
 

  

 

Luke van de Paverd 

VDP Websites 

Website Management Handbook 



2 

 

Contents 
Your Login Details .................................................................................................................................... 3 

Contact Details ........................................................................................................................................ 3 

Overview ................................................................................................................................................. 4 

How to use this guide .......................................................................................................................... 4 

Why use this content management system? ...................................................................................... 4 

Where do I start?................................................................................................................................. 4 

Adding a Page .......................................................................................................................................... 5 

Updating a page ...................................................................................................................................... 5 

Basic Formatting ...................................................................................................................................... 6 

How to create a main heading ............................................................................................................ 6 

How to create a sub heading............................................................................................................... 7 

How to create normal text .................................................................................................................. 7 

Additional Styling ................................................................................................................................ 7 

Copy and pasting information to the website......................................................................................... 8 

Images ................................................................................................................................................... 10 

Uploading images .............................................................................................................................. 10 

Using images ..................................................................................................................................... 10 

Files ........................................................................................................................................................ 14 

Uploading files ................................................................................................................................... 14 

Linking to files .................................................................................................................................... 14 

Linking to other pages ........................................................................................................................... 17 

Linking to other pages on your website ............................................................................................ 17 

Linking to pages from other websites ............................................................................................... 17 

 

 



3 

 

Your Login Details 
Go to your login page in your web browser, and enter your username and password. The details are 

provided here: 

Your login page: 

 

Your username: 

 

Your password: 

 

 

Contact Details 

If you have problems please contact: 

Luke van de Paverd 

VDP Websites 

(03) 5832 1120 

0431 335 238 

luke@vdpwebsites.com.au 

  



 

Overview 

How to use this guide 

Use this guide as a reference. When you want to add a page, or upload images, go to that section 

and use the step by step guide. 

Why use this content management system?

Put simply, a Content Management System 

is no need to learn HTML, CSS or any other coding, and no need to do the fidgety work of altering 

the menu on every page just because you want to add another page to your site, or alter the 

structure of your site.  The only thing you 

This document will give the reader an understanding of how the Content Management System 

(CMS) used by VDP Websites works and how to use it.

Where do I start? 

Once logged in, you will be presented with the following

access to any feature you need.  You can come back to this page at any time by clicking the CMS tab 

at the top of the page.   
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is guide as a reference. When you want to add a page, or upload images, go to that section 

 

Why use this content management system? 

Put simply, a Content Management System allows a user to update and maintain

or any other coding, and no need to do the fidgety work of altering 

the menu on every page just because you want to add another page to your site, or alter the 

structure of your site.  The only thing you do have to learn is how to operate this intuitive system.  

This document will give the reader an understanding of how the Content Management System 

sites works and how to use it. 

Once logged in, you will be presented with the following page.  This is your main menu, giving you 

access to any feature you need.  You can come back to this page at any time by clicking the CMS tab 

is guide as a reference. When you want to add a page, or upload images, go to that section 

allows a user to update and maintain web pages.  There 

or any other coding, and no need to do the fidgety work of altering 

the menu on every page just because you want to add another page to your site, or alter the 

how to operate this intuitive system.   

This document will give the reader an understanding of how the Content Management System 

page.  This is your main menu, giving you 

access to any feature you need.  You can come back to this page at any time by clicking the CMS tab 
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Adding a Page 
1. On the top menu, go to the content section and choose pages.  A list of current pages is 

displayed. 

2. Click “Add New Content” 

3. Once clicked, the following page is displayed. Follow the instructions on the image below.  

 

 

 

8. You can now enter the information into the content box provided.  

9. The content box can be used like a word document. Type in the text, and format it as required. 

Refer to the sections “Basic Formatting”, “Uploading Images”, and “Uploading Files” for information 

on how to create exciting content.  

10. Once you have entered the content, click “Submit”, and your page is created. 

Updating a page 
1. Go to the content section, and click pages 

2. Click the icon Expand All Sections. This icon is located with the other icons below the list of 

pages. 

3. Click the name of the page that you want to change 

4. Edit the content of the page as desired. 

5. The content box can be used like a word document. Type in the text, and format it as 

required. Refer to the sections “Basic Formatting”, “Uploading Images”, and “Uploading 

Files” for information on how to create exciting content.  

6. Once you have entered the content, click “Submit”, and your page is updated. 

 

  4. Leave the “content type” box as “content” 

  5. Enter the title of the page you are adding 

6. Enter the name of the page as you would like it to 

appear in the website menu 

7. Select where you would like your 

page to go in the website menu. For 

example, “Our History” would go in the 

“About” section. “Acute” would go 

under Our Services. If you would like 

the page to appear on the top level of 

navigation, select “none”. 
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Basic Formatting 

Your website has “pre-defined formats” that we have built into your website. 

For example, we have set a “heading” to be a specific font, colour and size. This makes it easy to 

keep the fonts and sizes consistent throughout the website. 

There are three important formats to remember. These are: 

• Main Heading 

• Sub Heading 

• Paragraph 

When used, each one has been programmed to show up with the correct size, colour, and style. 

Read on to find out more about how to use these styles. 

Important: Every bit of text should be one of the three categories above. If a piece of text is not a 

main heading or a subheading, it MUST be a paragraph. 

How to create a main heading 

Note: If you cannot find a box like the one below, ensure you have followed the instructions in 

“adding a page” or “updating a page”. 

1. Select the text you would like to turn into a heading. 

2. In the format drop down box (second drop down box from the left (circled in red 

below)), select “Heading 2” 

3. The text will be converted into the main heading 

This is important: Heading 2 is the pre defined style for the main heading of the page. All text that 

is formatted as “Heading 2” will show up as the main heading. 
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How to create a sub heading 

Note: If you cannot find a box like the one below, ensure you have followed the instructions in 

“adding a page” or “updating a page”. 

1. Select the text you would like to turn into a sub heading. 

2. In the format drop down box (second drop down box from the), select “Heading 3” 

3. The text will be converted into a sub heading 

This is important: Heading 3 is the pre defined style for a sub heading. All text that is formatted as 

“Heading 3” will show up as a sub heading. 

How to create normal text 

Note: If you cannot find a box like the one below, ensure you have followed the instructions in 

“adding a page” or “updating a page”. 

1. Select the text you would like to turn into normal text. 

2. In the format drop down box (second drop down box from the), select “Paragraph” 

3. The text will be converted into a paragraph 

This is important: “Paragraph” is the pre defined style for a paragraph. All text that is formatted as 

“Paragraph” will show up as normal text on the website. 

Additional Styling 

Text can be styled using the bold, italics, and underline buttons in the same way you would style text 

in word. 

Please be aware that there are some restrictions regarding copying and pasting text. Read the next 

section for information on how to copy and paste in a website friendly way! 

  



 

Copy and pasting information to the website
When you copy text from another source, it’s formatting is kept. The text you have copied 

remembers it’s font, what size it is, what colour it is and whether it’s bold or not. This is good 

sometimes, but when we want to edit a webpage, we want it to forget all these things.

We want the content to look like the pre defined styles (outlined in the previous section).

Because of this, you cannot simply copy and paste content from other sources

Luckily for us, your website has a feature known as “Paste as text” (outlined in red below). This 

removes the “memory” the text has about what it should look like.

instructions set out in the “basic formatting” section) to look like it is

1. Select the text you want 

2. Press CTRL+C to copy the text

3. Click the “paste as Text” button (circled below)

 

4. Use CTRL+V on your keyboard to paste the text into the window

 

 

5. Format the text that you have pasted in so that p

that they relate to (no gaps between them).

6. Make sure that there is no more than one gap between the bottom of one paragraph and 

the top of the next heading
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Copy and pasting information to the website 
When you copy text from another source, it’s formatting is kept. The text you have copied 

remembers it’s font, what size it is, what colour it is and whether it’s bold or not. This is good 

when we want to edit a webpage, we want it to forget all these things.

We want the content to look like the pre defined styles (outlined in the previous section).

you cannot simply copy and paste content from other sources. 

, your website has a feature known as “Paste as text” (outlined in red below). This 

removes the “memory” the text has about what it should look like. We can then style it (using the 

instructions set out in the “basic formatting” section) to look like it is meant to. 

elect the text you want to copy to your website 

ress CTRL+C to copy the text 

Click the “paste as Text” button (circled below)

Use CTRL+V on your keyboard to paste the text into the window 

Format the text that you have pasted in so that paragraphs are directly below the heading 

that they relate to (no gaps between them). 

Make sure that there is no more than one gap between the bottom of one paragraph and 

the top of the next heading 

When you copy text from another source, it’s formatting is kept. The text you have copied 

remembers it’s font, what size it is, what colour it is and whether it’s bold or not. This is good 

when we want to edit a webpage, we want it to forget all these things. 

We want the content to look like the pre defined styles (outlined in the previous section). 

 

, your website has a feature known as “Paste as text” (outlined in red below). This 

We can then style it (using the 

 

 

aragraphs are directly below the heading 

Make sure that there is no more than one gap between the bottom of one paragraph and 
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7. Click “Insert” 

8. The text has been copied to the editing box, and is now ready to be formatted. (Refer to the 

“basic formatting” section) 

  



 

Images 

Uploading images 

1. Under the content section, choose 

2. Scroll to the bottom of the page to get to the image upload controls

3. Click “Browse” 

4. Choose the picture that you want to upload, and then click “Send”

5. Allow some time for the 

6. Once the image has been 

7. The photo is now ready f

how to include them in a

 

Using images 

1. Under the content section, choose 

your uploaded image to.

2. Scroll down to the content section of your page

3. Place the cursor in the ed

4. Click the insert image button (circled red in this picture)

5. The insert image dialogue box will appear.  Form here you can open the list of images that 

you have already uploaded by clicking  the button circled in red below

6. The following window will appear with all 

this example we would like to insert the VDP Websites logo, so we click on the name of the 

file circled in red 
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section, choose Image Manager 

Scroll to the bottom of the page to get to the image upload controls

 

hoose the picture that you want to upload, and then click “Send” 

 image to be uploaded 

Once the image has been uploaded, a list with all of the uploaded photos

for use in the website. See the section on using im

a page. 

section, choose Pages.  Click the name of the page that you want to add 

your uploaded image to. 

Scroll down to the content section of your page 

diting box where you would like to place your image

insert image button (circled red in this picture)

The insert image dialogue box will appear.  Form here you can open the list of images that 

you have already uploaded by clicking  the button circled in red below

The following window will appear with all of the images that have been saved on the site.  In 

this example we would like to insert the VDP Websites logo, so we click on the name of the 

s will be displayed. 

mages below for 

.  Click the name of the page that you want to add 

where you would like to place your image 

 
The insert image dialogue box will appear.  Form here you can open the list of images that 

 
of the images that have been saved on the site.  In 

this example we would like to insert the VDP Websites logo, so we click on the name of the 



 

 

7. The image will then be shown in the Insert/Edit image dialogue box.  At this point, it is a

good idea to give the image a description

8. Click “Insert” to insert the image into your web page. 

 

 

9. Your image will now appear where you put your cursor. 

VDP Websites logo
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The image will then be shown in the Insert/Edit image dialogue box.  At this point, it is a

good idea to give the image a description. 

to insert the image into your web page.  

age will now appear where you put your cursor. 

VDP Websites logo 

 

The image will then be shown in the Insert/Edit image dialogue box.  At this point, it is a 

 



 

 

10. We will now change the properties of the image so that it looks like it should.  For the sake 

of this example, we will put 

make the text wrap around the image.  You can also align the image to the left of the page 

so that the text wraps around to the right of it if you choose. 

 

 

11. To do this, right click the image

12. The image is now aligned to the right and looks fine, but in many other cases, the wrapped 
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We will now change the properties of the image so that it looks like it should.  For the sake 

of this example, we will put the image on the right side of the page, which will automatically 

make the text wrap around the image.  You can also align the image to the left of the page 

so that the text wraps around to the right of it if you choose.  

To do this, right click the image, and choose “align → right” 

The image is now aligned to the right and looks fine, but in many other cases, the wrapped 

 

We will now change the properties of the image so that it looks like it should.  For the sake 

the image on the right side of the page, which will automatically 

make the text wrap around the image.  You can also align the image to the left of the page 

 

The image is now aligned to the right and looks fine, but in many other cases, the wrapped 
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text will appear too close to the image.  To beat this problem, we can pad the image by 

following the following steps 

13. Right-click the image, choose insert/edit image 

14. Click the appearance tab 

15. In the style field, you will find “float: right;”.  Change this so it reads “float: right; padding-

left: 10px; padding-bottom: 10px;” 

16. If you are aligning an image to the left you can also use “float: right; padding-right: 10px; 

padding-bottom: 10px;” 

  



 

Files 

Uploading files 

NOTE: DO NOT USE THIS FOR UPLOADING 

READ THE PREVIOUS SECTION TITLED “UPLOADING IMAGES” FOR THIS

 

1. Under the content section, choose 

2. Click the “upload files” tab that appea

3. Upload controls will appear

4. Click “Browse” and locat

5. Click the “OK” button to upload your files

 

Linking to files 

1. Go to the page you want to 

2. Scroll to the content edit

3. Highlight the text that you want to link to your file

4. Click the insert link button (circled red below)
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NOTE: DO NOT USE THIS FOR UPLOADING IMAGES THAT WILL BE DISPLAYED ON YOUR SITE.  PLEASE 

READ THE PREVIOUS SECTION TITLED “UPLOADING IMAGES” FOR THIS 

section, choose File Manager 

Click the “upload files” tab that appears 

Upload controls will appear

te the file that you want to upload 

Click the “OK” button to upload your files 

Go to the page you want to add a file to 

ting box of the page 

light the text that you want to link to your file 

lick the insert link button (circled red below) 

IMAGES THAT WILL BE DISPLAYED ON YOUR SITE.  PLEASE 

 

 



 

5. Click the list button to view files that have been uploaded to the server (circled in red below)

 

 

6. Choose the file that you want to link to by clicking on i

 

 

 

7. Click the insert button
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Click the list button to view files that have been uploaded to the server (circled in red below)

Choose the file that you want to link to by clicking on it 

Click the list button to view files that have been uploaded to the server (circled in red below) 

 



 

 

8. The text you highlighted will now turn blue and underlined.  People will be able to click this 

text to download the file you linked to
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The text you highlighted will now turn blue and underlined.  People will be able to click this 

text to download the file you linked to 

 

 

The text you highlighted will now turn blue and underlined.  People will be able to click this 



 

Linking to other pages 

Linking to other pages on

1. Highlight the text you want 

2. Click the link CMSMS button (circled in red)

 

 

 

3. Choose the page that you want to link to

 

 

 

4. The text you highlighted will now change to a special kind of link in curly brackets that the 

CMSMS system uses.   

 

 

Linking to pages from ot

1. Highlight the text you want 

2. Click the link button (circled in red)
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n your website 

Highlight the text you want to link 

link CMSMS button (circled in red) 

Choose the page that you want to link to 

The text you highlighted will now change to a special kind of link in curly brackets that the 

ther websites 

Highlight the text you want to link 

Click the link button (circled in red) 

The text you highlighted will now change to a special kind of link in curly brackets that the 

 

 



 

3. Type in or paste the external link that you want to link to in the Link URL field (eg. 

http://www.google.com.au

 

 

4. Click the insert button 

5. The text you highlighted will now turn blue and underlined.  People will be able to follow the 

link you just created 
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Type in or paste the external link that you want to link to in the Link URL field (eg. 

http://www.google.com.au) 

The text you highlighted will now turn blue and underlined.  People will be able to follow the 

Type in or paste the external link that you want to link to in the Link URL field (eg. 

 

The text you highlighted will now turn blue and underlined.  People will be able to follow the 


