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Logging In and Logging Out

Login | Forgot Your Password? | Logout 

Overview
You would log in to the Administration in order to access the Account Manager, Website Editor, and 
other areas of the Administration. To log in, you must have a user ID. If you do not yet have a user ID, 
please contact Technical Support for further assistance. A link is also provided in case you forgot your 
user password. For security, you should exit Administration by logging out. 

Login
In the address field in your Internet browser, type the address of your starting page (provided when your 
site was activated), and then click on the button "Go" or press the enter key on your keyboard. 

In the text boxes provided, enter your username and password. When done, click on the button "Login" 
to log in to the Administration. Please keep in mind that the username and password are both case 
sensitive. 

If you do not know your password, please contact Technical Support so that we can send you a 
temporary password or click the "Forgot password?" link on the login page. 

You can also view the Terms of Service and Privacy Policy when you are attempting to log in to the 
Administration. The Terms of Service must be agreed upon before activation of the Web site. Please read 
the Terms of Service periodically for any possible changes that might affect you. The Terms of Service is 
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the legal agreement between you and us, your Web site hosting company. The Privacy Policy explains 
your privacy rights when you use the Web site building software and when you register as a new user. 
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Forgot Your Password?
If you cannot remember your password when attempting to log in to the Administration, click on the blue 
text "Forgot Password?". The Administration will then ask you to verify your username. After you enter 
the username, click on the button "Submit". 

The Administration will send an e-mail to the e-mail address listed for your username account: 

Once you have the e-mail, go to the Web address that is provided in the e-mail to change your password. 
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Logout
Click on this link to log out of the Site Administration. 

It is preferable to log out of the Administration using the above link - especially for security purposes 
should another person immediately use your computer after you. 
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Related Links:
Change Your password
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General Navigation

Overview | Main Navigation Menu | Secondary Navgation Menu | Options Area

Overview
The Administration window includes a main navigation menu, a secondary navigation bar with tabs to subareas of 
Administration and text indicating which area of Administration you are in, and an options area which provides 
information about your current settings and the actual options that you will use to perform administrative functions. 
The screenshot below illustrates the general areas: 

 

Main Navigation
In the top-right corner of the Administration window, links are provided to navigate to the following areas: "My 
Account", "Cart", "Help", Live Chat Support, "Contact Us", and "Logout". These navigation links always appear in 
the upper part of the Administration window, except when editing a page (the page editor window has its own top 
navigation bar). Here is the main navigation menu: 
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Secondary Navigation
When you click on the main navigation menu links, the Administration will display the appropriate secondary 
navigation bar for that section of the Administration. Text is displayed detailing the main menu section that you are 
in. For example, if you are in the "My Account" section, you will see "Account Manager": 

 

To the right of that text are tabs for the secondary navigation options. The tabs vary according to which main menu 
section you are in. For example, in the "My Account" section, the following secondary navigation bar will appear: 

Options Area
Clicking on a tab on the secondary navigation bar will display options for that secondary navigation menu. These 
will appear in the large content area of the Administration window, and may include links, menus, forms, selection 
lists, etc. 

If you click the "Home" tab on the Account Manager secondary navigation bar, for example, then the lower area of 
the Administration window will change to provide a dropdown menu to access any Web site(s) assigned to your 
username, a dropdown menu to access any other users' Web sites to which you have been given access, and a link to 
your user account's billing: 
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My Account

Related Links: Domains | My Billing 

Overview | My Account Main Menu | User Profile | Change Password | Manage Addresses | Cart 

Overview
The Account Manager is the first area of the Administration that appears after you have logged in. It provides 
options to: 

●     manage your user account's user profile 
●     change the password of your user account 
●     manage your addresses 
●     purchase and manage domain names 
●     complete the purchase of domain names and Web sites via an online shopping cart 
●     edit your Web sites 
●     manage your billing 

My Account Home Menu
When you log in to the Administration, this is the home page that will load first. It is also the page that will 
appear when you click the "Home" tab of the Account Manager or if you click the "My Account" link in the 
main navigation area. 

"My Website" allows you to jump to the Website Editor for your Web site. The Website Editor is the tool to 
modify and manage your Web site. If you only have one Web site, you will see the following screen: 

You would then click on the blue text of your sitename to go to the Website Editor. 

If you have multiple Websites, you will see the following screen: 
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Select the site you wish to edit from the dropdown menu provided, and then click the "Select Website" button 
to enter the Website Editor for that site. 

If you have been given permission to access Administration for other users' Web sites, then a second 
dropdown menu will appear listing those Web sites. You may select a Web site to work with from the 
dropdown menu and click "Select Website" to edit the site. 

"My Billing" allows you to view your current billing method, change your billing method, and view receipts 
of your past purchases. Click on the blue text "Manage Billing" to the right of the text "My Billing" to go to 
the Billing Admin. 
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User Profile
In this section, you can change your account information. You can change your name, username, e-mail 
address, phone numbers, password hint question, the answer to the password hint question, and your 
password. It also provides access to the manage addresses section of the Account Manager. 



Please keep in mind that your e-mail address is a required field. It is also very important to note exactly what 
you typed for your password hint question and answer. The password hint question and answer are used by 
Technical Support to identify you as the owner or as approved personnel for this website.

When you are done making changes to your account, click on the button "Update" to store and apply your 
changes. 



At the bottom of the Personal Information section of "User Profile", you have the option to change your 
password for your username. This password must be either letters or numbers. This password is also case 
sensitive, so a password "HelloWorld2468" is different than "helloworld2468". Your password must include 
at least one letter and at least one number. 

Enter in a new password twice, then click on the button "Update" to change the password for your username. 

The "Manage Addresses" section allows you to maintain sets of addresses. 

To add an address, click on the button "New Address". 

In the new window that the Administration opened, fill out all of the information for your new address. When 



done entering your information, click on the button "Create". 

To edit an existing address, click on the button "Edit" next to the address you want to modify. 

Modify the address as you desire, then click on the button "Update" when done. 

To delete an existing address, click on the button "Delete" next to the address you want to delete. When the 
pop-up dialog window appears, click "OK" to confirm deletion of the address. 



To set an address as a default address for your account, click on the blue text "Set Default Addresses". 

With the new window that appears, click on the radio button for each address to specify whether the address 
set is for your Home, Billing, or Work. Please keep in mind that you may only have one listed address 
designated for your Home, Billing, or Work addresses. When done, click on the button "Update" to save and 
apply your changes. 
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Cart
The Cart is used to purchase your Web site and other Web site-related tools. Anything you purchase within 
the Administration will be held here for checkout. 

In the top-right corner of an Administration page (except when editing a web page), click on the red text of 
"Cart". 

You will see a list of all the items that you have selected to purchase for your Web site. To remove any items, 
click on the checkbox for the item you wish to remove, and then click on the button "Remove". 



To continue with the checkout process, click on the button "Checkout". 

Section 1 lists and details all of the items to purchase for your Web site. If you decline to purchase an item at 
this time, you may click on the button "Save For Later" for that item. 

In Section 2, you would specify your payment method. 

When finished looking over the items in your Cart, click on the button "Continue" to continue checking out. 



Specify your payment information and your billing address. 



When done, click on the button "Save" to save your payment information and billing address. 

The Administration will then separate the page to detail the item(s) you are purchasing, the payment method 
you are using, and your current billing address. Click on the button "Purchase Now" to continue to purchase 
the items for your Web site. 



Please read the entire Terms of Service for purchasing these items for your Web site. If you do not have the 
time to read it now, please print this page out for your records to read at another time. To continue, scroll 
down to the bottom of the page and click on the button "I Agree". 



The last screen will display a receipt of your purchase. Please print this page out for your records. 
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My Billing

Related Links: My Account | Domains 

Overview | Your Information | Your Websites | Your Payment Methods | Your Invoice 

Overview
The "My Billing" section of the Account Manager allows you to view your account information, view and modify your billing method, 
view dates and billing information about your Web sites, and view receipts of your past purchases. 
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Your Information
This section displays the information that we have on your User Account. It will list your name, your address, your billing address, and 
any other contact details that you have filled out. You may change this information from clicking "My Account" in the top-right corner. 
When the Administration reloads, click on the secondary navigation menu link "User Profile". 
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Your Websites
This section displays the information that we have on your Web sites. 

You can view a detailed information on your Web site by clicking on the button "View" next to the name of your Web site. 

A new window will open up with information about your Web site Name, Company Name, Setup Date, Status, Cancel Date, and Billing 
Day. When done viewing information about your Web site, click on the button "Close" to close the window. 
Back to the Top of the Page 

Your Payment Methods
This section displays the default payment information that we have for your User Account; you may also add new payment information. 



You can view detailed payment information by clicking on the button "View" next to the payment. 

A new window will appear with information about your Billing Name, Credit Card Type, partial Credit Card Number, and Expiration 
Date. You can change the name as it appears on the card in the field "Billing Name". You may also change the expiration date of the credit 
card that we have on file. There are also options to set this payment method as the default payment method for all Web sites and set as the 
default payment method for selected sites. When you are done making changes, click on the button "Update" to save and apply your 
changes. When done viewing your payment information, click on the button "Close" to close the window. If you want to delete this 
payment method from the system, click on the button "Delete". 

To add new payment information, click on the button "New". 



If you are entering new credit card information, fill out all of the credit card information and select a billing address. Click on the button 
"Continue" to add the payment information. 

If you are entering new e-check information, fill out all of the e-check information and select a billing address. Click on the button 
"Continue" to add the payment information. 
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Your Invoice
This section displays all the invoices that we have for your User Account. 

You can view detailed invoices by clicking on the button "View" next to the invoice. 



A new window will appear with the receipt information on your purchases and charges. 

You can e-mail the receipt to yourself by clicking on the button "Email". If you click on the button "Print", the Administration will print 
the page using your default printer settings. When you are done viewing the invoice, click on the button "Close". 
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Domain Manager

Overview | Main menu | Register a New Domain | Transfer your Domain | Email Aliases | Hostnames | 
Mail Servers | Checkup on your Domain Settings | Renew Domains | Contact Details 

Overview
The Domains section of the Account Manager allows you to manage your domain names. You may: 

●     register new domain names 
●     transfer your existing domain names to your user account 
●     assign your domain names to websites 
●     define email aliases based upon your domain names, which will forward automatically to the "real" 

email addresses that you specify 
●     assign your own mail servers to handle email addresses based upon your domain names 
●     set up host names based upon your domain names 
●     check up on the domain name settings that you have entered, to ensure that they are correct 
●     renew your domain names that you have purchased through your user account 
●     change the contact information for domain names purchased through your user account. 

To access the Domains tool, first log in to your user account. The Account Manager home page will 
appear. On its secondary navigation bar, click the "Domains" tab. 

If you have multiple domain names, select the domain that you want to manage and then click on the 
button "Select Domain". 
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Main
This section allows you to choose the Web site that the domain will point to. You can also register a new 
domain and transfer a domain to your Web site. 

To select a Web site that the domain will point to, choose your Web site in the drop-down menu next to 
the text "Website". After you have chosen a Web site,... 

... you must click on the button "Update" to save and apply your changes. 



If you need to disable the domain name so that it does not work (temporarily or permanently), select the 
website as "--Disable--" for the domain name. Back to the Top of the Page 

Register New Domain
To register a new domain, click on the "Register a New Domain" link at the bottom of the Domains tool 
window. 

Enter in up to five domain names in the provided fields and then click on the button "Check". The system 
will then check for the availability of those domain names. (Do not enter "www.".) 

The system will then inform you which domains are available to register, which domains are already 
taken, and which domains are not formatted properly. If the domain is available, click on the box to the 
left of the domain name to checkmark the box and select domains. Choose the length of your registration 
period in the drop-down menu next to the text "Please select the number of years you would like to 
register your domains for." Once you have selected the domains and specified a registration period, click 
on the button "Add Domains To Cart". 



Click on the red text "Cart" in the top-right corner of the web page to continue with purchasing the 
domain name(s). 
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Transfer Your Domain
To transfer a domain name to our name servers which will in turn point the domain name to your site, you 
would use this tool. Please keep in mind that this tool will only allow you to point the domain to a site 
listed on our servers. 

To Transfer Your Domain, click on the blue text "Transfer Your Domain" at the bottom of the Domains 
tool window. Important: if you have email addresses based upon your domain names, then you will need 
to perform Step 2 before Step 1 so that you may use the Domains tool to set up any host names and mail 
server information needed to keep email working once the domain names are transferred to our 
nameservers. 

Contact the registrar of your domain name so that you can transfer your domain name to our name servers. 
Step 1 gives detailed information on what information to provide to your registrar. Or log in to your 
registrar's Web site "manage account" area and change your domain name's nameserver information to our 
nameservers, following the information provided under Step 1. Some registrars require that you specify 
the nameservers' IP addresses as well as their names. 

For Step 2, enter the domain name in the blue text field next to the text "www.", then click on the button 
"Transfer This Domain". This will add your domain name to your user account so that you may use the 
Domains tool to point it to your Web site, manage its email, etc. 
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Email Aliases
By default, your domain name is set up for email forwarding. Email forwarding allows you to define 
email aliases that will redirect email to an actual email address. So, for example, you can set up 
test@mydomainname.com to redirect to your real email address of testingemail@yahoo.com. Important: 
Email alias settings will not be used if you have set up your own mail server information. 



To set up email aliases, click the "Email Aliases" link in the Domains tool. 

Specify your default email address in the field next to the text "Default Address". Any email aliases that 
you do not define will re-route email to the default email address. For example if you do not define 
GGGGG@mydomainname.com and someone sends to that email alias, you will still get that person's 
email at your default email address. 

In the text boxes provided, specify the email aliases under the column "Email Alias" and specify the email 
address the alias will re-route to under the column "Email Address". For the earlier example given above, 
"test" would be in the left column and "testingemail@yahoo.com" would be in the right column. 

To delete email aliases, checkmark the box in the column "Delete" for the email alias. 



When done modifying your email aliases, click on the button "Update" to save and apply your changes. 
Your changes will take effect in approximately 24 to 48 hours. 

Back to the Top of the Page 

Hostnames
The "www." that you often use when typing a domain name is referred to as a subdomain. Our system 
automatically sets up the "www." for you, to point to your assigned Web site. The Hostnames section 
allows you to assign additional subdomains for your domain name, for example if your email provider 
requires special host names. Examples of such custom subdomains are smtp.mydomainname.com, 
webmail.mydomainname.com, etc. 

To set up subdomains based upon your domain names, click the "Hostnames" link on the Domains tool 
page. 



If you want to point your domain name to another Web site hosting server, specify the IP address of the 
Web site hosting server in the provided field next to the text "Default Host XXXXX.YYY points to". 

To set up your hostnames, enter the subdomain under the column "Host" and enter the IP address or 
existing hostname that it will point to under the column "Host/IP". For example, let's say that your email 
provider has set up a mail server for you named "mail.mydomainname.com", and has assigned it the IP 
address "201.87.111.6". In the first empty box on the left, type "mail" (without the quotes). In the box on 
the right, type "201.87.111.6". 

Or to set up hostname "webmail.mydomainname.com" and make it point to the same location as your 
email provider's mail server named "mail.emailco.net", you would enter "webmail" in the box on the left 
and "mail.emailco.net" in the box on the right. Our software will automatically generate A or CNAME 
records as needed, depending upon whether an IP address or host name is entered in the box on the right. 



To delete your hostanmes, checkmark the box in the column "Delete" for your hostname. 

When you are done making modifications to your hostnames, click "Update" to save and apply your 
changes. The changes will take effect in approximately 24 to 48 hours. 

Please keep in mind that if you are unsure of what information to put where, please consult with 
Technical Support before proceeding. Entering incorrect data could cause your domain name or 
email to not function properly. 
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Mail Servers
If you already have email addresses associated with the domain name (that is, you have set up email 
accounts that are based upon your domain name, and you log in to those actual accounts to send and 
receive email, e.g. sales@myowndomainname.com), contact the company that is providing you with 
email and ask them for how your mail servers need to be identified to the Internet. This will include the 
settings needed in MX records plus any special hostnames based upon your domain name that need to be 
defined. 

To set up your mail server information, click the "Mail Servers" link on the Domains tool page. Important: 
If you set up your own mail server information, any email alias settings that you have entered will not be 
used. 

First, define any hostnames based upon your domain name that are needed for your email setup (such as 
"mail.yourdomainname.com"), and have obtained any other necessary mail server information from your 
email provider, then enter the mail server name(s) in the provided fields under the column "Server". Set 
the priority for each mail server by selecting the number from the dropdown menu under the column 
"Priority". The mail server with the lowest number will be used first when email is sent to your email 
addresses. 

For example, if your email provider says that your domain name's email addresses use a mail server 
named "mxmail.samplecompany.thatdoesnotexist.com", then enter 
"mxmail.samplecompany.thatdoesnotexist.com" under the column "Server" and select any number from 
the dropdown menu under the column "Priority". If your email provider tells you that a secondary mail 
server also needs to be defined, in case the first one isn't working, then enter the second mail server's name 
or IP address in the second row's "Server" text box, and select a number from the second row's "Priority" 
dropdown menu that is higher than the number you chose for the first mail server. 



To delete a mail server entry, check mark the box under the column "Delete" for the mail server. (You 
will need to delete all mail server entries in order to re-enable the use of email aliases.) 

When done making modifications to your mail server, click on the link "Update" to apply your changes. 
The changes will take approximately 24 to 48 hours to take effect. 

Please keep in mind that if you are unsure of what information to put where, please consult with 
Technical Support before proceeding. Entering incorrect data could cause your domain name or 
email to not function properly. Use the Check Up link on the Domains tool page to check for basic 
errors such as misspelled or undefined mail server hostnames. 
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Check Up
This option allows you to run a check on your domain name settings to detect any basic errors. The 
Domains Tool will then report back any warnings or problems with the Domain Name(s). Common errors 
that can be detected include typos in your mail server settings, or invalid hostname settings such as trying 
to make a subdomain point to a hostname that does not exist. 

If you are unsure about a warning or issue, please contact and consult with Technical Support 
before proceeding. Certain warnings or issues may cause your domain name or email to not 
function properly. 
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Renew
If you purchased a domain name from us, you will have the ability to renew the domain name via the 
Domains tool. If you have not registered your domain name from us, you will need to contact its registrar 
to renew it. 

To renew your domain name, click the "Renew" link on the Domains tool page. Choose the length of your 
renewal period in the drop-down menu next to the text "Please select the number of years you would like 
to renew your domain for." Then click on the button "Add Domain Renewal To Cart". 



Click on the "Cart" tab on the Account Manager's secondary navigation bar to continue with renewing the 
Domain Name. 

Back to the Top of the Page 

Contact Details
To change the registered information for a domain that you purchased with us, you would click on the 
blue text link "Contact Details". You will see the following screen where you can change the information 
for your domain: 





All fields marked with a red asteriks are required fields. When you are done making the changes, you 
would click on the button "Submit Changes" to save your changes to your domain name. Changes will 
take approximately 24 hours to propagate. 
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