s browser. You can combine ASP with Extensible
Markup Language (XML) and Hypertext Markup Language (HTML) to create
powerful interactive Web sites.

ASP is a feature of the Microsoft Internet Information Server. Since the server-
side script is building a regular HTML page, it can be served to almost any
browser. An ASP file can be created by including a script written in VBScript or
JScript in an HTML file.

Definition of ColdFusion

ColdFusion, developed by Allaire, is a complete Web application server for
developing and delivering scalable e-business applications. The ColdFusion
solution consists of two related packages:

ColdFusion Studio — Tightly integrated with ColdFusion Server, ColdFusion
Studio provides visual programming, database, and debugging tools for building
sophisticated Web applications.

ColdFusion Server — ColdFusion Server offers all the runtime services for
delivering your e-business applications built on a highly scalable and open
architecture.

ColdFusion uses a tag-based, server scripting language that is ideal for
programming Web applications. Processed entirely on the server, the ColdFusion
Markup Language (CFML) cleanly integrates with HTML for user interface and
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XML for data exchange. Both open and extensible, CFML supports more than 70
server-side tags, 200 functions, and 800 third-party components. In addition,
ColdFusion supports Java and C++.

Enabling ASP

To enable ASP on your domain, first upload your ASP files to your account. Next,

select the ASP/CFM Enabler function from the main WebsiteOS page. Select the
"ASP" tab. The enabler will display all the ASP files in your domain. To set up the
files to be correctly read by the web server, check the "Standard ASP" checkbox.
Click the "Apply" button to complete the operation.

If you have an SSL certificate installed on your domain, you may enable secure
ASP. To do this, first enable standard ASP (see above). After you have enabled
standard ASP, check the "Secure ASP" checkbox. Click the "Apply" button to
complete the operation.

To disable ASP or secure ASP on your domain, remove the checkmark from the
appropriate checkbox and click the "Apply" button.

Enabling ColdFusion

To enable ColdFusion on your domain, first upload your ColdFusion files to your
account. Next, select the ASP/CFM Enabler function from the main WebsiteOS
page. Select the "ColdFusion” tab. The enabler will display all the ColdFusion
files in your domain. To set up the files to be correctly read by the web server,
check the "Standard ColdFusion” checkbox. Click the "Apply" button to complete
the operation.

If you have an SSL certificate installed on your domain, you may enable secure
ColdFusion. To do this, first enable standard ColdFusion (see above). After you
have enabled standard ColdFusion, check the "Secure ColdFusion" checkbox.
Click the "Apply" button to complete the operation.

To disable ColdFusion or secure ColdFusion on your domain, remove the
checkmark from the appropriate checkbox and click the "Apply" button.

ASP and ColdFusion file locations

ASP and ColdFusion files can be stored anywhere within a domain's public
directory. It does not matter if the files are in subdirectories of public. It is
important that the files have the proper extensions.

54



ASP and ColdFusion file extensions

In order for the web server to correctly identify and parse ASP and ColdFusion
files, ASP files must have an "asp" extension and ColdFusion files must have a
"cfm" or "cfml" extension.

ColdFusion custom tags

For security reasons, our servers do not support ColdFusion custom tags.

More information on ASP and ColdFusion

More information concerning ASP and ColdFusion can be found at the following
URLs:

Microsoft article on ASP and scripting
http://msdn.microsoft.com/library/techart/msdn_viscript.htm

Microsoft ASP tutorial
http://msdn.microsoft.com/workshop/server/asp/asptutorial.asp

Allaire's very complete ColdFusion information site
http://www.allaire.com/Products/ColdFusion/productinformation/

ColdFusion evaluation downloads

http://commerce.allaire.com/download
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Using FTP to transfer files

Introduction to FTP

FTP (File Transfer Protocol) allows a person to transfer files between two
computers, generally connected via the Internet.

A browser, such as Internet Explorer or Netscape, can use FTP. Please note that
FTP support varies widely between browsers from full drag and drop capability to
download only. If your domain name is “yourname.com,” you can use a browser’s
FTP access by entering a URL in the form of
ftp:/lyourname.com@yourname.com. You will be asked to enter your

WebsiteOS password.

Graphical FTP clients often display two panels, one representing your local hard
disk and the other representing the remote filestore. To transfer a file, click on it
to highlight it, and then click on the “Transfer” button or the arrow button that
points in the direction you want the file to go. “Upload” generally means moving
the file from your local machine to the remote machine; “Download” generally
means moving the file from the remote machine to your local machine.
Command line systems require you to enter commands from the keyboard. Type
the ftp command followed by the name or IP number of the site you want to
connect to.

Logging in to FTP automatically

Clicking the auto-FTP icon on the right side of the taskbar will launch an FTP
session to your domain in a new browser window. After authenticating with your
WebsiteOS password, the account can be accessed via the browser's FTP
functions. Please note that FTP support varies widely between browsers from full
drag and drop capability to download only.

Introduction to FTP Manager

To access the FTP Manager, select “Security” from the main menu, and select
“FTP Manager” from the Security menu. FTP Manager controls access to
directory specific FTP and Anonymous FTP.

Directory specific FTP allows you to give a user FTP access to a specified
directory of your website. Using an FTP client, the user will be able to upload files
to your website and download files from your website. For each user, you may
grant FTP access to only one directory. The user will have access to all
directories that are located below this directory. Anonymous FTP allows users to
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download files from a specific directory without a password.

An FTP user will not have access to any other part of your website or other
applications within the WebsiteOS.

Adding an FTP user

To add an FTP user, click the “Create” button on the main FTP Manager page.

Enter the FTP username and password in the “Username” and “Password” fields.

In the “Directory List” drop-down menu, select the directory that the user will
access. Remember that the user will also have access to all directories under
this directory.

Click the “OK” button if you would like to add the user and return to the main FTP
Manager page. Click the “Apply” button if you would like to add the user and
continue to add other users.

NOTE: Your domain name will be appended to the chosen username. For
example, if your username is “ftpuser” and your domain name is
“yourname.com,” you should use the username “ftpuser.yourname.com” for FTP
access.

Deleting an FTP user

To remove a user from the FTP access list, select their username on the main
page of FTP Manager. Click the “Delete” button.

Changing FTP access to a directory

When you highlight a user on the main FTP Manager page, the user’s password
and the directory that the user currently can access are displayed in the
“Password” and “Current Directory” fields.

To change the directory that an FTP user can access, highlight the username on
the main page of FTP Manager. Use the menu labeled “Change FTP Directory”
to select the new directory that you would like the user to access. Click the “OK”
or “Apply” button to implement this change.

To change the FTP user’s password, highlight the username on the main page of
FTP Manager. Enter the new password in the “Password” field. Click the “OK” or
“Apply” button to implement this change.
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Using Anonymous FTP

Introduction to anonymous FTP

Anonymous FTP allows people to download files from your website even if they
do not have an account on the system. If your package includes this feature, it is
accessible in the FTP Manager application.

If anonymous FTP is enabled, it will use the “anonftp” directory that is located in
the root directory. Only files located in this directory can be downloaded by
anonymous FTP. When anonymous FTP users connect to your domain, they will
automatically be sent to this directory. The “anonftp” directory must have read
and execute permissions for “other” in order to use anonymous FTP.
Anonymous FTP is included in bandwidth calculations.

Enabling anonymous FTP

If your package includes anonymous FTP, you can enable the feature using the
FTP Manager application. Within this application, click on the “Anonymous FTP”
tab. Check the “Enable Anonymous FTP” box.

Disabling anonymous FTP

If anonymous FTP is enabled on your domain, you can disable it using the FTP
Manager application. Within this application, click on the “Anonymous FTP” tab.
Remove the checkmark from the “Disable Anonymous FTP” box.

Using anonymous FTP with a graphical FTP client

Connect using FTP by entering the following information where it is appropriate:
URL — your domain name (e.g. yourname.com)

Username — anonymous

Password — your complete email address (e.g. yourname@yourname.com)

IMPORTANT: After you have logged in, change the remote directory to your
domain (e.g. yourname.com). Usually this is done using a “change directory”

option. This will automatically take you to the “anonftp” directory. You may
download any files that are in this directory.

Using anonymous FTP with a command line
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system

Connect using FTP by entering the following information where it is appropriate:

URL — your domain name (e.g. yourname.com)
Username — anonymous
Password — your complete email address (e.g. yourname@yourname.com)

IMPORTANT: After you have logged in, change the remote directory to your
domain (e.g. yourname.com).

EXAMPLE: The example below uses the domain “yourname.com.” In the
example, the file “newtest.txt” is downloaded from the domain.

> ftp yourname.com

Connected to yourname.com.

220 Website FTP Server Ready

Name (yourname.com:user): anonymous

331 Anonymous login ok, send your complete email address as your password.

Password: password

230 Anonymous access granted, restrictions apply.

Remote system type is UNIX.

Using binary mode to transfer files.

ftp> cd yourname.com

250 CWD command successful.

ftp> Is

200 PORT command successful.

150 Opening ASCII mode data connection for file list.

-rw-r--r-- 1 yourname.com 0 6 Oct 3 04:00 newtest.txt
-rw-r--r-- 1 yourname.com 100 200 Nov 1 19:16 test

226 Transfer complete.

ftp> get newtest.txt

local: newtest.txt remote: newtest.txt

200 PORT command successful.

150 Opening BINARY mode data connection for newtest.txt (6 bytes).
100% |**************************************************| 6 OOOO ET A
226 Transfer complete.

6 bytes received in 0.01 seconds (0.70 KB/s)

ftp> 221 Goodbye.
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Using anonymous FTP with a browser

If your domain name is “yourname.com” the full path to the anonymous FTP
directory is ftp://yourname.com/yourname.com.
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Accessing your website's server logs

Using the Log Manager

To access the Log Manager function, select “Statistics” from the main menu, and
select “Log Manager” from the Statistics menu.

The Log Manager allows you to obtain raw server logs about your site activity
and traffic. You can view and/or delete, print, download, and date your log files.
You may disable logging altogether to conserve your disk space.

Your server logs can also be downloaded for use with other statistics packages.
You can use the Web Stats function to analyze and view your log files in an
easy-to-read, graphical display. While Log Manager allows you to manage your
log files and view them in their raw state, Web Stats makes them human
readable.

Viewing your server logs

To view your log file, select the "View selected logs" option from the "Options" tab
and click the "Next" button. The selected server logs for your domain will be
displayed in a message window.

Deleting your log files

To delete your log file, select the "Delete selected logs" option from the "Options”
tab and click the "Next" button. The results of the operation will be displayed in a
message window. Once deleted, the log cannot be recovered.

Disabling your log files

If you want to disable your log file, select the "Disable activity logs" option from
the "General" tab and press the "Next" button. If logging has been disabled,
select "Enable logging" if you want to resume logging.

You can also disable your error log by clicking the "Disable Error Log" button. If
your error logs are already disabled, the "Enable Error log" button will be present.
Your server logs can become large and count against your domain's disk quota.
Disabling your logs will save disk space.

Printing your log files

To print one or more log files, select the "Print selected logs" option from the
"Options" tab and click the "Next" button. The selected logs will be displayed.
To print the logs, click the "Print Logs" button and your browser's Print function
dialog box will be displayed.
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Downloading your server logs

To download one or more log files to your local machine, select the "Download
selected logs" option from the "Options" tab and click the "Next" button. A "Save"
dialog box will be displayed. Fill out the required options on the dialog box and
click the "Save" button.

If you select more than one log, the selected logs will be compressed in Zip
format before being downloaded.

Rotating and dating log files

If you would like to have your server logs stored according to a specific date, use
the Rotate Activity Logs function. This function creates a text file from the activity
log, and resets the log. The name of this text file is a combination of the date it is
created and words "access log" appended in front of it separated by an
underscore.

Example: The activity logs rotated on January 5, 2001 will be saved in a file
named:
access_log_Jan5 2001

If you rotate your activity log more than once a day, the log's information will be
appended to the present day's dated text file.

The dated text files, along with the activity log are displayed in a scrollable panel
under the "Options" tab.

To rotate your activity log, click the "Rotate Activity Logs" button under the
"Options" tab.
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Adding pre-written CGI scripts to your pages

Introduction to the Plug-in Scripts function

To access the Plug-in Scripts, select “Site Builders” from the main menu, and
select “Plug-in Scripts” from the Site Builders menu.

This is a feature for our customers who want to use pre-written CGI scripts such
as FormMail or TextCounter. Plug-in scripts will be continuously added to the
system.

Using Plug-in Scripts

To use a plug-in script, click the desired script. A script setup page will be
displayed with several options. The options include mandatory and optional
settings. Plug-in scripts cannot be used with FrontPage extensions.

When the script is setup, it will be placed in your cgi-bin directory. A new
directory will be created to hold data files if necessary.

Available scripts

FormMail

The FormMalil script is a universal form to an email gateway. Use this script if you
want to have a form's contents emailed to you, but aren't sure how to write the
code for it.

After setting the desired values for the fields, click the "Install" button to complete
the operation. The results of operation will be displayed. Follow the instructions
on the results page to start using the FormMail script.

The following is the description of FormMail various configuration options. To use
this script only the Mandatory field must be filled out.

Mandatory field

Recipients email address: this field allows you to specify the email address you
want your form results to be mailed to.

Suggested fields

Your email subject: this field allows you to specify the subject that you wish to
appear in the email that is sent to you after this form has been filled out. Enter
your desired subject in the "Your email subject"” textbox.

Allow user enter subject: this field allows you to include a textbox in your form for
users to enter a subject. Click the "Allow user enter subject” textbox to include
the subject textbox.

Allow User to enter their email address: this field allows you to include a field in
your form for users to enter their return email address. Click the "Allow User to
enter their email address" check box to include the email textbox.
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Optional fields

Redirect url: this field allows you to specify a URL to redirect the users to after
they submit the form. Enter your desired URL in the "Redirect url" te xtbox.
Example: If you want to redirect the users to the mycar.com domain after
submitting the form you should enter the following in the "Redirect url” field:
http://mycar.com

If you leave this field blank, the user will see a default message.

Required fields: this field allows you to require certain fields in your form to be
filled in before the user can successfully submit the form. If the required fields are
not filled in, the user will be notified of what they need to fill in and a link back to
the form will be provided. Enter all field names that you want to be mandatory in
the "Required fields" textbox separated by commas.

Title on result page: this field allows you to specify the title and header that will
appear on the resulting page if you do not specify a redirect. Enter your desired
title in the "Title on result page” textbox.

Sort order: this field allows you to choose the order in which you wish your
variables to appear in the email that FormMail generates. You can sort the fields
alphabetically by entering the word "alphabetic" in the "Sort order" textbox.

You can specify a set order in which you want the fields to appear in your mail
message. Enter the phrase "order:" as the first part of your value in the "Sort
order" textbox and then follow that with the comma separated field names you
want to be listed in the email message
Example: order:namel, name2, etc...

Environment variables: this field allows you to have Environment variables
included in the email message you receive after a user has filled out your form.

Print config: this field allows you to specify which of the config variables you
would like to have printed in your email message. By default, no config fields are
printed to your email. Enter the comma separated list of your desired config fields
in the "Print config" textbox.

Print blank links: this field allows you to have all form fields printed in the return
HTML, regardless of wether or not they were filled in. Click the "Print blank links"
checkbox for turning this option on.

Return link url: this field allows you to specify a URL that will appear as your
"Return link title", on the following report page. This field will not be used if you
have the redirect field set. Enter your desired URL in the "Return link url" textbox.
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Return link title: this is the title that will be used to link the user back to the page
you specify with "Return link url". Enter your desired title in the "Return link title".

Missing fields redirect: this field allows you to specify a URL that users will be
redirected to if there are listed in the required form fields that are not filled in. This
will enable you to customize an error page instead of displaying the default.

Background image: this field allows you to specify a background image that will
appear if you do not have the "Redirect url" field set. This image will appear as

the background to the form result page. Enter the absolute path to the image in

the "Background image" textbox.

Background color: this field allows you to specify a bgcolor for the form result
page. This field should not be set if the "Redirect url" field is set. Enter your the
color (e.g. Black) or a number sign (#) followed by the hexadecimal value of the
color your want to set for the result page background.

Example: For a background color of white enter #FFFFFF

Text color: this field works in the same way as "Background color" field, except
that it will change the color of your text.

Link color: this field allows you to change the color of links on the resulting page
and it works the same way as "Text color" field.

Vlink color: changes the color of visited links on the result page and it works the
same way as "Link color" field.

Alink color: changes the color of active links on the result page and it works the
same way as "Vlink color" field.

TextCounter

TextCounter allows you to include a text counter on any page.

After setting the necessary fields, click the "Install" button from "Mandatory" or
"Optional” pages to create the script. The results of the operation, values of
counter and the code to be inserted in your page will be displayed. Cut and paste
the code onto the pages in which you want to have a counter.

Click the "Reset" button to retrieve the original values.

Mandatory field

Data directory path: this field allows you to specify the path to the directory under
which TextCounter's files will be stored. A new data file will be created for each
page you add your text counter to in the specified directory. The default for this
field is the textcounter directory which will be created under your home directory
after installation.




Optional fields

Show Link: this field allows you to link your text counter that appears on your
page to a URL. Enter your desired URL in the "Show Link" textbox.

Auto Create: this field allows you to enable or disable Auto Create. When Auto
Create is enabled which is the default, you will be able to create the counter on
all your pages by copying and pasting the provided code after installing
TextCounter. If you want to disable it uncheck the "Auto Create" check box.

Show Date: by clicking "Show Date", the date on which you started the counter
will appear with the counter. Leave the "Show Date" check box unchecked if you
don't want the date to appear on your page.

Lock Seconds: this field defines how long the program will wait for the lock file to
be cleared before overwriting the current lock file. Locks are used to avoid
simultaneous writing to the count file. Without a lock, simultaneous access to
your site will result in overwriting the count file.

Pad Size: this field allows you to specify the number of digits displayed by the
counter. To maintain the number you specified through "Pad Size" field, zeros
will be added to the front of the current count.

Counter

The counter plugin script allows you to include a graphical counter on any page.
With this script you have the option of including custom images for the counter
digits.

Mandatory field

In the "Fly Counter" page, click the "Mandatory" tab and enter your desired name
and path for the counter directory in the "Data directory path” textbox or choose
the default which is fly_counter.

Optional fields

In the "Fly Counter" page, click the "Optional” tab to change the default settings
of the counter. The settings are:

Number of hits: This field allows you to choose the starting number of the
counter which is zero by default. To change the default, choose another value
from the drop-down menu.

Fly Counter Visible: You can make the counter invisible to the visitors of your
site by unchecking the "Fly Counter Visible" checkbox.
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Size of Image: Sets the size of images used for the counter. The size is 40x40
pixels by default. You can change the size by choosing a new value from the
drop-down menu.

Frame Width: The counter images don't have any frame by default. You can
choose your desired frame width from the drop-down menu.

Click the "Install" button from "Mandatory" or "Optional” pages to create the
script. The results of the operation, values of counter and the code to be inserted
in your page will be displayed. Cut and paste the code onto the pages in which
you want to have a counter.

Click the "Reset" button to retrieve the original values.
If you want to include your own images for the counter, they should be named as
the default images ( 0.gif, 1.gif, 2.gif,......, and 9.gif).

Guestbook

The Guestbook plugin script will allow you to add a guestbook to your site. To
install the guestbook, choose the desired options from the "GuestBook" page and
click the "Install" button.

Click the "Reset" button to restore the original setting.

After clicking the "Install" button the results of the operation including
confirmation, location of the guestbook directory and its values as well as a link
to your guestbook will be displayed.

There are three options that can be set:

Hyperlinked: clicking the "Hyperlinked" checkbox will make addresses in your
guestbook become hyperlink.

Line Breaks: This option turns line breaks in the comment field into <br> tags.
Allow HTML.: This option will allow you to turn on or off the use of HTML tags by
guestbook users.

Search engine

The Search Engine plugin script allows you to add an indexing and searching
system to your domain. Both HTML documents and plain text files can be

searched by this search engine.
Installing
To install the search engine, click on the "Install” tab on the "Search Engine"
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page and then click the "Next" button. The result of the installation will be
displayed at the bottom of the page.

Indexing

After installing the search engine, you need to index your domain . Click on the
"Index" tab on the "Search Engine" page and then click the "next" button. The
index information and a link to the search engine will be displayed at the bottom
of the page

Note: Every time you add content and new pages to your domain you have to re-
index your domain from "Search Engine" page.

Accessing the search page

To access your domain's search page, use the link supplied during the process.
This page can be modified by hand to suit your needs.

Promoting your website

Using the Promote Site function

To access the Site Promoter function, select “Website Management” from the
main menu, and select “Site Promoter” from the Website Management menu.
The Promote Site function allows you to promote your site by automatically
sending promotion material to the top search engines.

To promote your website, select the appropriate URL from the list provided. Enter
the page that you want to promote and your contact email address. Click the
"Next" button to continue. Information concerning the selected page is collected
and displayed on the promotion page.

Your submission will be reviewed by the search engine, and may be added to its
database within several weeks. There is no guarantee that any search engine will
list your site.

Creating and editing meta tags

If you want to edit your site's description and keywords, click the "MetaWiz"
button. The MetaWiz page allows you to edit your page's meta tags. Fill in the
description and keyword text boxes to describe your page. Click the "Next"
button when finished.
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Selecting search engines

After editing your site's descriptive information, select the search engines to be
contacted. Click the "Next" button to complete the process.

Your site promotion information is presented in a form that is acceptable to the
search engines. The search engine's response codes are compared to known
responses and the results are displayed in real-time.

Unsuccessful search engine submissions

Search engines make no guarantees of any kind that they will list your site in a
search. If your website is not listed after a few months, there can be several
explanations.

* Your content is dynamically generated. Some spiders can easily
overwhelm and crash sites serving dynamic content, so search engines
limit the dynamic pages they index.

* Your page uses frames. Frames tend to cause problems with search
engines, because frames don't fit the conceptual model of the web where
every page corresponds to a single URL.

* The URL contains special characters such as: ?, =, %, &.

* The host server is non-operational when the spider is working.

* The URL is submitted without the "http://" prefix, or does not include a
trailing slash (“/”) if the URL doesn’t include a file name(e.qg.,
http://mwww.yourname.com/).

For more specific guidelines about a particular search engine, please refer to the
search engine’s help files.

More information about search engines

Different search engines use different criteria to determine a website’s rank in a
search. There is no guarantee that any search engine will list your site after you
use the site promote application. You should read each search engine’s help files
to learn exactly how websites are ranked. Understanding how search engines
work will help you use these tools more effectively.

Note: The name of each search engine in the site promote application is a link to
the search engine to help you find more information.

Generally speaking, search engines match criteria entered by a user with
information contained in a database of Internet resources. These resources can



be anything from HyperText Transfer Protocol (HTTP) links to File Transfer
Protocol (FTP) links to Newsgroup postings and references. Some search
engines are more effective than others due to the size of the resource database
and the method in which it is queried.

Many search engines use “spiders” that roam the Internet looking for websites.
These spiders crawl from page to page via hyperlinks, so the more sites that link
to you, the more likely it is that the spiders will find you. Other search engines
use criteria such as the title, keyword meta tags, word frequency in the
document, and document length to determine your listing.
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Checking the integrity of your website

Using the Site Checker function

To access the Site Checker function, select “Website Management” from the
main menu, and select “Site Checker” from the Website Management menu.
The Site Checker function allows you to view the structure of your website, check
your pages for broken links, list links pointing to external sites, view your website
images, get a run-down of problems sorted by author, locate pages that may be
slow to download, show new and old pages, give pages that have no title and
show links that are not checked.

Checking internal and external links

You can generate reports for internal and external links, and there is an optional
flag that allows you to exclude external links during site checking.

Normally, when Site checker is examining a page and finds a link that points to
an external document, it will check to see if that external document exists. If the
check external links option is disabled, external links will not be checked.
Using the "Verifying external links" option takes between 5 and 10 minutes to
complete.

Checking a secured website

If you have set website authentication, the username and password must be
entered in order for the page(s) to be checked.

Site Checker allows only one username/password combination, therefore all
protected directories must have a common username/password. The common
username/password can be an administration password or it can be created for
the express purpose of checking the site and be deleted after the check is
completed.

Pointing Site Checker to your home page

The base URL points to the document that is the top level of your site, commonly
referred to as the "home page". The Site Checker will start following all links and
URLSs beginning with this page.
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Analyzing your server logs

Introduction to Web Stats

To access the Web Stats function, select “Statistics” from the main menu, and
select “Web Stats” from the Statistics menu.

Web Stats is a web server log file analysis program. It produces usage statistics
from your website's server logs.

The statistical results are presented in both columnar and graphical format.
Yearly, monthly, daily and hourly usage statistics are presented, along with the
ability to display usage by site, URL, referrer, user agent (browser) and country.
Note that Web Stats keeps its statistics for 12 months. To keep your statistics for
a longer period of time you have two options:

* Rename the "stats" directory, which is located inside your "public”
directory or move it to another location. Web Stats will create a new
directory the next time it is run. When the new "stats" directory is created,
it will only contain the statistics from the date it is created and the new
reports will be generated from the available statistics.

* Copy the contents of your "stats" directory to another location.

Web Stats uses Webalizer Version 1.30-05 server log analysis program.

Generating reports

Creating areport

When you log into Web Stats for the first time, you will be prompted to create a
report using your log files. Select the "Create" radio button from the Web Stats
main page. Click the "Apply" button to complete the operation without closing the
Web Stats page or "OK" button to complete the operation and to exit Web Stats.
Click the "Cancel" button to cancel the operation and exit Web Stats.

Creating areport using all log files available in log directory

Web Stats allows you to create a report that uses all available rotated and active
server logs. Click the "Advanced' button from the Web Stats main page. The
Web Stats advanced page will be displayed. Click the "General" tab and select
the "Create new report using all log files available" radio button.

Every time you create a report using all log files, the old report will be saved by
default, click the "Do Not Save Old Report" check box to overwrite the old report.
By creating a report using all log files, all files in "stats" directory will be
overwritten.
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If the log files inside the "logs"” directory are deleted or moved to another location,
you will not be able to create a report using all log files. In this case, you must
move the log files back to the "logs" directory before creating a report using all
log files. The log files you upload or move to the "logs" directory should have the
standard name format of activity log files.

The old report and associated files will be saved in a directory inside your public
directory. The name format for this directory is a combination of the date and
time you saved it with the word "stats" appended in front of it (i.e.
stats_Janl18 2001 18 07_41). You can download the contents of this directory
using File Manager or a FTP client. You can use these old reports for further
reference.

If the activity log file is larger than 50K, by default it will be rotated when you run
the Web Stats. To avoid log rotation, click the "Disable Log Rotation" check box .
Click the "Apply" button to complete the operation or "OK" button to create the
report and exit Web Stats. Click the "Cancel" button to cancel the operation and
return to the Web Stats main page.

Updating the report

A report is not be updated automatically every time you run Web Stats. You must
use the update function in order to have an up to date report. This option allows
you to update your report using the access log file. To update the report, select
the "Update Report" radio button from the Web Stats main page. Click the
"Apply" button to complete the operation without closing the Web Stats page or
"OK" button to complete the operation and to exit Web Stats. Click the "Cancel”
button to cancel the operation and exit Web Stats. If you are performing an
update from the advanced section of Web Stats, clicking the "Cancel" button will
take you to the Web Stats main page.

Displaying the report

To display the report using the default report settings, select the "Display Report"
button from the Web Stats main page. Click the "Apply" button to complete the
operation or "OK" button to complete the operation and to exit Web Stats. The
usage statistics for your domain will be displayed in a new browser window. Click
the "Cancel" button to cancel the operation and exit Web Stats.

Excluding IP addresses and URLs

The "Web Stats" function allows you to exclude IP addresses and/or URLs from
your report. To exclude a URL, click the "Advanced" button then click the "Report
Settings" tab from the "Advanced" pane. Enter the IP address or URL you want
to exclude from the report in the "Ignore site" textbox and click the "Add" button.
The IP or URL will appear in the "Ignore site" list. After adding an IP or URL you
should click the "Apply" or "OK" button in order to save the IP address or URL to
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be ignored for further "Web Stats" operations. Click the "Cancel" button to
discard the IP or URL you added.

To remove an IP or URL from the "Ignore site" list, select the radio button next to
the IP address or URL and click the "Delete” button. After clicking the "Delete”
button, you need to click the "Apply" or "OK" button for the deletion to take effect.
To cancel the deletion, click the "Cancel" button.

Configuring your report settings

Web Stats allows you to configure the report settings as desired by changing the
top table keyword options.

To configure the report setting, click the "Advanced" button from the Web Stats
main page. Click the "Report Settings" tab. Set the "Top Table Keywords
Options" as desired. Click the "Apply" button to save the changes or click "OK" to
save the changes and return to the main page. To discard changes and return to
the Web Stats main page, click the "Cancel" button.

You must create a report using all log files available in log directory in order to
apply changes made to the report settings.

The "Top Table Keywords Options" are described in detail below:

Time periods

The yearly (index) report shows statistics for a 12-month period, and links for
each month. The monthly report has detailed statistics for that month, with
additional links to any URL's and referrers found.

Top Entry and Exit Pages

The Top Entry and Exit Pages give a rough estimate of what URL is used to
enter your site, and what the last pages viewed are. Because of limitations in the
HTTP protocol, log rotations, etc. this number should be considered a good
"rough guess" of the actual numbers. It will give a good indication of the overall
trend where users come into, and exit your site.

Top Entry - This option specifies the number of entries to display in the "Top
Entry Pages" table. To disable the table, use a value of zero (0).

Top Exit - This option specifies the number of entries to display in the "Top Exit
Pages" table. To disable the table, use a value of zero (0).

Agents
This option specifies the number of entries to display in the "Top User Agents"
table. To disable the table, use a value of zero (0).
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Countries
This option specifies the number of entries to display in the "Top Countries”
table. To disable the table, use a value of zero (0).

Top Referrers and All Referrers

The Top Referrers option specifies the number of entries to display in the "Top
Referrers"” table of sites that have referred people to your website. To disable the
option, enter a value of zero (0).

The All Referrers option will display a report of all referrers to a site in a separate
HTML page. By default, the All Referrers option will be off. The option can be
enabled by changing its setting to "on."

It should be noted that in order for the All Referrers report to be generated, the
number set in the Top Referrers option must be less than the website's actual
number of referrers. If there are less than 5 referrers in total, the All Referrers
report cannot be generated.

Top Sites
This option specifies the number of entries to display in the "Top Sites" table. To

disable the table, use a value of zero (0).

Top URLs
This option specifies the number of entries to display in the "Top URLSs" table. To
disable the table, use a value of zero (0).

Viewing reports

After your report is displayed, be sure to refresh the page via your browser's
Reload (Netscape) or Refresh (IE) to ensure you are viewing the current report.

Description of report statistics

To view statistics for a specific month, click the month from the month column of
the "Summary by month" table. The various statistics that Web Stats generates
are described below:

Hits

Any request made to the server which is logged is considered a "hit". The
requests can be for any resource: HTML pages, graphic images, audio files, cgi
scripts, etc. Each valid line in the server log is counted as a hit. This number
represents the total number of requests that were made to the server during the
specified report period.
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Hits by response code

After a client makes a request to the server, the server returns a response code
(status code). The Response code shows the result of the request. "Hits by
response code" represents the total number of requests that received the same
specified status code. Some common response codes are:

200 OK

302 Found

304 Not Modified
400 Bad Request
401 Unauthorized
403 Forbidden
404 Not found
500 Server error

Files

Some requests made to the server require that the server responds to the
requesting client. This type of request is considered a "file" and the file total is
incremented. The relationship between "hits" and "files" may be thought of as
"incoming requests” and "outgoing responses"”.

Pages
Any HTML document, or process that generates an HTML document, is

considered a page. This does not include graphic images, audio clips, etc. This
number represents only the number of "pages” requested. What actually
constitutes a "page" is determined by file extension.

Agents
A user agent is a web browser. The User Agent statistic details the type and
version of the browsers used to view the domain.

Sites

Each request made to the server comes from a unique site, which can be
referenced by a name or an IP address. The site's number shows how many
unique IP addresses made requests to the server during the reporting period.

Visits

Whenever a request is made to the server from a given IP address, the amount
of time since a previous request by the address is calculated. If the time
difference is greater than a pre-configured "visit timeout" value (or has never
made a request before), it is considered a "new visit". This total is incremented
both for the site, and the IP address. The time-out value is 30 minutes.

KBytes
The KBytes (kilobytes) value shows the amount of data, in KB that was sent out
by the server during the specified reporting period. This value is generated
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directly from the log file, so it is up to the web server to produce accurate
numbers in the logs. In general, this should be a fairly accurate representation of
the amount of outgoing traffic.
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Restoring your site content

Introduction to File Restore

File Restore allows you to restore your website’s content from a series of time
based periods (one hour, one day, etc.). While we highly recommend that you
always keep local copies of your website’s content, File Restore offers a
convenient method for restoring it without having to use your local backups.
Please note that this application has the potential to overwrite existing files during
a restore operation. To ensure you are aware of this possibility File Restore
requires that you confirm the details of a restore operation before restoring
content.

Restoring your website content

If you need to restore parts of your website content, select the “File Restore”
application from the WebsiteOS “Website Management” menu.

Before setting up your restore job, File Restore requires that you acknowledge a
warning concerning keeping local backups of your site content and about the
possibility of overwriting files. Once you have read the warning, click the “Accept”
button to continue.

After clicking the accept button, you have to choose a time period from which to
restore content. Select a time from the drop down list and click the “Next” button
to continue.

Once a time period has been selected, you must select the files that you want to
restore and select the location that you want them to be restored to. The “Select
files to restore” list allows you to browse your selected time period and to select
the files you want to restore. The “Restore files to” list allows you to select a
directory to restore your selected files to. Click the “Restore->" button to start the
restore operation.

After clicking the “Restore->" button, a summary of the restore operation is
displayed. You are warned that files being restored will overwrite existing files
with the same name. After reviewing the details of the operation, click the
“Confirm” button to complete the operation.

Once the selected files have been restored, File Restore will display a summary
of the operation. Click the “Done” button to close File Restore.
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Directory browsing issues

While most browsers will allow you to double click a directory in the “Select files
to restore” and “Restore files to” lists to view its contents, it is possible your
browser will not support this function. If your browser will not open a directory by
double clicking it, select a directory and click the list's “Change Dir” button.

How to restore entire directories

File Restore only restores files. It cannot restore directories. To restore a
directory, you will have to recreate it via File Manager and restore its content via
File Restore.

Viewing the history of restore operations

File Restore keeps a log of your restore operations. To view this log, click the File
Restore “History” tab.

Website Creation Tools

Introduction to Webmaster Tools

To access Webmaster Tools, select “Site Builders” from the main menu, and
select “Webmaster Tools” from the Site Builders menu.

The Webmaster Tools function is a collection of website creation tool links.
The links point to the following categories of tools:

* Accessories

* Color Pickers

e Special FX

* Style Sheets

* Editors (Advanced)
* Editors (Beginner)
* Editors (Text)

* Validators

* Image Mappers

* Image Animators
* Image Editors

* FTP Applications
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Securing your website

Introduction to Website Security

To access the Website Security function, select “Security” from the main menu,
and select “Website Security” from the Security menu.

If you have the need to restrict parts of your website, the Website Security
function allows you to set up an authorization list. This list will restrict browser
access to specific website directories.

Access to restricted areas of the website can be granted with a
username/password combination or by hostname/IP address.

Selecting a directory to secure

To secure a directory, select the directory from the drop-down menu on the
Website Security page. The directory must exist before it can be secured.

Enable and disable directory security

Once a directory has been selected, you can enable or disable its security
settings. Choose either enable or disable from the security drop-down menu.

Restricting access with a password

To restrict access to a directory with a username/password combination, first
check the "Restricting access by username and password" checkbox. You can
enter a new user's username and password as well as the text for the secure
login dialog box.

When all the options have been selected, click the "Next" button to complete the
operation.

Restricting access by hostname or IP address

You can restrict access to a directory by hostname or IP address. Before
entering a hostname or IP address, ensure that the enable flag is set. To add a
new site, enter the hostname in the site field.

When all the options have been selected, click the "Next" button to complete the
operation.
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Managing your MySQL database

Introduction to Database Manager

To access the Database Manager, select “Website Management” from the main
menu, and select “DB Manager” from the Website Management menu.
Database Manager is a web based MySQL client that allows you to create and
manipulate a maximum of two MySQL databases.

Database Manager is designed for advanced users. Knowledge of relational
databases and SQL is required in order to use this Database Manager efficiently.
Database Manager is best used for creating databases and tables. For
populating a database, you should consider using a script(PHP, ColdFusion) or
CGl.

Database Manager builds SQL statements from the various options that you
select. This is the reason for the "Build SQL Query" button. Viewing the Query
gives you an opportunity to review the query before running it. Clicking the "Run
SQL Query" button submits the query to the SQL server.

You can find more information about MySQL database at:
http:/Mmww.mysqgl.com/

Setting your Database Manager password

The first time you access Database Manager, you are prompted to set a
password. Enter a password in the "Enter password" textbox and the “Confirm
password” textbox, and click the "Create user" button to complete the operation.
Note that this password is only for database administration.

Click the "Databases" tab to start using Database Manager. You will be prompted
to enter this password in order to log into Database Manager. Enter your
Database Manager password in the "Enter Password" textbox and click the
"Login" button to complete the operation.

Changing your Database Manager password

To change your Database Manager password at any time, click the "Users" tab
from the "Database Manager" main page. Enter your new password in the "Enter
New Password" textbox and check the box labeled “Yes, | want to change the
password for the selected user.” Click “OK.” The result of operation will appear at
bottom of the page.
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Creating a database

You can create a maximum of 2 databases if you own a BGSILVER or higher
package. This option allows you to create an entirely new, empty database.

To create a database, click on the Databases tab from the "Database Manager"
page. Select the "Create" option from the "Select" list and choose Database from
the second list. Enter the name of the database you want to create and click the
"Build SQL Query" button. The detail of SQL query will be displayed at the

bottom of the page. After reviewing the detail of SQL query click the "Run SQL
Query" button to complete the operation. The results of operation will be
displayed at the bottom of the page.

Your user name is appended to the end of every database name. The Total
maximum length is 64 characters long and any "." (dot) or "-" (dash) in the
database name is automatically converted to " " (underscore).

For example if you choose "customers” as your database name and your domain
is mycar.com, the complete database name will be:

customers_mycar_com

Connecting to your database

In order to connect to the database you have created, you need the following
arguments to include in your application/script:

MySQL server name (hostname): megasqlservers.com

Database user name: dbm.your domai n

example: dbm.mycar.com

Password: The password will be the same as your Database Manager
password.

Database name: It will be the complete name of database as outlined in
Creating a database.

Creating a table
Using this option, you can create tables within an existing database.
To create a table, choose the "Create" option from the "Select" list. Select "Table"

from the next list. Enter the name of table you want to create in the "Table Name"
textbox.

In order to create a table, you need to define at least one column for your table.
Enter the column name in the "Column Name" textbox. Choose the data type for
the column from the drop-down menu. Assign the attributes for the selected data
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type by clicking the appropriate check boxes next to data type drop-down menu.
You can enter the maximum length of data for the column in the "length" textbox.
Enter the default value for the column in the "Default” textbox if necessary. Click
the "Build SQL Query" button. After reviewing the SQL Query click the "Run SQL
Query" button to complete the operation. The result of operation will appear at
the bottom of the page.

Creating an index

"Create Index" allows you to add an index to an existing table.

To create an index, select "Create" from the "Select” list. Choose "Index" from
the next list and then select "ON". A list of tables within your database will be
displayed, choose the table you want to create the index for. Enter the name of
index in the "Index Name" textbox and select the column name you want to be
used for indexing. If you want the entries for the indexed column to be unique
click the "Unique" checkbox. Select the order in which you want to index your
column, from the "Column Order" drop-down menu. Click the "Build SQL Query"
button and after reviewing the SQL Query click on the "Run SQL Query" to
complete the operation. The result of operation will appear at the bottom of the

page.
Dropping a database

This option allows you to remove permanently a database with all of its
associated files.

Note that if you drop a database, it can not be restored.

To drop a database, choose "Drop" from the "Select" list, choose the Database
option from the next list and select the database you want to drop. The SQL
guery details will appear at the bottom of the page. Review the query and click
the "Run SQL Query" button to complete the operation. The result of operation
will appear at the bottom of the page.

Using a database

The "Use" option allows you to select a default database, to be used for
subsequent queries.

Every time you login to the Database Manager, you have to use this option to
access an existing database.

To use a database select the "Use" option from the "Select" list and choose the
specific database you want to work with. Click the "Run SQL Query" to complete
the operation.
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After performing "Use Database", you will have several options in the "Select” list
to choose from in order to make changes to the database. These options include:

e Alter

* Create
e Delete
* Drop

e Desc

e |nsert

e Select
e Show

e Update
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Altering atable

Introduction to altering a table

To alter a table, choose "Alter” from the "Select" list. Select the table you want to
alter. A list with the following actions will be displayed in the "Database Manager"
page(we will call this list the "Alter list" ). You can use these actions in order to
modify the structure of a table:

e Alter

* Add

* Change
* Drop

* Modify

* Rename

Altering a column

To alter a column, select "Alter” from the "Select” list. Choose "Alter” from the
Alter list. You will have two options at this point : Set and Drop.

To set the default value for a column, select the column that you want to set the
default value for and enter the default value in the "Column Name" textbox and
click the "Build SQL Query" button. After reviewing the SQL query click the "Run
SQL Query" button to complete the operation.

To drop the existing default value of a column, choose the "Drop" option. Select
the column you want to drop the default value for and click on the "Build SQL
Query" button. After reviewing the SQL query click the "Run SQL Query" to
complete the operation. The result of the operation will be displayed at the
bottom of the page.

Adding a column to the table

To add a column to the table, choose the "Alter” option from the "Select" list.
Select the "Add" option from the "Alter" list, then select "Column" from the next
list. Enter the new column name in the "Column Name" textbox and select the
column type from the "Column Type" drop-down menu. Specify the location of
the new column in the table by clicking one of the "Insert Column" radio buttons.

If you click "After" radio button, you have to select a column from the "Column
Name" list.

* First: will insert the new column before the first existing column.

* Last: will insert the new column after the last existing column.

» After: will insert the new column after the column selected from the
"Column Name" menu.
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Choose the data type for the column from the drop-down menu. Assign the
attributes for the selected data type by clicking the appropriate check boxes next
to the data type drop-down menu. You can enter the maximum length of data for
the column in the "length" textbox. Enter the default value for the column in the
"Default” textbox if necessary. Click the "Build SQL Query" button. After
reviewing the SQL Query click the "Run SQL Query" button to complete the
operation. The result of operation will appear at the bottom of the page.

Adding an index to the table

Normally, you create all indexes on a table at the time the table itself is created
with "Create Table". "Add Index" allows you to add indexes to the existing tables.
To add an index to your table, choose the "Alter" option from the "Select" list.
Select "Add" from the "Alter" list, then select "Index" from the next list. Enter a
name for the index in the "Index Name" textbox. Select the column that you want
to index, from the "Column Name" list. Select the order in which you want to
index from the "Column Order" drop-down menu. Click the "Build SQL Query"
button and after reviewing the SQL Query click on the "Run SQL Query" to
complete the operation. The result of operation will appear at the bottom of the

page.

Creating a unique index for the table

This option is identical to "Add Index" except that the values of the indexed
column are guaranteed to be unique. It means if a user attempts to add a value
that already exists to a unique index, it will return an error.

To create a unique index, choose the "Alter" option from the "Select" list. Select
the "Add" option from the "Alter" list and select "Unique" from the next list. Enter
a name for the unique index in the "Unique Name" textbox. Choose the column,
you want to index, from the "Column Name" list. Click the "Build SQL Query"
button and after reviewing the SQL Query click on the "Run SQL Query" to
complete the operation. The result of operation will appear at the bottom of the

page.

Making changes to a column

This option allows you to change the name, type and attributes of an existing
column. You can use this option for renaming the column without having to
create a new column and losing the data as a result.
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Note that when you want to rename a column, you still need to set the data type
and attribute fields for the query return your desired result.

To change a column, choose the "Alter" from the "Select” list. Select the
"Change" option from the "Alter" list. Choose the column you want to make
changes to from the "change Column Name" list . Enter the new name in the "to
new Column Name" textbox . Choose the new attributes for the column.

After making the necessary changes click the "Build SQL Query" button and after
reviewing the SQL query click the "Run SQL Query" button to complete the
operation. The result of the operation will be displayed at the bottom of the page.

Dropping a column

Using this option, you can delete a column from a table. Note that this will
remove a column and all of its data from a table permanently. The data
destroyed in this manner can't be recovered.

To delete a column from the table, select "Alter” from the "Select" list . Choose
the "Drop" option of the "Alter" list, then select "Column" from the next list.
Choose the column you want to drop from the "Column Name" list and click the
"Build SQL Query" . After reviewing the SQL query click the "Run SQL Query" to
complete the operation. The result of operation will be displayed at the bottom of
the page.

Modifying a column

The modify option is the same as change except that it does not allow you to
change the column name. You can change the attributes of a column using the
modify option.

To modify a column, choose "Alter" from the "Select" list. Select the "Modify"
option from the "Alter" list. Choose the column you want to make changes to from
the "change Column Name" list . Set the desired attributes for the column and
click the "Build SQL Query" button. After reviewing the SQL query click the "Run
SQL Query" button to complete the operation. The result of the operation will be
displayed at the bottom of the page.

Changing the table name

The "Rename" option allows you to change the name of a table. This operation
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does not affect any of the data or indices within a table, but the table's name.

To change the name of a table, choose "Alter” from the "Select" list. Select the
"Alter" option from the "Select" list. Choose the table you want to rename and
choose the "Rename” option from the "Alter" list. Enter the new name for the
table in the "to New Table Name" textbox and click the "Build SQL Query" button.
After reviewing the SQL Query click the "Run SQL Query" button to complete the
operation. The result of operation will appear at the bottom of the page.

Deleting rows from a table

This option allows you to delete rows from a table. Note that if you do not set a
condition for deleting rows, this will erase the entire table and recreate it as an
empty table. The deleted data can not be recovered.

To delete rows from a table, select the "Delete" option from the "Select" list. Then
choose the table from the tables list. Set the condition for deleting the rows using
the "optional where" panel fields. Choose the column name based on which you
want to set the condition from the "Column Name" list. Select the "Equals” or
"Like" operators from the drop-down menu. Enter the value of the selected
column for the rows you want to delete. Click the "Build SQL Query" button. After
reviewing the SQL Query click the "Run SQL Query" button to complete the
operation. The result of operation will appear at the bottom of the page.

Dropping a table

This option will erase an entire table permanently and deletes the data
associated with the table.

To drop a table, choose the "Drop" option from the "Select” list. Select "Table"
from the next list. A list of tables inside your database will appear. Select the
table you want to delete and click the "Run SQL Query" button. The result of the
operation will be displayed at the bottom of the page.

Getting information about a table or column

The "Desc" option will allow you to get information about a table or column.

To describe a table, choose the "Desc" option from the "Select" list. Select the
table you want to get information for. If you want the information about a specific
column, you should select a column from the "Column Name" list from the
"Optional” panel. Click the "Build SQL Query" button and after reviewing the SQL
guery click the "Run SQL Query" button to complete the operation. The complete
information about all columns or the specified column will be displayed at the
bottom of the page.
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Inserting data into a table

This option allows you to insert data into a table. Using this option, you can insert
a given value to a given column. To complete the other columns of the same row,
you should use the "Update" option from the "Select" list. Columns in the table
that are not assigned any value are set to their default value or NULL.

To insert data into a table, choose "Insert" from the "Select" list and select the
table you want to add the data to. From the "Column Name" list, choose the
column you want to add a value to. Enter the value into the "Column Value"
textbox and click the "Build SQL Query" button. After reviewing the SQL Query,
click the "Run SQL Query" button to complete the operation. The result of the
operation will appear at the bottom of the page.

Updating data within a table

This option allows you to alter data within a table. It is used to change actual data
within a table. After creating a row using the "Insert" option and inserting a given

value to a given column, you should use this option to populate the other fields of
the same row.

To update a row in the table, choose "Update” from the "Select" list and select
the table you want to update. From the "Column Name" list, choose the column
you want to add a value to. Enter the value into the "Column Value" textbox.

You should use "Where clause" in order to enter data into a specific row in a
table by specifying a value that must be matched by the column in question.

In the "optional where" panel, choose the column name from the "Column Name"
list. Select "equal” or "like" from the drop-down menu and enter the matching
value in the "Column Value" textbox.

Click the "Build SQL Query" button. After reviewing the SQL Query click the "Run
SQL Query" button to complete the operation. The result of operation will appear
at the bottom of the page.

Selecting data from the database

This option allows you to retrieve data from database tables.

To retrieve data from a database, choose the "Select " option from the "Select"
list. Select the table you want to retrieve data from. Now you have three option to
choose from :

1. Todisplay all columns from the table, click the "All Columns" checkbox.
After reviewing the SQL Query, click the "Run SQL Query" button to
complete the operation. The result of the query will be displayed at the
bottom of the page.
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2. Todisplay an individual column, choose the column you want to display
from the "Individual Column Name" list. Ensure that option 1, "All
Columns" is not highlighted. Click the "Build SQL Query" button. After
reviewing the SQL Query click the "Run SQL Query" to complete the
operation. The result of the query will be displayed at the bottom of the
page.

3. Todisplay data from the database using the aggregate functions, select
your desired aggregate function from the "aggregate function” list. Choose
the column from the "Column Name" list. Ensure that option 1, "All
Columns" or option 2, Individual Column™ are not highlighted. Click the
"Build SQL Query" button. After reviewing the SQL Query click the "Run
SQL Query" to complete the operation. The result of the query will be
displayed at the bottom of the page.

You can use "Where clause” in order to pick out specific rows in a table by
specifying a value that must be matched by the column in question. You should
combine this by any one of the above options.

In the "optional where" panel, choose the column name from the "Column Name"
list. Select "equal” or "like" from the drop-down menu and enter the matching
value in the "Column Value" textbox.

Click the “Back” button to return to the query building page after you have
generated a result set.

90



Display information about the database

Display information about columns

This option allows you to display information about the columns within a table.
Choose "Show" from the "Select" list and select "Fields" from the next list.
Highlight "from", the list of tables within the database will be displayed. Select a
table and click the "Run SQL Query" button to complete the operation. The
complete information about the columns will be displayed at the bottom of the

page.

Display information about table indexes

This option allows you to get information about indexes on a table. This is
synonymous to the "Show Keys" option.

Choose "Show" from the "Select" list and select "Index" from the next list.
Highlight "from", the list of tables within the database will be displayed. Select a
table and click the "Run SQL Query" button to complete the operation. The
complete information about the table indexes will be displayed at the bottom of
the page.

Display information about table keys

This option allows you to get information about indexes on a table. This is
synonymous to the "Show Index" option.

Choose "Show" from the "Select" list and select "Keys" from the next list.
Highlight "from", the list of tables within the database will be displayed. Select a
table and click the "Run SQL Query" button to complete the operation. The
complete information about the table indexes will be displayed at the bottom of
the page.

Display the list of tables in a database

This option allows you to display a list of tables within a data base.

Choose "Show" from the "Select" list and select "Tables" from the next list. Click
the "Run SQL Query" button to complete the operation. A list of tables will be
displayed at the bottom of the page.
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Setting up a SSL Certificate

Introduction to SSL Manager

To access the SSL Manager, select “Security” from the main menu, and select
“SSL Manager” from the Security menu.
The SSL Manager allows you to use our generic SSL certificate or set up your
private SSL certificate on your domain without having to contact our support staff.
From the SSL Manager main page you have two choices:

* Use generic SSL Certificate (free)

* Generate a Certificate Signing Request (CSR)

Setting up a Generic SSL Certificate

The SSL Manager allows you to set up our generic SSL certificate on your
domain

To set up the SSL certificate, select the "Use generic SSL Certificate (free) "
radio button from the "SSL Manager" page and click the "Next" button . You will
be prompted to confirm installation. Click the "Next" button to complete the
operation. This will set up our generic SSL certificate on your domain. The result
of operation will be displayed on the "SSL Manager" page. The result includes
the name of the directories you have to use for secure content and a link to your
secure site. The two directories are called "secure" and "secure-cgi-bin". Your
secure content can be accessed at:

https://www.securewebexchange.com/your domai n/
Click the "Finish" button to exit SSL Manager.

Securewebexchange.com

The domain www.securewebexchange.com is a browser's access point to your
secure content. The secure and secure-cgi-bin directories are used to store your
secure content and are accessible via FTP and the WebsiteOS File Manager. As
these directories exist outside of your public directory, they cannot be directly
accessed by a web browser. As noted in the above paragraph, the
securewebexchange.com domain is used by a browser to view your secure
content.

Implementation examples

These examples use a fictitious domain called "bobscars.com™ and assume that
the SSL Manager has been run to set up the domain on securewebexchange.

To view a secure order form called "order.html", the order.html file is uploaded to
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the bobscars.com "secure" directory. Users of the form will access it via the
securewebexchange.com domain at:

https://www.securewebexchange.com/bobscars.com/order.html.

To use a secure CGI called "process.cgi" to process the order form, the
process.cqi file is uploaded to the bobscars.com secure-cgi-bin directory. Within
the "order.html" page, the CGl is called from the form tag:

<form action="https://www.securewebexchange.com/bobscars.com/cgi-
bin/process.cgi” method="post" >

Please note that you do not have File Manager or FTP access to the
securewebexchange.com domain. All secure content changes MUST be done
via your domain's secure and secure-cgi-bin directories.

Repairing the secure directories

If you delete the secure directory, the secure site will not be accessible. You will
need to re-install the SSL certificate in order to access your secure site again. If
you delete your secure-cgi-bin directory, you can view your secure site but need
to reinstall the SSL certificate in order to re-create the secure-cgi-bin directory
and have it linked to the secure site. In the event that you delete one of these
directories unintentionally, you can contact us in order to restore the files inside
the directories.

Setting up a Private SSL Certificate

The SSL Manager allows you to set up a Private SSL Certificate.

Generating the SSL key and certificate

The first step in setting up your private SSL certificate is to generate a key and
Certificate Request (CSR) using the SSL Manager. Select the "Generate a
Certificate Signing Request (CSR)" radio button from the SSL Manager page and
click the "Next" button. A form will be displayed that allows you to enter the
required information for generating the key and CSR.

Fill out the form and click the "Next" button. The information you entered will be
displayed. Click the "Back" button if you want to make any changes to this
information. If the information you entered is correct, click the "Next" button. A
CSR and key will be created and your CSR will be displayed. This is your self-
signed certificate and you can use it as a temporary certificate while you are
waiting for a real certificate. Click the "Next" button to set up the CSR on our
servers. The result of operation and the name of your certificate file will be
displayed. Click the "Finish" button to exit the SSL Manager.

Click the "Cancel" button anytime during the process to exit SSL Manager
without saving the changes made during that step.
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Purchasing the Certificate

To purchase the certificate, email it to a Certificate Authority along with your
"Proof of Organizational Name" and "Proof of right to use Domain Name".

The "Proof of Organizational Name" in most cases is a copy of your company
registration documents or certificate of incorporation. The "Proof of the right to
use Domain Name" in most cases is a printout of your whois information. There
are exceptions to both proofs. Contact your Certificate Authority for their exact
specifications before sending any documents.

The Certificate Authority may ask you about the server type your certificate will
be installed on. Our server type is "apache with mod_SSL"

To purchase the certificate at a later time, log into the "SSL Manager". Select the
"View your Certificate Signing Request (CSR)" radio button and click the "Next"
button. The CSR will be displayed. Copy the certificate and send it to the
Certificate Authority along with documents described above.

The following is a list of some Certificate Authorities for your reference:
http://www.verisign.com

http://mwww.thawte.com

http://www.equifaxsecure.com

http:/Amww.entrust.net

Ntrust

Uploading your purchased certificate
The last step of creating a secure site is to upload the certificate you receive from
your Certificate Authority.

After receiving your certificate from your Certificate Authority, you need to upload
it to our servers in order for us to set up your secure site.

To upload your certificate, select the "Upload your certificate " radio button and
click the "Next" button. A form will be displayed. Paste the body of certificate in
the text area. Click the "Next" button to complete the operation. The result of
operation will be displayed. Click the "Finish" button to exit SSL Manager. Your
certificate will be set up the next business day.

Click "Cancel" to cancel the upload and exit the SSL Manager.

Checking your secure site

SSL Manager allows you to verify if your certificate has been set up.

To verify that your certificate has been set up, select the "Secure site status"
radio button and click the "Next" button. The status of your secure site as well as
a link to your secure website will be displayed.

Click the "Back" return to the SSL Manager main page.
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Creating a Website Wizard website

Introduction to Website Wizard

To access the Website Wizard application, select “Site Builders” from the main
menu, and select “Website Wizard” from the Site Builders menu.

The Website Wizard is a robust tool that allows you to quickly create a
professional looking website with no knowledge of HTML. Your website can
have up to nine pages and can be customized to meet your needs.

The seven steps in the Website Wizard are described below. After you have
used Website Wizard, you can use the menu on the left to go directly to the step
you would like to edit.

Welcome — Introduction to Website Wizard, edit your website or create a new
one

Designs — Choose a design for your website

Personalize — Enter contact information, slogans etc.

Buttons* — Choose the number of buttons, labels and characteristics
Pages* — Choose the content of each page and upload images
Preview — Preview your site before it is published

Finish — View your published website

* These steps are not included if you are building a single page website.

WARNING: When you publish your website, the Website Wizard will rewrite your
index.html page if you already have one, and it will create several files and a new
directory in your public directory. Be sure to backup important files before using

Website Wizard.

When you are using this application, click “Back” to return to the last step, “Next”
to continue to the next step and “Cancel” to leave the Website Wizard. If you
have trouble moving to the next step, you may have forgotten to enter an
important piece of information.

Browser compatibility with Website Wizard

Website Wizard contains advanced functionality that may not be compatible with
older web browsers. We suggest the latest versions of either Microsoft Internet
Explorer or Netscape.
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Importing a Business Card website into Website
Wizard

If you have already used the Business Card application to build a website, your
website will be imported into Website Wizard automatically. All of your content
will be saved and available for editing. You may need to select a new template.

Selecting a website design

The design template you choose will determine the colors and the overall look
and feel of your website. The same Website Wizard page may look very different
depending on the template you select.

Two design templates used for the same Website Wizard Page
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1 - View the templates

View your Website Wizard design choices by scrolling through the designs on the
right. If you do not like the designs that are displayed and you are building a
multi-page site, use the “Select Category” drop-down menu to view a different
category with more design choices.

2 — Select adesign

Click on one of the designs to select it. The design you have selected will be
displayed in the middle of the window.

Personalizing your site

The “Personalize” step of Website Wizard allows you to enter specific information
for your website. Fields that are marked with an asterisk are required fields. You
will not be able to continue to the next step if these fields are left blank.

Your name, company name, slogan, etc. will be displayed on your site in various
places depending on the design you choose.

Your email address will be used to address an email to you if you create a button
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on your site that automatically sends you an email.

The keywords and description you enter can increase the probability of
appearing in search engine results. The information in these fields will not be
visible on your site, but it will be stored in a hidden part of your website that
search engines check for information. Enter your keywords in a comma
separated list, and include words that apply to your website. The description of
your website should be short and descriptive. It will be displayed if a search
engine lists your site.

Example:
Keywords - books, reading, read, library, list, children, kids, 10, ten
Description — A reading list for ten-year-old children.

Setting up your buttons

Buttons provide links to pages within your website or to other sites on the
Internet. A logical set of buttons will make it much easier for people to find
information on your site. In most of the Website Wizard templates, buttons will
appear on the left side of your website or along the top of your website. The
design you choose will determine the general appearance of your buttons.
Button setup allows you to decide how many buttons your Website Wizard site
will have, what they will say and what will happen when they are clicked.

First, select the number of buttons you want on your website from the drop-down
menu labeled “How many buttons would you like?” Then enter the appropriate
information for each of your buttons.

Button text: This text will be displayed on your button. Long button labels may be
truncated if they do not fit into the amount of space available, so be sure to
inspect your buttons when you preview your pages later.

Link to: This is where the button will take you if it is clicked. There are several
page types, which are described below. You should not enter an Internet
address (URL) under the “Link to” field unless you are linking to an external site.
Home Page — Most people configure the first button to link to their home page. A
button that links to your home page will take you back to your home page (also
known as your index page), which is automatically opened when someone goes
to your domain via a browser. Be sure that the “Link opens in” field is set to
“Default frame” if you want your home page to include your design template
when this button is selected. You will be able to add the content of this page in
the next step.

A custom page built with Website Wizard — Select this option if you want a button
to take you to a Website Wizard page that includes your design template. If you
select this option, you will be able to enter content for the page in the next step.



Send me an email - Select this option if you want a button to create a mailto: link.
This will open an email message addressed to you. Website Wizard will use the
email address you entered when you personalized your website.

Link to an external site - Select this option and enter an Internet address (URL) if
you want the button to open a page on the Internet outside of your website. Itis
usually best to have the “Link opens in” field set to “New window” or “Entire
window” if your button links to another website. If the external site is opened into
“Default frame,” it will appear inside of your design template.

An external site opening An external site opening
inside a Website Wizard  in the "Entire window" or
"Default frame" a "New window"

Link opens in: This is where the information will be displayed if the button is
clicked.

When a button on your website is clicked, a variety of things can happen. The
“Link opens in” menu determines where the information associated with the
button will be displayed. You can choose to display the information in the default
frame, the entire window or a new browser window.

Default frame —When someone clicks on the button, they will still be able to see
the design template that you chose in step three. The content of the page will be
displayed inside of the design.

Entire window — When someone clicks on the button, the content of the page will
be displayed without the design template. In order to view the buttons and the
header of your Website Wizard site, they will have to use the ‘Back’ button on
their browser.

New window — When someone clicks on the button, an additional browser
window will open, and it will display the page without the design template. The
Website Wizard window will still be open.
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A Website Wizard page A Website Wizard page opening in the
opening in the "Default "Entire window" or a"New window"
frame"
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Adding or removing alogo

To add a logo to a single page Website Wizard site, go to the Preview step. Click
the “Browse...” button to search for the image you would like to use. Select the
appropriate file, and click “Open.” Click the “Upload Logo” button to add the logo
to your website. A thumbnail version of the image will be displayed.

To remove the logo, click the “No Logo” button. No logo will appear on your
website.

Editing the content of a single page site

Single page Website Wizard websites can contain up to six content lines. To edit
this content, select the appropriate content line from the drop-down menu, and
enter the desired content in the text box. If you would like to preserve line breaks
in the content, check the “Preserve line breaks” check box.

Repeat this for as many content lines as you would like to include.

Editing layout and content

The layout and content of your pages will determine what information is available
on your website and how it is formatted. There are several aspects of layout and
content that should be considered for each page of your Website Wizard multi-
page website.

1 - Select a page to edit

To work with the layout and content of a page, select it from the “Page” menu at
the top left of the Website Wizard window.

If you cannot select a page, click “Back” to check your button settings for that
button. You may not have linked the button to a custom page built with Website
Wizard. The button may send you an email or link to an external link instead.
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2 - Select a layout for a page

The layout choices are displayed at the top right of the Website Wizard window.
There is a blue box around the layout that is currently selected. Select the layout
that you would like to use for the page by clicking on it.

The number of content zones in your chosen layout will determine the number of
content zones that you can fill with text or images.

3 —Select azone to edit

Click on a zone to edit the information that will be displayed there. Empty zones
are marked with an arrow. The zone you are currently editing is outlined in red.

4 - Enter Text, HTML, or an image in a zone

Text/ HTML

To enter text or HTML into a zone, select the content zone in your layout that you
want to work on, and select the “Text” tab. Enter your text in the text box. You

can format your text using the “Font,” “Size,” “Color” and “Align” menus. Any
formatting that you choose for the text will be applied to the entire zone. You may
wish to learn a few HTML tags in order to format your text in other ways, but be
sure to edit your code carefully. To insert a line break into your text, use the
following tag: <br>

Images

To insert an image in a zone, select the content zone that you want to edit, and
select the “Image” tab. Select an image from the “Select image...” drop-down
menu. A thumbnail version of the image will be displayed, and the image’s
dimensions will be displayed.

Height: To change the image’s height on your page, enter the new dimension.
Width: To change the image’s width on your page, enter the new dimension.
Alt. Text: Enter the text that you would like to be displayed if your image cannot
be displayed for any reason.

Align: Select “Left,” “Right” or “Center.” This is where your image will be aligned
within its zone.

Uploading a new image to your site

Click the “Browse” button to search for an image on your computer to upload to
your website. When you have located the image file (.gif, .jpg or .png format),
highlight it and click “Open.” You should see the name of the file in the upload
window. Click “Upload” to add the image to your image list. This image will
automatically be selected for the zone you are currently editing.

Finding images for your library

Several websites that allow you to use royalty-free images for personal use are:
http://www.photoessentials.com/k/

http://Awww.animfactory.com/
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http://www.freeimages.co.uk/
http://Aww.clipart.com/
http://htmlgoodies.earthweb.com/freeimages/
http://www.freegraphics.com/

Click “Apply” to save the content for the zone.

5—Click the “Preview Page” button

When you click the “Preview Page” button, a new window will open with the page
you are currently working on. Previewing your page allows you to verify that your
layout and content meet your expectations. You should continue to edit your
zones until the page looks the way you intended it to.

6 — Repeat steps 3-5 for each zone

HTML tags

The meanings of some common HTML tags are shown below:

<HTML>

This tag tells the browser this file is an HTML document.

</HTML>

End of the HTML document.

Note: Approximately 99% of all HTML tags need to be added in pairs. Notice that
a <HTML> tag is located at the very beginning and the very end of the document.
There are only a handful of tags that do not need this "pair” structure.

<HEAD>

Beginning of the header.

The header can contain other additional material that is not to be displayed on
the page. These can be comments and meta-tags provide information to
browsers and search spiders about the document.

</HEAD>

End of the header.

<TITLE>

This indicates the start of your page title, which is displayed in your browser's title
bar.

</TITLE>

End of the title

<BODY BGCOLOR="FFFFFF">

Tells the browser that the body of the document starts here, and that the
background is white. For a list of hexadecimal colors, go to:
http:/Mmww.lynda.com/hexh.html.

</BODY>

End of the body.

<CENTER> Centers the alignment of whatever is between this tag and
</CENTER>
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<IMG SRC="clouds.jpg" ALIGN="BOTTOM">

This tag inserts an image called "clouds.jpg" and aligns it with the bottom of any
nearby text. Alignment options include "Middle," "Left" and "Right".

<BR> A line break indicates that the line should end here.

<a href="http://lothercompany.com">Link Name</a>

This links the text "Link Name" to the URL in quotes (http://amazon.com). If you
click on the words "Link Name" in the browser, it will open the page at the URL.
<a
href="mailto:support@yourcompany.com">support@yourcompany.com</a>
This opens a browser's email client when people click on the text between the
tags, so people can send you an email from your webpage. The "TO:" field will
contain the address specified in the first tag.

<HR> This inserts a Horizontal Rule, which is a horizontal line.

<H1>This is a Header</H1>

Headers can be created using tags <H1> through <H6>.

<H1> is the largest header.

<H3>This is a Medium Header</H3>

<P> This starts a new paragraph.

</P> This ends the paragraph.

<B> Text between these tags will be bold text. </B>

<I> Text between these tags will be italicized. </I>

Example of a simple HTML page

Hypertext Markup Language (HTML) is the most common language used to
create documents on the World Wide Web. HTML uses hundreds of different
tags to define a layout for web pages. Most tags require an opening <tag> and a
closing </tag>.

Example: <b>0On a webpage, this sentence would be in bold print.</b>

Below is an example of a very simple page:
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This is the code used to make the page:
<HTML>

<HEAD>

<TITLE>Your Title Here</TITLE>
</HEAD>

<BODY BGCOLOR="FFFFFF">
<CENTER><IMG SRC="clouds.jpg" ALIGN="BOTTOM"> </CENTER>
<HR>

<a href="http://somegreatsite.com">Link Name</a>

is a link to another nifty site

<H1>This is a Header</H1>

<H2>This is a Medium Header</H2>

Send me mail at <a href="mailto:support@yourcompany.com">
support@yourcompany.com</a>.

<P> This is a new paragraph!

<P> <B>This is a new paragraph!</B>

<BR> <B><I>This is a new sentence without a paragraph break, in bold
italics.</I></B>

<HR>

</BODY>

</HTML>

o
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Previewing a Website Wizard site

Before you publish a Website Wizard website, click the “Preview Site” button to
review your website. A new window will open with your website. This is exactly
what your site will look like if you publish it on the Internet. You should continue
to edit your site until you are happy with its appearance.

Publishing a Website Wizard site

To publish a Website Wizard site, go to the last step of the Website Wizard. If
you would like to save your settings and publish your site, make sure both
checkboxes are checked and click the “Finish” button. Your new website will be
published on your domain. Your settings will be saved so that you can make
changes later.

If you are not ready to publish your Website Wizard website, but you would like to
save your work, check “Save current session” but do not check “Publish my site.”
Click the “Finish” button. Your settings will be saved so that you can make
changes later, but nothing will be visible on the Internet.

To publish a new Website Wizard website without saving your new settings,
check “Publish my site” but do not check “Save current session.” Click the
“Finish” button. Your new settings will not be saved, but they will be visible on the
Internet.

If you recently registered your domain name, your website may not be
immediately visible on the Internet. It may take 24-48 hours for DNS to
propagate. During this time you will not be able to view your Website Wizard site
using the link provided on this page. However, you can access your site before
DNS propagation using:

http://www.previewmysite.com/your domai n

For example you can view a domain called "mycar.com" at:
http://www.previewmysite.com/mycar.com

Editing a Website Wizard site

Editing within Website Wizard

If you have created a Website Wizard website, all of your settings are saved for
you. Open the Website Wizard. Select, “Edit my website,” and go to the step you
would like to edit. Most changes will not influence anything else on your website.

Editing outside of Website Wizard

If you are an advanced user or are interested in learning more about HTML, you
can use the File Manager to edit the pages created by Website Wizard. If you
change the HTML generated by Website Wizard, you may break some aspects
of your site.
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You can repair this damage by going through the Website Wizard steps again.
This will overwrite any changes that you made to the pages. If there are changes
you would like to save, be sure to make backup copies of the files.

Publishing your site after editing

To publish a Website Wizard site after editing, go to the last step of the Website
Wizard. Click the "Finish" button. Your new website will be published on your
domain.

If your browser displays an old version of your website after you publish the new
one, you must clear your browser's cache. This will force the browser to load the
page from the server.

How to clear the cache in Netscape

1 -Open Netscape

2 - Click the "Edit" menu bar

3 - Choose "Preferences"

4 -Click on the sign next to the "Advanced" category and choose "Cache"

5 - Click "Clear Memory Cache" and then click "OK"

6 - Click "Clear Disk Cache" and then click "OK"

7 - Click "OK"

Netscape has two different caches, and it is important to clear both. The memory
cache is less permanent than the disk cache.

How to clear the cache in Internet Explorer

1 - Click the "Tools" menu bar

2 - Choose "Internet Options™

3 - On the "General" tab, click "Clear History"

4 - When it asks "Delete all items in your History folder?", click "OK"
5 - Click "OK"

Creating a new website

To begin using the Website Wizard, select the type of website you would like to
create. You may choose a “Single page site” or a “Multi-page site.” You can
create a single page website initially and convert it to a multi-page site later.

If you have already created a website using Website Wizard, you can either edit
your existing website or start over to create an entirely new site. To create a new
site, choose one of the following options:

* Create a new website. Overwrite my current website when | publish the
new one.
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This option will clear any information that has been entered into the Website
Wizard, but it will not change a website that has already been published on

the Internet. The existing website will be replaced when you publish your
new one.

* Create a new website. Delete my current website now and set up a default
"Under Construction” page. (All site content will be permanently deleted.)
This option will delete the current website and clear all of the information in
the Website Wizard. An “Under Construction” page will replace your website
until you publish your new site.
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Pointing your domain

Introduction to Domain Pointing

To access the Domain Manager, select “Website Management” from the main
menu, and select “Domain Manager” from the Website Management menu.
Domain Pointing allows you to point your domain at another URL and redirect
emalil sent to your domain to a catch-all email address. This function is available
only to owners of the "Domain Pointing Package".

Pointing your domain

To point your domain, enter the new URL in the "Point your Website at this URL"
textbox. If you want the "pointed” URL to appear in the browser's
Address/Location bar, check the "Show pointed URL in Address/Location Bar"
check box. Click the "Next" button to complete the operation. The results of the
operation will be displayed at the bottom of the page.

Changing the pointed at domain

To change the "pointed at" URL, enter the new URL in the "Point your Website
at this URL" textbox. If you want the "pointed" URL to appear in the browser's
Address/Location bar, check the "Show pointed URL in Address/Location Bar"
check box. Click the next button to complete the operation. The results of the
operation will be displayed at the bottom of the page.

If you attempt to use the new "pointed at" URL and your browser displays the
previous "pointed at" URL, this is due to the fact that browsers cache URLSs. If
this happens, ensure that your browser downloads a fresh copy of the page by
clicking the browser's "Refresh" (Reload in the case of Netscape) button.

Retaining the pointed URL

To retain the pointed URL, click the "Show pointed URL in Address/Location Bar"
check box. If you select this option, your pointed domain's URL will appear in the
browser's Address bar after being pointed. If you do not select this option your
domain will be re-directed to the "pointed at" URL. The "pointed at" URL will
appear in the browser's Address bar after being pointed.

Removing domain pointing

To remove domain pointing, leave the "Point your Website at this URL" textbox
blank and click the "Next" button to complete the operation. The results of the
operation will be displayed at the bottom of the page.
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Tracking hits to your pointed domain

To keep track of hits to your pointed domain, point your domain to a default page
in the "pointed at" domain. This default page must contain a "Meta" tag with the
"http-equiv" attribute set to "refresh” and the URL set to your "pointed at" home

page.

This forces the page to reload the "pointed at" home page and as a result, hits to
your "pointed" domain will be counted and included in WebStats reports.

Example:

If you want to point a domain called mycar.com at the domain yourcar.com, in
order to keep track of hits to mycar.com, you should point your domain at a
default page in yourcar.com (e.g. yourcar.com/default.html) and this page
(default.ntml) should include the following "Meta" tag:

<head>

< neta http-equiv="refresh"
content="0; url =http://ww. yourcar.cont>
</ head>

All hits to the page default.html will indicate a hit on the pointed domain
(mycar.com).

Forwarding your email

This option allows you to redirect email sent to your pointed domain to a catch-all
email address.

Creating a catch-all email address

Enter an existing email address in the "Forward all Email to this address" textbox
and click the "Next" button. The results of the operation will be displayed in a
panel on the "Domain Pointing" page.

Changing a catch-all email address

To change a catch-all email address, enter another existing address in the
"Forward all Email to this address" textbox and click the "Next" button. The
results of the operation will be displayed in a panel on the "Domain Pointing"
page.

Removing a catch-all email address

To remove a catch-all email address, clear the "Forward all Email to this
address" textbox and click the "Next" button. The results of the operation will be
displayed in a panel on the "Domain Pointing" page.
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Manage multiple domains using VM Server

Introduction to the VMS Manager

To access the VMS Manager, select “Website Management” from the main
menu, and select “VMS Manager” from the Website Management menu.
This WebsiteOS function is only available to owners of Virtual Managed Server
package. The VM Server allows you to manage multiple domains from a central
WebsiteOS login. After logging in using one of domains and the root password,
you will have full WebsiteOS access and you can switch between the domains
within the package. To access the VMS Manager, log into the WebsiteOS using
one of domains and your root password. Click the VMS Manager from the
WebsiteOS main menu. The "Virtual Managed Server" page will be displayed
and it allows you to perform the following operations:

* Change your working domain

* Manage your domains’ email accounts

* Change your domains’ passwords and set a new root password

* Add new domains

* Configure your WebsiteOS applications per domain

Changing your working domain

The VMS Manager allows you to switch between your domains without logging
out of WebsiteOS. The only time you need to switch to a new domain is when

you want to make changes to the new domain’s WebsiteOS application set. To
switch to a different domain, click the "Domain” tab. Choose the domain you want
to switch to from the drop-down list and click the "Switch to" button to complete
the operation.

Managing email accounts

The “Mailboxes” tab allows you to set the number of mailboxes allocated to each
of your accounts and view the number of total mailboxes allocated and floater
accounts used. You can also view the total number of allocated email accounts
per domain.

Each domain includes 5 email accounts. The Virtual Managed Server package
comes with 150 “floater” email accounts. The floater accounts can be distributed
among the domains as required. All domains must have a minimum of 5 email
accounts. Blocks of additional email accounts can be purchased. Please contact
your sales representative for further information.

To configure the email accounts for a domain, click the "Mailboxes" tab. Choose
your desired domain from the list on the left. Enter the number of email in the
"Mailboxes" textbox and click the "Set" button to complete the operation.
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Changing domain and root passwords

This option allows you to view and change a domain’s WebsiteOS password.
You can also change the root password using this option. Click on the
"Passwords" tab from the VMS Manager Main page.

Note that a domain password only can be changed through VMS Manager
central login. Individual accounts included in your package do not have the option
of changing their password.

Changing adomain's password

Select the domain you want to change from the list. The current password will
appear in the "Domain Password" textbox. Enter the new password in the
"Domain Password" textbox and click the "Update Password" button to complete
the operation.

Changing root password

To change the root password, enter the old password in the "Current Root
Password" textbox. Enter the new password in the "New Root Password" and
"Confirm Root Password" textboxes. Confirming the new password ensures that
the text is entered correctly. Click the "Update Root Password" to complete the
operation. The result of operation will be displayed and you will be prompted to
log in with the new root password.

Adding new domains

VMS Manager allows you to add new domains to your Virtual Managed Server
package. The number of domains you can add is limited to the maximum number
of domains allowed for your specific package. If you require more domains, you
must upgrade your package. Please contact your sales representative if you
need further information about upgrading.

To add a new parked or hosted domain, click the “Add domain” tab and the add
domain page will be displayed. Enter the domain you want to add in the “Domain
to add” textbox and enter the domain’s password in the “Password of domain”
textbox. Click the “Add Domain” button to complete the operation. The result of
operation will be displayed on the page.

Configuring domain WebsiteOS functions

This option allows you to set WebsiteOS functions for your domains. This option
gives you control over what WebsiteOS functions are included with a specific
domain. In order to change the WebsiteOS application set for a domain you need
to switch to that domain first. Click the "Apps" tab and set the WebsiteOS
functions for the domain as desired and click the "Save Changes" button to
complete the operation.
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Feedback form

Submitting your feedback

Using WebsiteOS Feedback function, you can send us feedback about
WebsiteOS. To access the feedback form, click the "feedback” link from within
any WebsiteOS application.

The "WebsiteOS Feedback" page has three options:

Comment : Select this option to send us your comments. Click the "Next" button
after selecting the "Comment" radio button and the feedback form will be
displayed. Check the contact checkbox if you want to be contacted about your
comment and enter your comment in the text area. Click the "Submit Feedback"
to submit the form.

Function Suggestion: Select this option to send us your suggestions about
WebsiteOS functions. Click the "Function Suggestion" radio button and the
feedback form will be displayed. Check the contact checkbox if you want to be
contacted about your suggestion and enter the details in the text area. Click the
"Submit Feedback" to submit the form.

Problem: Select this option to submit a problem you are experiencing with
WebsiteOS. Click the "Problem" radio button and the feedback form will be
displayed. Describe your problem by answering the questions on the feedback
form.

Problem Question definitions

1 - Tell us how often you use the function which caused the problem by selecting
an option from the drop-down menu.

2 - Tell us how often this problem occurs by selecting an option from the drop-
down menu.

3 - Tell us about the importance of the function by selecting an option from the
drop-down menu.

4 - Check this checkbox if you have used the online help files regarding this
function prior to using the feedback form.

5 - Check this checkbox if you have contacted technical support about this
problem prior to using the feedback form.

6 - Enter a detailed description of your problem in the text area.

Click the "Submit Feedback" button to submit the form.
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