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 Introduction 

Website Builder is a powerful and feature rich application that allows you to create websites 

without the need to learn the HTML language or web design skills. It comes with ready-made 

templates that can be modified with text or images, allowing you to create a website that suits 

your needs. Website Builder is offered in three packages, you can upgrade these at any time. 
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Adding Content 

Text 

Click a block of text to open the text options. 

 

  

 

 

 

Adding Text 

 

Settings Button: 

Click this to open 

the text box for 

editing. 

 
Drag Handle: Use 

this to drag the 

Text to a different 

row. 
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Delete Button: Remove the text block from your web page. 

 

Text Box: Double click to edit the content or style of this text box. 

 

Drag Boxes: Drag these to alter the size and the shape of your text box. 

 

 Note: Some software (such as Microsoft word) will add hidden formatting code to 

your text. If want to copy and paste text into your website, make sure that you 

άtŀǎǘŜ ŀǎ tƭŀƛƴ ¢ŜȄǘέΦ 
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To add new text, Drag the 

Text block widget to the 

area on your website that 

you would like to enter 

your text. 

 

 A new text box will appear 

where you dropped it, You 

can still move this text box, 

or resize it by dragging the 

edges of the box to fit your 

needs. 

 

Removing Text 

Click the text you want to remove. An 

options menu will appear above the text. 

Click the Red Cross. 

 

You will be asked to confirm you want to 

remove the text, click Confirm to delete 

your text. 

 

 

Editing Text 

Click the text you want to remove. An 

options menu will appear above the text. 

Click the cog to open the editing options.  

 

Enter your text in the box. 
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Formatting a block of Text 

 

Step 1 

Double click the text you would like to format.  

 

Step 2 

Select the text you want to re-format and choose how you would like to re-format your text. 

 

 

 Quick tip: This will show you how to change one block of text. To change the 

styles of text across your site please see Font Sets, and Font Styles. 

 

1 3 2 4 

Styles: Choose a theme style for your text. This is useful to preserve a single feel 

across your website. Our chapter on font styles will show how to edit or create new 

font styles on your website. 

 

1 
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Creating Links 

Step 1 

Double click the text box and select the text you want to turn into a link. 

Step 2 

Click the Add Link button. 

 

Formatting tool: Adjust the font, size and style of your text. 

 

Justify Text: Choose how to align your text within the text box. 

 

Lists: Turn your selected text into an ordered or unordered list (bullet points). 

 

2 

3 
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Add a link to another page on your website 

Step 3 

In the Internal drop down menu, select 

the web page you want to link to 

Step 4 

Click Save Link.  

 

 

Add a link to another location 

Step 3 

Enter the URL you want to link to in the 

address box provided. 

Step 4 

Choose if you want the target link to 

open in a new window, or in an existing 

window.  

 

GenerallyΣ ƛǘΩǎ ōŜǘǘŜǊ ǘƻ ƻǇŜƴ ŜȄǘŜǊƴŀƭ 

links in a new window so that visitors 

can remain on your site. 

Step 5 

Click Save Link. 

 

3 

4 

4 

3 
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Images 

Click an Image to open the image options. 

 

 

  

 

 

 

 

Best Practices 

Images are important on a website, however large images (in file size, rather than area) can 

slow your website down and use up your visitors data transfer quotas (if they have any). 

When you add an image to your website you should always look at reducing the file size of the 

image before you upload it.  There are two main ways of reducing an images file size: 

Replace Image: Replace 

this image with another 

you have already 

uploaded. 

 

Settings button: Click 

this where you can add 

links, alt tag, title tag, 

rollover or lightbox to an 

image. 

 

1 

6 

5 4 3 2 

Resize Image: Reset your image to its original size. 

 

Drag Handle: Drag an image to a different row. 

 

Delete button: Remove the image from your website. 

 

Drag Boxes: Drag these to alter the size and the shape of your image. 

 

1 

2 

3 

4 

5 
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¶ How large is the image? Reduce the image to the size that you need it. 

¶ What quality do you need?  A camera may take a high resolution photo, but your 

visitors will not need that level of details, and their screens may not be able to display 

that much detail. You can reduce the quality of photographs without any reduction to 

the quality of your visitors experience. 

While mŀƴȅ ǇƘƻǘƻ ŀƴŘ ƛƳŀƎŜ ŜŘƛǘƛƴƎ ǎƻŦǘǿŀǊŜ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ Řƻ ǘƘƛǎ ŦƻǊ ȅƻǳΦ LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ 

access to any existing software, there are still plenty of free alternatives (such as 

http://webresizer.com/resizer/) available online.   

 

Uploading images 

Step 1 

Click in the Media tab in the left hand 

side of the page, then click Add. 

 
 

Step 2 

Browse to the image you would like to 

add and click Open. 

 

 

 

 Important: http://webresizer.com is a third party website with no affiliation 

with Fasthosts.  

 

 

 

http://webresizer.com/resizer/
http://webresizer.com/
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Add an Image 

Once your image is 

listed, simply drag it to 

the location you want 

it on your website. 

You can move or resize 

the image  by dragging 

the edges of the box to 

fit your needs. 

 

 

 

Additional Image settings 

There are a number of additional options you can create with images. These are available 

within the image settings panel. 

Step 1 

Click on your image. 

Step 2 

Click the Image Settings cog. 
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Locking the image aspect ratio 

Locking the aspect ratio will stop your image being 

distorted if you are resizing it. To lock the aspect ratio, 

click the Padlock. 

 Shows that the aspect ratio is unlocked. The 

height and width of your image can be changed 

independently of each other. 

 

 Shows that the aspect ratio is locked. Changing 

the height of the image will affect the width of 

the image and vice versa. 

 

 

Adding image tags 

 
 

 

Adding a rollover image 

A rollover image can add movement to your site. To add a rollover image simply drag the 

image onto the rollover pane. 

Alt Tag: Enter an alternative 

description of your image. This tag is 

used by speech reading devices, and 

browsers that are unable to display 

your image. 

 

2 

1 

Title Tag: Used to give your image a title, this may be displayed in Search Engines. 

 

2 

1 
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In this example, the rollover image is lighter to the image used, but otherwise identical. You 

can test your rollover image in the preview screen. 

  

Standard Image Image Rollover 

Adding a lightbox 

A lightbox allows customers to view a high resolution image if they want, without having it 

download on your web page by default. To add a lightbox image simply drag the image onto 

the rollover pane. 
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The image you add to the lightbox should be a large, high resolution version of the image you 

are editing. You can test your lightbox in Preview Mode. 

Image Links 

 

You can add links to images within the Image settings 

panel.  

 

Step 1 

Click the Add button to open the new links tool. 

  

Add a link to another page on your website 

Step 2  

In the Internal drop down menu, select 

the web page you want to link to 

Step 3 

Click Save Link.  

 

2 

3 
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Add a link to another location 

Step 2 

Enter the URL you want to link to in the 

address box provided. 

Step 3 

Choose if you want the target link to 

open in a new window, or in an existing 

window.  

 

DŜƴŜǊŀƭƭȅΣ ƛǘΩǎ ōŜǘǘŜǊ ǘƻ ƻǇŜƴ ŜȄǘŜǊƴŀƭ 

links in a new window so that visitors 

can remain on your site. 

Step 4 

Click Save Link. 

 

 

ñNo Followò 

The no follow attribute tells search engines not to follow the links from your image when 

ranking your site. Setting the Link as No Follow shows that the link related to an unendorsed 

document, or a paid for link.  

 

Simply toggle the no follow setting on and off to change the 

attribute in your image links. 

 

 

3 

2 

4 

 Quick tip: More information of this attribute can be found at: 

http://en.wikipedia.org/wiki/Nofollow. 

 

http://en.wikipedia.org/wiki/Nofollow
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Optimizing loading speeds 

If your webpage is large and contains many images, you can improve performance by changing 

the way your images load. Asynchronous Loading has two settings. 

¶ Off: All the images on your web page will load at 

the same time. 

¶ On: Images will load as visitors try and view them 

by scrolling down the screen. 

 

 

Finding the URL of an image you have added 

From time to time you may need to find the URL of an image you have uploaded (if you want 

to link to it from another site for example).  

Step 1 

Click Media, then hover over the image you 

want the URL for. An Information icon will 

appear, click this. 

 

The image URL will be displayed, you can copy 

this link for use elsewhere. 
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Downloadable Files 

Upload a file for visitors to download 

You can upload the following file types for visitors to download on your site.  

Documents: 

'pdf', 'doc', 'docx', 'xls', 'xlsx', 'txt', 'ppt', 'pps', 'pptx',  

Media: 

'mp3', 'aac', 'ogg', 'wma', 'mp4', 'm4v', 'm4a', 'm4b', 'aiff', 'mov', 'wmv', 'flv', 'swf', 'ico'  

Archive: 

'tar', 'gz','zip' 

 

Step 1 

Click in the Media tab in the left hand 

side of the page, then click Add. 

 
 

Step 2 

Browse to the file you would like to add 

and click Open. 

 

 

 

 Note: ̧ ƻǳ ŎŀƴΩǘ ǳǇƭƻŀŘ ŀ ŦƛƭŜ ƭŀǊƎŜǊ ǘƘŀƴ нлa.Φ 
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Add a file 

To add a file to your website, simply drag it to the location you want it on your website. 

 

To update the text describing your file, click 

on the file, then select the Settings cog. 

 

 

 

 

Working with Templates  

Templates allow you to copy and edit content across several pages at once. By Default, you will 

have three templates already set up to use. These contain your Header, Logo and Footer 

information.  

 Note: When you Publish your changes, this file will be available for visitors to 

download. 
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Creating a new template 

Step 1 

Click Widgets, then click Add next to the 

Templates section title. 

 

 

Step 2 

Enter a name for your new template and 

click Create Template widget. 

 

 

 

Editing a template 

By Default, your templates are locked. To unlock them, simply double click the template.  
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You can then edit your content as you wish. Any change you make to your template will be 

reflected on other webpages that the template is used. 

Adding a template to a web page 

Step 1 

Click Widgets, then expand the templates section to find the template you want to add. 

Step 2 

Drag the template onto 

your web page.  

 

 

 

Themes - Changing the look and 

feel of your site 

Colours 

When changing colours, you will often see the colour picker. The colour picker has four main 

sections.  
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Changing all the colours in a theme 

Step 1 

Click the Website button to enter the design mode. 

 

Step 2 

Click and drag to 

select a colour. 

 

Move the slider to 

select a different 

hue. 

 

Pick a colour from 

this colour swatch if 

you want the colour 

to change whenever 

you change the 

colour swatch. 

 

2 

6 

3 

1 

4 

5 

7 

Set the colour to Transparent. 

 

Choose a custom colour. 

Enter a Hex colour value. 

 

Add your chosen colour to the 

custom colours swatch. 

 

1 

2 

3 

4 5 

6 7 
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Click Theme Colors. A drop down menu of colour 

swatches will appear. 

 

Colour swatches are groups of colours designed to 

complement each other, they are used to set the 

colours for a theme. 

 

Simply click on a swatch to preview it on your site, 

once you have chosen your swatch click anywhere 

on your web page to close the menu. 
 

Background 

Step 1 

Click the Website button to enter the design mode. 

 

Step 2 

Click Background. 

 

The background options 

will appear.  
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Changing background colour 

Set a solid colour as your 

background.  

 

 

Click on the colour chip then select 

a colour. You can either select a 

colour from the colour picker, or 

from the theme swatches. 
 

 

 

Choose a background Image 

Add an image as a background to your website.   

To change the image, simply drag your chosen image onto the Image Preview. You can then 

choose how to align it on the page and if you want the image repeated horizontally, vertically 

or both. 

Theme 
Swatches 

Colour 
picker 

Colour 
chip 

 Quick tip: If you choose a colour from the colour swatch, this will automatically 

change whenever you change the swatch in Theme Colours. 

 


































































































































































































































































