1. THE KWIKWAP MANAGEMENT PORTAL
1.1 WHAT IS COVERED

“* How to login to the Management Portal (MP).

“* The layout of the MP Screen.

“* How to navigate to the different sections of the MP.

“* What each section of the MP contains, and the functionality of these options.

1.2 INTRODUCTION
Welcome to Kwikwap —The WorldG Easiest Website Qreation Tool! Once you have

decided to use this great South African product to develop and maintain your own website,
you will get a Username and Passwofibm your consultant to log into Kwikwap, and
start creating your own website.

Point your browser to www.kwikwap.co.za. You will see the following page displayed:

KWIKWaP

® abeinet. makibived

WE OFFTR THE BEST WEBSITE DESIGN FOR THE BEST PRICE, GUARANTLEDM

ght 1n front of your #yes

iCa Used to access & WeDAR
1 www.cardinaltours,co.za
2. wWww. damelnprof.co.on

yoo call loday you probably
will hae y

Thara is no catch, so why s it so cheap? 3 www.aficanoffroad.coza
4 www owlwap.cozaidanoc
This 13 not the world's Srst webisite design soltware, but we made 100% sure 2 15 1he easiest! Because ow systam |5 50 UsHr 5 www oelsurveys.coza
fmancly. we can use normal pedple to develop your wetisde Nao longer do you have ta pay a highly skiled developer to design or 6 www kwikowap.co.zastonss
update you We talke your [angus T www.aro haaling.com
Qur monthly cost 50 (+VAT) per month AND you gat & compiets tool to manags your wabsee Your - —-"

consuitant = always a p cal away if you need halp
Qui webails Gesgn suflware has many infaligent featuies thal are sctivated of & chok of & button, ensuning thal yout websds
siie

wobuite has a umigue arxl profossional look

plwave adheres 10 the latast w

sign standards Our gasign templates are easy to undecgtand and will ensure that your

RECENT SEARCH TERMS USED

If you can lind better value for money web design anywhere, then we pledge to offer you o free website!
danie botha gosped

Pleasn fesl free 1o read our webisiie devedopmant chock ist here rrintali iabowr bare

re rossouw south aftican pumd

sutulasdhihers mots

machadodorp farms Jor safe

T T PO — | B preorpotisumitgren
Figurel The Kwikwap home page
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Now scroll down to see the bottom of the page. You will see the following displayed on

your screen:

Please feel ¥ve to ron

\

W you can lind better value for money web design anywhete, then we pledge 1o offer you a free website!

d our webdite devetopment check iint here

now !

RECENT SEARCH TERMS USED

dan= botha gospel

mobik labowt he

S FeSSOUW South alvican passt
Tulanobikers moke

Get descoverad, be seen

Manage own wobsite

WESSITE IEATURES

machadodorp farms for sake
5ol short stones sowth afric
L and | motors

Rolood List

(Welsetiupla
completelwebsite]

Ditsreut Platiorms

Bulk Maillog st & SMS systam

Inberact with your custinners

Publinh vanous media

ifordyoulfor,
R2:500.

Unlimitell number of pages
and fully interactive

mdustry specific modules

Never again be charged for
website updates!

Onéne Shop

Coliect dxta

Advertiming

Interesting articlos

We get your business onto

Google

THE\WW.O RUDLS

webite pnong

Forgotien passwoed?

//

1ESTAVEBSITE(c

TIONTOO

bocome a coanultant fay's comtact us tuainess oppuriantie aite map

Figure2 The Kwikwapogin sreen

Action
At the bottom right of the screen, login using your username and
password (which you got from your Kwikwap consultant).

Additional Information

Your Kwikwap Agent / Consultant reports to a License holder (or
franchisee) who in turn is in contact with the Kwikwap head office.
Should you have any queries or questions regarding Kwikwap or the
service levels you experience, please FIRSTEontact your consultant. If
your query is not resolved by the consultant, you can THENcontact
the License holder. Only after you have exhausted these two avenues
of communication are you invited to contact head office directly.
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1.3 OVERVIEW OF THE MANAGEMENT PORTAL

Logginginwi | | bri ng y oManagementPortal” K (geaghielzelpw), Wwhich
is your command centrefrom where you will control your website like a professional web
developer!

Problems? Click Here

NOTICE: KWIKWAP
e TRAINING
MANAGEMENT LINKS WELCOME BACK

Manage Website Comtent

Look & Fee NEED HELP? WHATS NEW NOTIFICATIONS FEEDBACK

Acditional Moduies

Communicate with Customerns
Adevinistration & Repons
Valus Added Products

Help

A\ /

Figure3 The Management Portadcreen

Additional Information

This section is an overview of the Management Portal. Please refer to
the detailed instructions on the specific sections later-on in this
manual.

Let’' s paus e en,endleokdt therdifferent megiams of the Management Portal
screen: (The sections have been labelled a, b, c, etolu@on the graphic abovg.

1.3a YourlLogo

Mcut C um}% ¢
If you have a logo loaded on your website, it will be _ e |

displayed in the top left corner.
Problems? Click Here

Tip

If you have any difficulties in updating your website, click on this

logo. Kwikwap back-of f i ce wi Il |l then do a
website.

PUBLISH ALL Once you have made changes to your website, the logo
will be replaced with a red, flashing block, reminding you

GHMGES to “publish” your changes.

have made to your live website.

#
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Tip

For the easiest way to edit your web page, and see the changes
immediately (without loggin in-and-out of the Management Portal
repetitively), follow the steps below once you have logged into the
Management Portal:

1) Open a second “Tab” in your
right of your curre-it)hy open t
2) Type your web site URL in the newly opened tab of the browser
address bar. (Eg. www.yoursite.co.za)

3) Switch between the two tabs (Management Portal / Your own site)
by clicking on the tab you want to make active.

4) Make the required changes in the Management Portal and click on
“Pulbl.i sh

5) Click on the browser tab displaying your web site.

6) Press F5 (or Ctrl-F5) to refresh the screen (on which your site is
showing).

7) Your published changes will now be displayed on your web site.

The above procedure will enable you to easily and quickly view the
changes you have just made on your web site without having to log
out of the Management Portal.

1.3 b Logout

When you have completed the editing of your website, you can click on

this icon to log out of the Management Portal. If you have remembered

to publish your last changes, you will be shown a logout screen, after
which you will be re-routed to view your website.

If you did not publish your latest changes, the logout screen will display the following
message:

Logged Out

You have made changes to your website which have not yet been Published.
If you wish to publish your Website please Click the Button below and yo |l|iiiii | will be published and then you will be

automatically be logged out, if you DO NOT wish to publish your changg

PUBLISH AL
CHANGES

AN
Action

Click omsthlie buPulmin t o save yol
to discard them.

#
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Additional Information

If you are logged in, but not actively working on the Kwikwap system,
you will be logged out after a specified time-lapse. This is a security
feature, preventing unauthorised people to access your Kwikwap
website when you forget to log out.

1.3 ¢ Help & Feedback

@ If you click on the help icon, you will be taken to the help section.
Help
&?
= The “Feedback” section is where yol

Complaints and Suggestions.
Feedback

1.3 d The main menu bar (Divisions)

This is the Main dconsoleé which you are going to be using most to develop and maintain
your Kwikwap website. Get to know thecontents of these6 divisions wel] and you will
soon be making changes to your website effortlessly and fluently.
2 T h éManage Website Conterit, i s where you are proba
most of your time, as this is the division in where you insert and update content
(text and graphics) which the visitors to your site are going to be viewing.
2 | pAdditional ModuleS you can activate modul es o
the Kwikwap web development tool. (For instance Events calendar, Forum, or On-
line booking pages.)
> There ar\ausleldeéd r mbdul es an dnnbwintegritéoan's vy
the Kwikwap web development tool. These include SMS shortcode, fax-to-email,
Desktop SMS management, etc.
2 |f you want to change the default font, text, background and web page colours, the

“Look & Fee¢l di vision i s where you go to.
2* To set up your mailing lists (customer contact lists), you need to go to the
“Communicate with Customefs di vi si on. Here you can

and marketing messages via e-mail or SMS.

2 Un d e r Admihigtratibtn & Reportd  di vi si on, oylogih can c¢he:
password, slogan and other more static business information. Here you can also
view reports on how many visitors your site has been attracting.

#
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See Also
For the detailed description on these 6 divisions and the
functionality, see the respective on-line help sections.

1.3 e The sub-menu (Sections)

- The headingn the blue section at the top of this
MANAGEMENT LINKS . o
menu will reflect the division you have selected

Manage Website Content \ from the main menu bar (see above).

Look & Feel The menu optionselow the heading (on the

Additional Modules white background), will display the appropriate
sections you can select from this division.

Communicate with Customers

"

Administration & Reports When you have just logged into the Management
Portal, and therefore have not yet selected any of
the divisions from the main menu bar, this menu
Help ) will display the main divisions and a link to the
“Hel p” function, as i
detail, please go to the appropriate chapter(s)
dealing with the particular division listed.

Value Added Products

1.3 f Notices

NOTICE: KWIKWAP

2010-05-22 Johannesburg Trainin
TRAINING: g g

Just below the main menu bar on the Management Portal (SeeFigure3 The Management
Portalabove), is an area that is used to display important training notices that Kwikwap
Head Office wants to bring to your attention. In the example here, the next scheduled
Kwikwap training date and town are shown.

Tip

You click on the date to go straight to the Kwikwap Training website
where you can read more about the advertised course, or make an
enquiry or a reservation.

#
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1.3 g The lower menu buttons

NEED HELP? WHATS NEW NOTIFICATIONS FEEDBACK

> ThéleetiHel?” button is a shortcut tthe t* dHed

section.

>|f you cadKlck@dnbuheon, a |ist of the
system will be displayed. Check here regularly to keep up to date with new features,
which will enhance your web experience for you AND your website visitors.

> | f you see a Nodfidaticchs’ s b lu(@sghovmabove)hteneahs
that Kwi kwap head office has posted
here to read the latest info straight from the boss! It is important to note that
certain enquiries that are made by visitors to your website are also shown here. If it
only displays the white title text, there are no unread notices for you.

2 Th&eetlback button is another way to take

give us your Compliments, Complaints and Suggestions.

Additional Information

These buttonsare @ ¢ 2 3 3 £ S €, meandng thatckcléng it once, will

display the feature, and clicking it again, will remove the displayed feature. If
you have clicked t dnethet Wdichicitonthe Ne w”
“Noti ficat i on willbebisplayedbelowt hbi § What o
information on your screen.

Tip

These buttons disappear once you
B a r{"S S( 1L3IdAoV Be sure to check them out first, before moving

on to your website editing!

#
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2. HELP

2.1 WHAT IS COVERED

“* Where to find support or solutions to your problems as a Kwikwap user.
“* How to search for an answer to your question.

“* How to submit a question to be answered.

2* Get the contact details of your Kwikwap consultant.

2* Access documents to help you to set up your e-mail retrieval.

2 Access further info on improving your web presence.

2.2 INTRODUCTION

2.2 a Where to get answers if you are stuck

1) Firsttrytogetanansweronthed | St LJ ofydurwikwapyanagement
Portal (seepar 2.3below) or view the Online Help button on the screen (top left)

2) Contact your consultantia e-mail or telephone to get help in resolving your
problem. (Look at the bottom of your website par 2.4below tofind the contact
details ofyour consultan.

3) Contacty o ur ¢ o rFmnchiseed/ hitenss Hold@rook at pa2.4below to see
where to findyour Licensénholdercontact details)

4) Only after you have tried both of the above steps and still have a problem, are you
invited to contact the Kwikwap technical teanvia e-mail on :
technical@kwikwap.co.za.

Important

Your consultant gets paid a commission from your monthly hosting
fees. It is his/her responsibility to be your first-line personal contact
in case you need help.

Only if your consultant AND License holder are unable to help you,

should you contact Kwikwap head-office.

Pl ease r @enitharer't hdcoccument to se
support you can reasonably expect from your consultant. You can

access this document by going
the “Legal Mat tnearisl "a nodp tWeolnc.o me

(If you are unhappy with the support offered by your consultant, you
may request to be allocated to another consultant. Please contact
your License holder in this regard.)

#
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Action
From the Management Portal (See sectioabove , c¢cl i ck o
button at the top right of your screen.

The foll owing options wil-9e ntopacxchigolpsereen | n
(See pad.3 eabovs :

HELP LINKS

Q8A A

My Agent details

Email Setup Guides

T N S —— , These sub-sections with their functionalities are discussed in
S— detail in the following paragraphs.

Management Portal Overview
{Coming Soon}

Content Editor Overview {Coming
Soon) J

2.3 Q8&A

Selecting the “Q&A” option from the “Helr
screen:

QUESTIONS AND ANSWERS

7 Ask a New Question & View the Answers

O View Answered Questions

© View Un-answered Questions

Your Question: |[ Search Q&A ] [ Add as New Question ]

If you do not find an applicable answer below please click the "Add as New Question" button, this will then b an d g ion which will then be answered as soon
as possible.

Click on the “Ask a New OQbuetenti on & View t
Now type your questionianh. the box next toc

Tip

While you are typing the question, you may see a list of similarly
worded questions. If you see the question you would like to ask, click
on it to auto-complete the question for you.

Now click on the “Search Q&A” button.

A list of questions containing similar keywords will be displayed for you. Read through

them to find the answer you are looking for.

Should your question not be I isted, click

#
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Vaa Important
‘0' Before you add a new questionplease make sure your question
makes sense, and is very specific to what you want to know. The

more complete your question is, the more accurate your answer will
be.

When you e-mail the technical teamplease ensure that you supply
them with all relevant background information about your problem,
as well as your website address and your Kwikwap Username.

2.4 MY AGENT DETAILS

When you c¢click on “My Agent Detail s”
consulAtNDn LI £ e n mame atd aohtaktedetdilssYour agent reports to the
License holder / Franchisee listed here. If your consultant can not help you, please contact
the Licensee.

MY AGENTS DETAILS

Below s the agents details who signed you up as a Kwikwap client. He/she will be your first port of call should you run into any probleams. Secondly you
can send us feadback under the Feadback option. Alternatively you can contact the License Holder (i e your Agents “boss”) in which your website falls
details below

Name: Marit Computars CC
Cell: 073 669 6346

Tal:

Emall: mernt@vodamail co za

YOUR LICENSE HOLDER

Name:
Email
Tel:

2.5 EMAIL SETUP GUIDES

When vyou s-mallstaptguideshel f Ek, you will see
explain how to set up your e-mail program to retrieve and send e-mail from your account.

Tip

You can read the document oAine by clicking on the document

name, or you can send the document to an @nail address by

selecting the tick-box(es) of the documents you want to send, and
entering a valid e-mail address. You can also type a messagéor the
eema i | i n the Iefoorrme ndlsi’c lbiorxg o
Documents” button

Additional Information
E-mail account setup is only applicable to packages 2 and 3. The base
package (package 1) does not include an e-mail address.

#
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2.6 HOW CAN I IMPROVE MY WEB PRESENCE

Selecting this option from the menu will display a list of documents and articles which you
can read on-line or send to a valid e-mail address as attachments.

To read the document on-line, click on the name of the document.
To send the document(s) to an e-mail address, select the check-box(es) of the required

document(s), typeane-ma i | message in the “Comments”
Documents” button.
Important

|‘ ; ' . ' Search Engine Opticaisation (SEO) is very important if you want people to

find your site via search engines like Google and Yahoo!

Although the Kwikwap back-office and programming is very efficient in
making these search engines aware of your site, and structuring your website
optimally, it is still up to youto include proper content and labelling. The
guidelines in the documents listed here are very important if you would like
to improve your search engine results

See Also
. You can also have a look on the Kwikwap Training site

(www.kwikwaptraining.co.za) for advanced SEO and web design courses in
your area.
"'/f-'
B
(W
e

Further Reading

Book :A must-read for serious web developers-“ Sear ch Engi n
for Dummies”, 8BHDH/898-8 Kent, | SBN: O
Book:“ Doi ng Business Digit al{71032-021-8 Go

Online:Googl e’ s webmaster guidelines
http://www.google.com/support/webmasters/bin/answer.py?answer=35769

2.7 AMANAGEMENT PORTAL OVERVIEWO AND fiCONTENT
EDITOR OVERVIEWO

Clicking on these links will open up this document you are reading now (Management
Portal Overview), and the “ \&b Page Content Editor” manual respectively.

#
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