6. To Add the Contact Page to the Website

Before adding a Contact Page you must first adadategory “Contact”.

Adding the category “Contact”

The menu iteniContact” is also a category that contains only one artltlanks to a
page showing your organization's address, phondayramail address, etc. This page
also has a Contact Form for the visitors to sultingir questions, suggestions. Using this
form, a visitor can send a message to the webgit®ut having to login to his mail box.
The Contact Page only works if you do both of thiéofving:

1. First, add a new category to the website. And, ipoigt select "Contact” as
the Content Type of this category.

2. Then, you must add a Contact Info page.
If your website uses two languages, you must rejpeatiasks for the second language.

Let us add category "Contact" to the Top Menu. Tieisy normally appears only on the
Top Menu because it is rarely used by the visitors.

In this example, you will create tlaetual category on the Top Menu. Here's how to do
it.

A. Login theControl Panel as usual.

B. Click "Website Managet' on the top menu. SeledCategories in the drop
down list. You may, instead, click on tRategories iconin the center area.

A list of existing categories will appear.
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C. Select which language site to manage
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You are going to add categor@dntact’ to the English site, so you will click on
the box near the upper left corner and seleaglish Site'.

D. Click the 'Record Edit" button near the upper right corner. A blank relcarl
appear.

Add.

Informaton 4
Parent * | — 40 . English b

Titde

E. Click the 'New' button if the record is not blank. Otherwise,ajoto the next
step.

F. Please focus on these 3 d&arent, Title andContent Type.
1. Parent. Select Top Menu" as the parent category.
2. Title. Fill in this box with 'Contact".

3. Content Type Select Contact' as the content type for this category
because there is only one article in this category.

G. The record for category "Contact" on the Top Menilllaok like the following
after you have completed those 3 data.

Information = ®
Parent | — — 52, TopMenu b,
Tite * | Contact @

Menu fink

This link to actual category (i this is only & virtual category using Page Stple "Menu Link™)

Set As Homepage | ||

Your wehsite must gssign one (and, ondy one) categary to be the home page, If no category is
gssigned as the home page, pour website may not be accessibie by visftors,

Active : [\f|
Content Type < \3}
) Mo Style () Mews 2 video () POF Books
) Menu Link () One Page 3 Audio List () Calendar

() Homepage () Parent News ) Tree Book 3 Link List Page
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H. Click the "Add" button at the top or bottom of the screen. Thesage Data
Added Successfully! will appear near the upper left corner.

I.  Next, change the order of this category so thattte last item on the menu. Find
theOrder box in theProperties group. Click on the arrow at the end of the box;
then selectAfter : Writings " in the drop down list. The new category will come
after “Writings ”.

J. Click the 'Update" button at the top or bottom of the screen. Thesage
"Update Successful!"will appear near upper left corner.

K. Go to your website and check if the ite@ohtact’ has been added to the Top
Menu and it is the last item in the menu. You nrasitesh the web page. Click the
"Refresh' button of your browser, or hit thé&5" key on your keyboard.

You have finished adding category Contact to the TmMenu. In the next step, you
add the Contact Info page to make this categorkwor

Adding the Contact Info page

Following is how to add th€ontact Info pageto the English section of the website.
Before adding this page, your website must alrdae the categoryContact”.

A. If you are still in theControl Panel, just continue the next stePptherwise, login
the Control Panel as usual.

iy Systern Tools l Resource Manager Website Manager » Content Manager ﬁ Storage
Confrol Panel” ' .
: 3 w1 Yigt Nogif Admin Home Page
‘ )
Categories Articles Config

B. Click "Website Manager" on the top menu, then find the ite@dhtact Page
Info™ in the drop down list and click on it.

NOTE: If you cannot find the item Contact Page Infd, it means you are not
permitted to add or edit this data! You must hdeertghts of an administrator to
be able to add or edit this record. Ask your webadministrator to do this for
you.
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(AE ystermn Tools ‘ Resource Manager

Control Panel

‘ Storage

* Content Manager

¥iét Ngit’

Categories Articles Config

C. Select which language site to manage

You are going to addContact Info pagé’ to the English site, so you will click
on the box near the upper left corner and seleaglish Sité'.

£ Systern Toals ﬂ Resource Manager ™ ebsite Mana qaer ® content

Contral Danel

Vit Ngit -2 &
- ; ata ¥iew Record Edit
C % [Title “ == > -
| English Site ¥ |
ge | 10 (» Page =Y

Data not found.

#Page | 10 ¥ Page &

A list of existing pages will appear. This list mag empty now.

D. Click the 'Record Edit" button near the upper right corner. A blank reloerl
appear.

E. Please fill in the 4 most essential data for thsord.
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Data ¥Yiew Record Edit

Mew

Information « @
|T|t|e o |

= | Contact Info - English

Category

- TopMenu
[l contact_J#=(4)

|E“"a“ = myemail@rmysite, com

Email address of the website’s administrator, The content of the Contact
sent to this emall sddress,

Active

Must be activated (i.e.: active) i pou want the contact page accessibla

Description 4

@) | |5 e G| | Format || Font Family | Font size

X, | x| B |7 | U s Z|i=| iF i
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EMPTY QUIETNESS ‘-®

QUIET EMPTINESS
1234 Cyber Lane
Cyber City, WD 00000
Tel: DO0-000-000 #.'

L\;|
=]

Path:

Map

®

Location map of pour company oF association, Googlehg of codes which you may paste into this box,

Mew J Add

1. Title. Fill in a title for this record. This title wilhot be displayed on the
website; so you may enter a title that helps yaogaize this is the
Contact page for the English site. Let’s fill ind@act Info — English”

2. Email. Fill in the email address of the administratoany person who
will receive all the messages submitted by usimgQbntact Form. Only
one address may be entered here.

3. Description. Here is the information that will be displayedtbe website.
Please enter any information that you want thedonsito know about your
organization. Normallyname of the organization, address, phone
number and email addressare entered here.

4. Category. You must check the box on the same line withgmate
"Contact". This page will be displayed wheneveisitor clicks on
"Contact" in the menu.

5. Map. If you want to add a map of your location in tmmtact page, visit
Google Map sitehttp://maps.Google.conpand type in your address, you
will see a map of your location. Then, click thernk " button on that
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page; you will get a string of codes in the boxeled 'Paste HTML to
embed in websité. Copy this string an@aste it into this box

F. Click the "Add" button at the top or bottom of the screen. Thesage Data
Added Successfully! will appear near the upper left corner.

Control Danel

Vit Ngii

i/ Data Added Successfully!

G. Go to your website to check if the Contact pageks Then, click on Contact’
on the Top Menu. You should see the Contact page.

CONTACT || HOMEPAGE || WRITINGS || ABOUT US |
Welcome, owner | Logout
Contact
| EMPTY QUIENESS
QUIET EMTINESS
1234 Cyber Lane
5 = Cyber City, WD 00000
ELunL DU R Tel: 000-000-000
"
Enter your email address. Name
Email %
I agree to subscriber's
O 9 Subject *
agreement and terms of use.
Subrmit Ernail Message %
WEBSITE STATISTICS,
Yisitors
11
Online ;0
Members (0 Attachment | | Browse.. |
Guest H Type these characters in the box below,
Submit

You have finished adding the Contact page to the \site.

If your website has two languages, you need toaepléthe above steps for the other
language.
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