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Now, insert the website that you want to link to inside
the box entitled URL then click “OK”. If this process has
worked, the text that you originally highlighted will now
appear blue and will be underlined. If you wish to link
to an email address, select ‘Email’ from the ‘Link Type’
dropdown box.

This is the picture tool. By clicking on this icon you can insert images saved on your computer.
To do this, click on the icon to bring up the following window:

Click on the ‘Upload’ tab, browse to locate your file and
click on ‘Send it to the Server’. You'll then be taken back to
the ‘Image Info’ tab. Click ‘OK’ (ignore the text below the
image in the preview).

If you’d like to upload a YouTube Video, it’s easy to do. First, find a video on YouTube that you want
to place on your page. Then copy that video’s html code, which is found here on the right hand side
of the video clip:

Once you have copied this code, simply paste it in the basic text box and then click ‘Publish &
View’ and the video should appear on the page within a few seconds.
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Second Tab: Enquiry Form

TEXT ENQUIRY FORM META TAGS TOR IMAGE

[ pustisH | [ PusLisH & viEw | [ save wITHOUT pUBLISHING | [ REVERT To PREVIOUS |

Form Title:
Make An Enquiry Here

Enquiry Form:

Name™

Cormpany

Ernail®

Phonge

Enquiry [textarea)

Enquiry forms appear after the text, at the end of pages. The page above will end in an enquiry
form headed ‘Make An Enquiry Here’ as shown in the ‘Form Title’ field. It will have five fields
for the visitor to fill in ‘Name’, ‘Company’, ‘Email’, ‘Phone’ and ‘Enquiry’. To customise your own
form, simply write the title of the field and hit return. All fields will be single line unless followed
by (textarea) in which case a large text box will appear. All fields will be optional, unless they are
followed by an asterisks (*) as ‘Name’ and ‘Email’ fields above do. Visitor will not be able to submit
their enquiry unless they fill these fields in.

After setting up a page on your site using this text—editing tool there are several other important
steps you should take to ensure that your site gets the maximum exposure possible. One of these is
the introduction of ‘Meta Tags’ onto each page of your site.

Meta Tags are words or phrases that provide information about a given webpage and are used to
help a search engine categorize them correctly. The Meta Title is particularly important because
Search Engines, such as Google, use them as the title of their search results listings. This means that
for many visitors the Meta Title of your home page, the most likely of your pages to be listed, is likely
to be their first interaction with your company.

First of all, click on the ‘Meta Tags’ tab. You see the following:
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TEAT ENGQUIRY FORM META TAGS TOP IMAGE

Add a new tmeta tag

title: X

keywords: X

i iption:
escription X

To insert Meta Tags, simply insert text in the boxes. The title is the heading that Google will use for
your site in its listings. You'll also be able to see it the top right of a browser window. The keywords
should be common phrases that occur on the web-page that you would like Google to recognise
the page for. The description can be a summary sentence for the page.

You can add new Meta Tags or remove them using the blue cross on the right of a Meta Tag field,
but most users will want use the three given.

Fourth Tab: Top Image

TERT ENQUIRY FORM META TAGS TOP IMAGE

Your brain is amazing.

Browss...
[_UPLOAD || REMOVE | Or cancel

The remaining editor allows you to insert a large header image on any given page. The image above
shows you how this editor looks for the home page of www.showyouknow.co.uk. To add a header
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to your web page simply click on the ‘Top Image’ tab, click on the browse tab, find the picture file
on your computer and click ‘Upload’. When your file is uploaded it will be cropped so that it fits the
image placeholder. The image displayed on your site will be 765 pixels wide and 241 pixels tall. To
get the best results use a landscape image and a programme like Photoshop or GIMP to correctly
crop your image before uploading it.

To rearrange the order of pages that appear on your website go back to the ‘Modify Content’
section of the admin area. On that page you can ‘drag and drop’ pages into new positions by right-
clicking on the circles that have up and down arrows on the left of page names. You'll need to keep
the right mouse button down as you drag the page into its new position. You can also move pages
to the ‘Invisible Pages’ section. This will allow you to save and develop pages that you don’t want to
show on your website until a later date.

Regular Saving

One important thing to remember throughout the whole process of modifying your site is to regularly
publish your changes, or, if you don’t want changes to be made live yet, save without publishing.
It is particularly important to do this before leaving a page to work on a new page. If you move to
a new page before saving or publishing your changes your work will be lost and you will have to
start again.

Advanced Settings

To make more advanced modifications to your site, click on the ‘Settings’ page’ and then the
‘Advanced Settings’ link.

The first field on this page allows you to say which domains you would like your website to appear
at. By default this will be the domain you signed up with, but you can add others. Please note that

the system will automatically add both the ‘www.” and non ‘www.” addresses of your website.

The visitor tracking section allows you to copy and paste visitor tracking code on your website. Here



€% Show You Know USER MANUAL

is how to add Google Analytics, Google’s free visitor tracking software, to your site:

Google Analytics

To install Google Analytics you’ll need to register for a Google account. If you don’t have one,
visit www.google.com/accounts/ManageAccount and click on the link ‘Create an account now’. This
will take you through a process to make your regular email address into a Google account. Next,
visit www.google.com/analytics/, sign in with your Google account and go through the set-up
procedure.

Towards the end of the procedure they will give you some HTML code to copy and paste. Switch
windows to one showing your Show You Know™ admin area and paste the code into the ‘Analytics
code’ field of the Advanced Settings page. This can be found by a link at the top of the main ‘Settings’
page. Save changes to the ‘Settings’ page by clicking ‘Save’ at the bottom of the page. Back on the
window showing Google Analytics click ‘finish” on the bottom of the page. There is a box that says
‘Validate your code’. Click on this to check that you have installed the code correctly.

You are now able to track visitors on your Show You Know™ website. Simply visit www.google.
com/analytics/ and sign in with your Google Account. You will have access to all sorts of interesting
details about what visitors do on your site, where they come from and which pages they leave from.
You can see an excellent introduction video to it at:

www.youtube.com/watch?v=Hdsb_ uH2yPU&feature=PlayList&p=7A545E796C2CFA72&index=0

It will take several hours for results to show as reporting is not real time - it takes some time for
results to filter through their systems.

The two remaining sections of the ‘Advanced Settings’ page are:

The ‘Extra Styles’ field below ‘Visitor Tracking Code’ allows you to modify the CSS settings of the site.
This is for advanced users only and will require a relatively in-depth knowledge of web design.

The ‘Background Image’ field allows you to set an image that will be repeated across your website,
aligned to the top of the page, going from left to right.
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Each Show You Know site comes with a ‘Google For Your Domain’ email account. We will create a
single email address: info® your website address, and send you the password once you’ve signed.
You can then use this account to create further email addresses (Google includes a comprehensive
help section telling you how to do this).

Conclusion

We hope the above has proved to be informative guide to setting up your Show You Know™
website. If you have any comments or feedback we’d love to hear from you. You can email us at
info@showyouknow.co.uk.
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