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 Werld’s Easiest Wehbsite Creation Teol! Once you have

decided to use this great South African product to develop and maintain your own
website, you will get a Username and Password from your consultant to log into
Kwikwap, and start creating your own website. (You would also have received a
“Website Confirmation” e-mail from Kwikwap when your site was created,
containing your username and password.)

Point your browser to www.kwikwap.co.za. You will see the following page
displayed:
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Figure 1 The Kwikwap home page
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http://www.kwikwap.co.za/

Now scroll down to see the bottom of the page. You will see the following displayed
on your screen:

JUT ONTToy CUSL 10 Only Detmesn oy 8 W 10U [P UART] par monin ATI0 YOU 951 B COMIels Too 10 MEage youl Welshe. Yol

consultant s akways & phone cafl awa

you nsed help

igent features 1hat a6 oCig WK of 3 button. ensunng thas your website

1 standards Our design teenplates are sasy to understand and will ensure that your

RECENT SEARCH TERMS USED

N you can lind better value for money web design anywhete, then we pledge 1o offer you a lree webnite!
dan botha Jospel

Please feel ¥vo to road our webdsite dovesopment check lint here Mobik labour e

S FOSSOUW South afvican passt
TUIIanOBIRErS Mok
machadodorp farms for sake
5ol short stones south atric

L and | motorn

VWESSITE FEATURES

Rolood List

Get Gescovered, be sep ‘A ' \

Get descoves ,A‘ " LLTD g‘: m-—;) C'_l ¢ . )

NS completelwebsite] Si

Dittsrent Platsarms {_}:ﬂ? 'g(:m &:x_v m

Bulk Mailog iist & SMS systam C m r—\z B E ) 31 0 p ‘ G
Unlirmit e

Inberact with your custimers number of pages

and fully interactive

Publinh vanous meda _
MOuSITY specific modules Never again be charged for :

> website updates! v

Oméne Shop Useimames
We get your business onto

Coliect da=ta

Adveriiming Login Forgonien passwoert?

/|

WO RUDSIeasiEsTAVEBSITE(C ON

Interesting articios | webaite pnong bocome a coanultant fayg's contact us tuainess oppurimntie aite map

Figure 2 The Kwikwap login screen

Action
At the bottom right of the screen, login using your username and
password (which you got from your Kwikwap consultant or your
“Website Confirmation” e-mail from Kwikwap).

A
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1.3 OVERVIEW OF THE MANAGEMENT PORTAL

Logging in will bring you to the Kwikwap “Management Partal” (see graphic below),
which is your command centre from where you will control your website like a
professional web developer!

Problems? Click Here  /

@—
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NOTICE: KWIKWAP
TRAINING
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Manage Websits Conte

Look & Fewl

MANAGEMENT LINKS WELCOME BACK

[ NEED HELP? NOTIFICATIONS FEEDBACK ]

Figure 3 The Management Portal screen

Additional Information

This section is an overview of the Management Portal. Please refer
to the detailed instructions on the specific sections on the new
Kwikwap online help function.

Let’s pause here for a moment, and look at the different regions of the Management
Portal screen: (The sections have been labelled a, b, c, etc. in red on the graphic
above. These labels correlate with the paragraph numbering below, e.g. 1.3 a refers
to the red label “a” in the graphic above.)

1.3a YourlLogo

If you have a logo loaded on your website, it will be

displayed in the top left corner.

| -
’ Merit Computers c¢
AL ity Bl
‘ 3: o A!‘Gx‘

Problems? Click Here

Tip

If you have any difficulties in updating your website, click on this
logo. Kwikwap back-office will then do a “deep save” of your new
website, which will re-publish your whole website. This should fix

most problems that might occur.
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P"B“S“ A“. Once you have made changes to your website, the

logo will be replaced with a red, flashing block,
GHMBES reminding you to “publish” your changes. This will
save the changes you have made to your live
website.

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 yourwebrsite will be published and then you will be
automatically be logged out, if you DO NOT wish to publish your chang

\

Action A\
Click on the “Publish” button to save your changes, or on “click
here” to discard them.

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 c Help & Feedback

If you click on the help icon, you will be taken to the help section.

Help
(&)
= The “Feedback” section is where you can give us your Compliments,

Complaints and Suggestions.
Feedback

" K_wq\p Page 4 of 9
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1.3 d The main menu bar (Divisions)

This is the main “console” which you are going to be using most to develop and
maintain your Kwikwap website. Get to know the contents of these 5 divisions well,
and you will soon be making changes to your website effortlessly and fluently.

The 5 divisions are:

“* The “Manage Website Content”, is where you are probably going to be
spending 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* |n “Additional Modules” you can activate modules or web pages that are
optional in the Kwikwap web development tool. (For instance Events calendar,
Forum, or On-line booking pages.)

2 |f you want to change the default font, text, background and web page
colours, the “Look & Feel” division is where you go to.

2* To set up your mailing lists (customer contact lists), you need to go to the
“Communicate with Customers” division. Here you can send out your
newsletters and marketing messages via e-mail or SMS.

“* Under the “Administration & Reports” division, you can change your login
password, slogan and other more static business information. Here you can
also view reports on how many visitors your site has been attracting.

See Also
For the detailed description on these 5 divisions and the
functionality, see the respective help sections on the Kwikwap MP.
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1.3 e The sub-menu (Sections)

The heading in the blue section at the top
of this menu will reflect the division you
have selected from the main menu bar

Manage Website Content (see above)

Look & Feel
: P The menu options below the heading (on
Additional Modules || the white background), will display the
Cormmurfsls i Casiaras appropriate sections you can select from
this division.

Administration & Reports

When you have just logged into the
Management Portal, and therefore have
not yet selected any of the divisions from
L J| the main menu bar, this menu will display
the 5 main divisions and a link to the
“Help” function, as is shown here). For more detail, please go to the appropriate
chapter(s) dealing with the particular division listed.

Help )

1.3 f Notices

NOTICE: KWIKWAP

2010-05-22 Johannesburg Trainin
TRAINING: 9 9

Just below the main menu bar on the Management Portal (See Figure 3 The
Management Portal above), 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

2 The “Need Help?” button is a shortcut to take you to the Q&A portion of the
“Help” section.

2 |f you click on the “What’s New” button, a list of the latest changes to the
Kwikwap 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.

2 |fyou see a red display on the “Notifications” button (as shown above), it
means that Kwikwap head office has posted a new notice which you haven’t
read yet. Click here to read the latest info straight from the boss! If it only
displays the white title text, there are no unread notices for you.

“* The “Feedback” button is another way to take you to the section where you
can give us your Compliments, Complaints and Suggestions.

Additional Information

These buttons are “Toggle” switches, meaning that clicking it once, will
display the feature, and clicking it again, will remove the displayed
feature. If you have clicked the “What’s New” button, and then also
click on the “Notifications” button, this info will be displayed below the
“What’s New” information on your screen.

Tip

These buttons disappear once you make a menu selection from the
“Menu Bar” (See par ‘1.3 d” above) Be sure to check them out first,
before moving on to your website editing!
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Management Portal Structure and Process flow

Publish all
Changes

Manage Website Content

Additional Modules

Look & Feel | |Comm with Customers

Admin & Reports

A

TEP 1 - Select a Division
Section Headings will be

displayed

Section Heading

r
Division Heading
o paoeey READ this screen and follow instructions. Mostly, the "Editing Box" appears here.
Type or copy your content text here, and
Section Pay attention to functions such as:
_headinQS_ Font colour
|__Links o
_TO Highlight colour
|__Choose Bullets
Insert picture
Insert table
STEP 2 - Select a Section
A detail screen will appear, etc.
STEP 4 - Click on STEP 3 - After completing,
"Publish All" click a button to update
E
Save |or | Edit |or |Submit | or| Add |or |Update | or | Done e
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End of Management Portal overview.
Please feel free to e-mail your comments or suggestions to
training@kwikwap.co.za.

Written and compiled by Anton Cloete
anton@kwikwap.co.za.
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