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1. How to go to the site panel
e Open Internet explorer and go to your website (e.g.: www.companyname.com)
¢ In the address bar type ...companyname.com/cp/
e When the page loads you will get a login page as shown below

“'ou are not logged in

ﬁ' Admin Name | |
L

Passworid | |

| Log in New

-
-—
ke

2. How to login
¢ \When at the login page enter your Administrative details.

“'ou are not logged in

ﬁ[ Admin Name ladlrrin |
= = Password [sevese |
S Login Now

e To Add or change your Administrative username and password, logon to the panel
with your default password and go to the Administrators Control section.

3. Site panel section 1 - General

1. Site main page | ite main page |
e This link takes you to your website (e.g.: www.companyname.com)
2. Panel main page |Panel mainpage |

e This link takes you to your website site panel Homepage.
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3. Site Setting Site Setting

e This section has all your contact details and information about your website.
Fill in the details appropriately

Site Name

Site URL {Address)
Site E-mail

The Marquee

The Footer

Change the bannei Browse.. | the current banner

Contact Information

e Site name: This is the website name which will appear on the title of your
explorer. (e.g.: Explore Bahrain Computer Systems)

e Site URL: This is the website Address which defines your site.
(e.g.: http://www.explorebahrain.com)

e Site Email: This is the company website email
(e.g.: info@explorebahrain.com)

e The Marquee: This is a moving text, usually a slogan or catchy phrase.

e The Footer: This is the text that is placed at the bottom of your website.

e Change the banner: This is a feature where you can change your website’s
banner. Formats accepted are: jpeg, gif, & swf.

¢ You can check the present banner by clicking “the current banner”

e Contact information: Add your contact details here. Whatever contact details
you write here will be shown on the contact page.

e When done click on “update”
¢ You get a confirmation message. That the setting is updated.
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4. Check you mail Check your mail

e This is made available for you to check you emails
e Login with your username and password

Username
Passworil
MAILBOX

¢ You will now login to your email account on your website

4. Site panel section 2 - Administrators
1. Add |y |

This page lets you add an administrator to your account, to administer the site
panel.

Admin Name
Admin Password

Admin E-mail

e Admin name: Name of the administrator
e Admin password: Appropriate password for security
e  Admin email: the email of the Administrator

e When you fill in the details click on submit.
e You get a confirmation message. That the information is added.
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2. Control
e This page lets you control the administrator
N} User narme Edit Dielete
3 amesnoy Edit Dielete
P adrnir Edit Dielete

Edit

This lets you edit the details of the administrator
User Name ladmin
E-Mail admin@hotmail.com
Passwori 193455

Change the details as necessary

When finished editing click “edit”
You get a confirmation message. That the information is edited.

Delete
This lets you the delete an administrator.

admin

admin@hotrmail corm

Are you sure you want to delete this admin?
® No O Yes

Select the agreeable options and click “ok”
You get a confirmation message. That the information is deleted.
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5 Site panel section 3 - Pages

1. Add |Add 4 page |
e This page lets you add a page to your website, to be viewed by your
customers.

Ehnusg I:_l:n_ll:u_r_ J ‘Faont Size:: |__E Fl:unt Type |ﬁ
%%_@X%%Lﬁlwwnf |

u = ,.
LAF=bEHIBOOXED2O09 |

-@Welmme o B

000 0E000aEoE0|
Ldledle Ja =g Jo JT s R )]
AROnonoononnonn

BB ODeERGnOOnnD

Page name:™* [ ‘
Text:* |

a
a
L]

The order:* | ENumbers oty
Itis an index:* O Yes @& Mo { /f you check yes it will be your index page )

e Name your page and enter you text.

e Use the formatting toolbar to format your text.

e To define the page order, please write the appropriate page number in the box
labeled “The order”

e |f the page you are creating is a home page, select “yes”.

e When finished click “Submit”

e You get a confirmation message that the page is created.
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Control the pages

2. Control the page
e This page allows you to edit and control the pages you have created.

1D Fage name images Edit | Delete
3 Hame add  [Hewalle ol
()]
4 Serices T e I
]
5 New page 1 add |22 Al e Dalete
pag Eanth (1] T e e
e Addimage
e This lets you add an image to the page
Name
Upload file | || Browse...

Upload

e When done naming and adding the image, click “Upload”.
e You get a confirmation message. That the image is uploaded.

e View image
e This lets you add an image to the page
Image name + its link Edit | Deletea
test image Edit | Delete

e (Click the appropriate image name to see its details

e Editimage
e |f uwant to edit the name or the picture click “edit”
Current image
Name testimage
Change the file | || Browse...
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When finished editing click “edit”
You get a confirmation message that the image is edited.

Delete image
If you want to delete the image click “delete”

Current tnage

Are you sure you want to delete this?
® Mo O Yes

Select the agreeable option & click “ok”
e You get a confirmation message that the image is deleted.

Control Pages Menu

e Edit a page
e This lets you edit page details

|
|

Tlfhcu:-se_E-D_Icrl_d:l.'_'i:“u;té-ize M "Fl:lﬂt-Tj,'pE"
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.@-Welcnme

D000 OE0DOGEE00On
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Sopnnooooonoonao
dEBO0eeBnOnn"D

-

Page name:* H-:ume | B

Text:* | [E] [size=7] [font=Verdana] test text[/font] [/size]
|[/E]

The order:* .E ]Numbers onty

Itis an index:™ & Yes O No (I you check yes it will be your index page )

All the fields with (%) are required
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e You get a confirmation message that the page is edited.

e Delete a page

e This lets you delete a page from your website.

Page name: MNew page 1

Text: test new page

Do you want to delete this Page?

@ No O Yes

e Select the agreeable option & click “ok”.
e You get a confirmation message that the page is deleted.

3. Search for a page

e This page lets you search a page which is listed on your website

Search for g page

Search for a page

Page name

e \When u search for a page, it will list the pages containing that name.

Mailling List

6. Site panel section 3 - Mailing list
1. Show all emails

Show all E-mails

e This page allows you to all the emails of the members to your site, who have

subscribed using the registration form.

E-mail

Send mail

Edit

Delete

armeenowggmail. com

Send mail

m
=

Delete
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e Send email
e This lets you email a particular member from the list.
Message
File Attachment:
File Attachment:
File Attachment:
File Attachmernt:

e Enter a message in the message box
e Add the attachments you want to send and click “send”.
e You get a confirmation message that the message is sent.

e Edit email
e This lets you edit the email a particular member from the list.

E-Mail ameenowv@gmail.com

e Edit the email and click “Submit”.
e You get a confirmation message that the message is sent.

e Delete email
e This lets you delete the email a particular member from the list.
Delete an e-mail

E-mail address: armeenowEgrmail.com

Are you sure you want to delete this E-Mail?
® No O Yes

e Select the agreeable option & click “ok”.
e You get a confirmation message that the Email is deleted.
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2. Send email S
e This lets you email to all members from the list.
Message
File Attachment:
File Attachrmernt:
File Attachment:
File Attachrment:

e Enter a message in the message box
¢ Add the attachments you want to send and click “send”.
¢ You get a confirmation message that the message is sent to all members.

3. Search email Search

e This page lets you search an email from the list.
Search for an E-Mail

E-Mail

e When u search for an email, it will list the pages containing that search word.
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7. Site panel section 3 - Mailing list o - =
Logout
1. Logout

e When you are done using the Site panel, go to the Right hand side of your
screen and click logout.
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