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KEEP THIS FOR YOUR RECORDS

For updates, check www.eprocentral.com  periodically. It is your responsibility to do this so that you are aware of any changes in use or policy.

To Access Your Email:

1. To set up your email account, go to www.yourwebaddress.com/webmail. Your will them be prompted to enter a user name – your complete email address, and a password – 1234. You will then be logged in. We highly recommend that you change your password immediately. 

2. After you have done this. You may access your email through the server directly, or, if you use an email program, such as Microsoft Outlook, the information you will need is as follows:

· It’s a POP3 account

· Incoming mail server = mail.yourwebaddress.com

· Outgoing mail server is whatever your ISP has provided

· Your username is your complete email address

3. If you want to redirect your new email address to a different email account, please            

      contact our office and we will set up the redirect for you.
4. You may add email accounts by sending your request to epro@eprocentral.com specifying the email address and your website. 
To Access .PHP Administrative Panel:

1. Scroll to bottom of website and click on “login”.

2. Enter user name and password.
3. Once in the panel, choose a page to edit from the drop menu. This will bring you directly to the web page that you want to edit.

4. Make whatever changes necessary. If you like what you did and want to make it live on your site, press the “Update Page and Close Window” button on the bottom of the screen. If you do not like the changes and want to revert to the original page, click the red X at the top right corner of the screen to close the edit window. No changes will be made.

Icons/Functions in Administrative Panel’s Content Management System(CMS) for .PHP sites
	Icon
	Function
	Description
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	Cut
	Highlight text, photo, or table you want to cut, then click icon. This will hold cut content on a clipboard so you can move it elsewhere.
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	Copy
	Highlight text, photo, or table you want to copy, then click icon. 
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	Paste
	This will allow you to paste cut or copied content. Place your cursor where you 
want the content and click icon.
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	Undo
	Allows you to undo previous action
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	Redo
	Allows you to redo a deleted action
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	Bold
	Click icon before typing OR highlight text and click icon
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	Italics
	Click icon before typing OR highlight text and click icon
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	Underline
	Click icon before typing OR highlight text and click icon
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	Align Left
	Click icon before typing OR highlight text and click icon
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	Align Center
	Click icon before typing OR highlight text and click icon
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	Align Right
	Click icon before typing OR highlight text and click icon
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	Indent
	Click icon before typing OR highlight text and click icon
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	Un-indent
	Click icon before typing OR highlight text and click icon

	[image: image15.png]



	Font Color
	Click icon before typing OR highlight text and click icon
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	Highlight
	Click icon before typing OR highlight text and click icon 
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	Clean up
	This removes all HTML style tags. If you do not know HTML, it is suggested that you avoid this icon.
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	List
	Numbers list. Click before typing to initiate numbering.
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	Bullets
	Bullets list. Click before typing to initiate bullets.
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	Hyperlink
	Allows you to create links. Highlight text or photo that you want to hyperlink, then click icon. Be sure to add complete http address. **Please note: If you are linking to an external site, it is recommended that you add one more step so that your viewer doesn’t exit from your site. Create the link as previously mentioned first. In the bottom right corner of the window, you will see two tabs – design and HTML. Click the HTML button. The screen will convert to HTML language. Locate the web address for the link you created. You will see that it is within quotation marks. AFTER the end quote, add a space, then type: target= “_blank”. Toggle back to design mode. This will make the link open a separate window so that yours remains open.**Also note: this is not necessary if you are linking to another page in your site.
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	Insert Image
	Click icon. This will bring you to your picture library. Browse your computer for the picture you want to insert, then click the file name of the picture. You will then see the filename in the box next to the “upload” button. Clicking upload will add it to your picture library. Press “select” to insert it on your web page. If you bring in a large picture, you can shrink it by moving your mouse to the corner of the picture until the double arrow appears. Drag the arrow inward to resize. **Please note: If you do not resize it to the exact proportions, the image may distort. To avoid this, shrink the image before uploading the library.**Be sure to read below to learn more about working with pictures
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	Image Properties
	Once the picture is inserted, you can align it so that the text wraps around it. The align drop down gives you several options.

	[image: image23.png]



	Line Tool
	Inserts a horizontal line across the page
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	Create Table
	Allows you to add tables
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	Table Properties
	Set the border width, the color, the size, etc. of the table
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	Cell Properties
	Set the border width, the color, the size, etc. of the cell
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	Insert Row
	Inserts additional row(s) into table
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	Insert Column
	Inserts additional column(s) into table
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	Delete Row
	Deletes row where the cursor is
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	Delete Column
	Deletes column where the cursor is
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	Merge Right
	Merges column with column to the right
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	Merge Down
	Merges row with row beneath it
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	Split Horizontally
	Splits cell horizontally, creating another cell
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	Split Vertically
	Splits cell vertically, creating another column


IMPORTANT  INFORMATION
· Pressing “enter” inserts a double-space between lines; to single space, press “enter” and “shift” simultaneously.

· Avoid using the spacebar to move your text, pictures, or tables. Use the justification buttons, the indent option, or the align function. Why? Be aware that all websites look different depending on the resolution of the computer. The smaller the resolution the bigger the picture. We design the sites to fit to an 800 x 600 resolution and to expand to whatever size necessary (unless otherwise specified). Because of this, the position of the content moves according to the size. If you avoid the space bar, your pictures and tables will always remain in the same position.

· The CMS is designed for people who do not know HTML. If you are an advanced user who knows the language and wants to add code to the pages, please email us the code with instructions where you want it. The administrative panel, although can handle simple HTML, is not intended for this purpose. The use of  code and script within the panel may cause bugs (i.e. loss of prior content, inability to use the edit function, etc.) Our technical department is available to add the code. If one chooses to go ahead and add it themselves, please be aware that we are not responsible for errors that occur; if we need to fix such errors, a fees may apply.
· We offer may different types of service, too numerous to list. If you are in need of any option, let us know so that we can better your site.

· Once your site is live, if you request changes in your template, additional pages or features, an hourly fee may apply. See our pricing page for fees.

