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First steps: Site Setup Wizard 
 
Congratulations on taking your first step to create a beautiful, professionally designed website with 
Sitebuilder! We are excited to take you through this process. Let's get started! 
 
Once you enter the Template Gallery where you can explore the beautiful collection of website 
templates, choose the style that appeals to you and click Use this template button. 
Once you have chosen the template, you are taken to Step 1 of the Site Setup Wizard. 

Step 1: Add the required details 

 
 

Here’s what you can do at Step 1:  
● Enter the website name. You can change it later in Website settings. 
● Choose the category of the website you are creating, for example, business or online store. 
● Enter the website description. This step is optional and you can edit this description later at any 

time. 
Once you are done entering all the needed details, click Continue. 

 



 

 

Step 2: Choose your website type 

At Step 2 of the Site Setup Wizard, you can choose the type of the website you want to create. You have 
the following options: 

● Multi-page website: fully functional website complete with images and demo content. This 
website is built of several blocks professionally designed so fonts, images, and the layout are 
optimized for the best user experience on any device. 

● Business card: this is a one-page digital introduction of the business containing a brief outline 
of the company, a relevant image, and full contact information. A Business card can serve as 
a placeholder mini-site replacing the “Under construction” page or as a building block for the 
multi-page site. 

● Blank template: you can start from a blank page and populate it with Blocks pre-designed in 
full accordance with the template style. 

Note: All colors, fonts, and effects are consistent throughout all the Blocks that you will use to build any 
website from scratch.  
      Once you have chosen your site type, click Continue to go to Step 3. 

 



 

Step 3: Add business essentials 
At Step 3, you can add more business details such as: 

● Company logo 
● Business name 
● Business description 

Note: adding all of these details is entirely optional at this stage. You can always modify the business 
details in Website settings later. 
Once you have added details, click Continue. Otherwise, click Skip this step. 
 

Step 4: Add more business details 

At Step 4 of the Site Setup Wizard, you can provide even more details about your business. You can 
add: 

● Business address 
● Contact details such as email, phone number 
● Business hours 
● Links to the profiles in social media 

Note: adding all of these details is entirely optional at this stage. You can always modify the business 
details in Website settings later.  
Once you have added the details, click Continue. Otherwise, click Skip this step to add these details 
later. 
 
You will be taken to the Website Editor where you can add blocks, customize the Website settings, and 
add content to the site. 
Congratulations! You have successfully set up a website.  
 
 
 
 
 
 

 



 

Template gallery 
Next, choose the website template that fits your needs from the Template Gallery. Each template can 
be customized to suit your individual needs. 

 
  
 

 

 

 



 

Template details 

You can view template details by clicking the View details button. You will check the suggested uses 
for this particular template as well as any unique custom features this template has. 

 
Once you are happy with the way the template fits your needs, click on Use this template and proceed 
to enter your website details. 
 

Reasons to choose our templates: 

● Agency-quality design: Each template design has been crafted by our professional design 
team. All template designs have been developed to look flawless on all modern browsers and 
mobile devices. 

 



 

● Design automation: templates automatically adjust whether you remove or add blocks. This 
provides flexibility to get the site you want but safeguards you from needing to undo mistakes 
or having an unattractive site. 

● Mobile friendly: every website template is developed and designed to deliver a user-friendly 
mobile experience. You can edit your template on any device knowing that it will have a 
consistent professional look and feel across all platforms and on screens of any size. 

● Multi-purpose website designs: every template design supports all content types including 
service descriptions, team introductions, testimonials, pricing, booking, and contact pages, 
among many others. 

● Tap to tailor: tap anywhere on the template to access settings and editing dialog boxes. Edit 
content on the page and immediately see how the website is going to look to its visitors. 

● Duplicate any block: easily duplicate any template Block or element to customize it without 
risking the look of the finished blocks. 

● Prominent calls to action (CTA):  any template has many highly visible customizable buttons 
that prompt visitors to perform the desired action, for example, booking a demo, buying a 
product, or learning more about the services. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Website settings 
In this tutorial, you will learn how to manage website settings such as an address, phone number, social 
media, and other details. 
 
To open Website settings, navigate to the top left area of your Editor and click on Website. Choose 
Website settings from the drop-down menu. 
 

 
How to edit the General information 

Choose the General option to edit the following settings: 
- The website logo which will be updated throughout the entire website 
- The website favicon  
- The website name which will be shown in browser tabs 
- The custom code you want to add to your header and footer. For example, these codes might include 
live chat services, domain verification, or website analytics. 
Note: this area is not intended for adding content or styles.  
 
Once you are done modifying General settings, click Save to apply changes. 

 



 

  
How to edit Contact information 

Choose Contact info in Website settings window to add the contact details that will be displayed in the 
header and footer blocks across the entire website.  
 
You can add the following details: 
- Business Name: add the business name for better branding and recognition. 
- Business Description: describe the products and services.  
- Phone: add the phone number in an international format starting with +. This phone number will be 
displayed in the header and footer, as well in the Business Card block. 
- Address: enter the company physical address if the website customers can receive services or buy 
products in any location. 
- Open hours: choose one of the four options in the drop-down menu or add the custom hours by 
choosing Custom and entering the business hours in the next window. 

 
- Social profiles: to add a social media profile to the website, click on Add social profile button and 
paste the link to the needed social media profile into the URL field. Add as many links as you like. 
 
Once you are done editing the Contact info settings, click Save, and then Publish to make the changes 
live. 

 



 

 
 



 

 

Adding text to the page 
Changing or editing text in the Sitebuilder is as easy as clicking on the text box or title you want to edit. 
You can type your text on top of the placeholder text.   
 
If you are changing the text you have already inputted, then you will have to delete it before you add 
new. As you can see, I have typed the text in the subheader replacing the Lorem Ipsum text before I 
took the screenshot.  

 
 

Removing the demo content 

When creating a site with the Sitebuilder, you start by picking a block. Each block comes pre-loaded 
with demo content to highlight the design. The demo content is intended as inspiration only! When 
building your site, you will use keyboard shortcuts to replace the demo text and images with your own 
content. 
If you like a block’s content structure, you can edit it and replace the content with your own images and 
text. To do this, click on any place in the text and start typing. 

 



 

 

Copying and pasting text 

You can copy text from your text editor and paste it directly on the page.  

1. To copy the text into your clipboard: highlight the text to copy and press Command ⌘ +C 
(iOS) or Ctrl+V (Windows) combination 

1. To paste the contents of the clipboard at cursor: Press Command ⌘ + V (Mac) or Ctrl+V 
(Windows) combination. 

Tip: to quickly highlight the entire paragraph place your cursor on it and press Command ⌘+A (iOS) or 
Ctrl+A (Windows). 
 
 
 
 

 

 

 

 

 

 

 

 



 

Deleting content from the page 
You both create and delete any amount of text in Sitebuilder by using the computer keyboard. You can 

use the same familiar keys to delete text: Backspace and Delete. How these keys work, and how much 

of your text they can delete, depends on how you use them.  

The Backspace and Delete keys are used to delete single characters: 

● Backspace: Deletes the character to the left of the insertion pointer 
● Delete: Deletes the character to the right of the insertion pointer 

After you delete a character, any text to the right or below the character shuffles over to fill the void. 

You can also press and hold Backspace or Delete to continuously delete characters in Sitebuilder.   

Sitebuilder has two ways to delete bigger portions of text. 

1. To delete a word: Point the mouse at the word and double-click to highlight it. Press the Delete 
or Backspace key to make the word disappear.  

2. To delete a paragraph: Point the mouse at the paragraph, click the mouse button three times, 
and press the Delete or Backspace key. 

After deleting the word or any portion of the text, Sitebuilder wraps up the remaining text so that 
deleting any number of words doesn’t leave a “hole” in your text.  

 



 

 

Saving your content 
Once you have created something special, you obviously want to save it. Here’s how you can save your work 
in the Website Editor.  
 

Saving as you work 

One of the most important things to remember is to save while you are working on your page. This helps 
preserve incremental changes to your work, and allow you to try out and roll back changes without risking 
the loss to your work. 
Do not make the mistake of waiting until you are finished to save—if you do this, you may lose your progress 
if anything interrupts your work. 
To save as you are working, navigate to the top menu. Here you will find a Save button. You can also save 
keyboard shortcuts Ctrl + S or if you are on a Mac, Command + S.  
 

 
Autosaving 

The Website Editor automatically saves your edits in the background every 2 minutes. 
  
Saving when moving between pages 

You will be prompted to confirm website saving when you are moving to another page without saving 
changes you have just made. 
  
Saving when publishing 

Your website is saved automatically when you publish. Remember to publish your website for the latest 
content to appear live to your online visitors. 
These steps will ensure your work is saved and ready for use. 

 



 

 

Adding maps to the website 
The Contact block embeds a Google Map with a location pin.  
 
You can embed a Google map, directions or a Street View on the site. There are two ways to add 
location content to the website. This article covers both.  
 
Before you begin 

You need to generate a link to the needed location in Google Maps. Here’s how you do this: 

1. Open Google Maps. 
2. Enter the address to go to the directions, map, or a Street View image you'd like to embed. 
3. In the top left corner, click the hamburger (three horizontal stripes) menu. 
4. Click Embed a map. 
5. Click Copy HTML to copy the code. 
6. Paste the code into any text editor such as Notepad and highlight only the URL of the map or 

an image. It should look like this: 

 

7. If you want to add multiple maps, repeat these steps for each map, directions or a Street view 
you want to add. 

 
Now you are ready to add a map (or multiple maps) to your page.  
 
 
 
 

 

https://www.google.com/maps


 

Way 1. Add a map block 

1. Open a page  
2. Click the + button, also known as an Add Blocks button 
3. Choose the Contact block with a full-size map and click on it to add to the page. This map has 

a random location added for demo purposes only. Now you need to add your own location to 
the map. 

4. Hover the map to trigger the Control Pane. Click on Change External URL link. 

 
 

5. Copy the URL of the map. Paste it into the External URL line. 
6. Enable Allow Full Screen option, if needed. 
7. Click Apply. The map will appear on the page. 
8. You can add URLs of directions and the Street View in the same way.  

 

 



 

Way 2. Add a Contact block with a map 

1. Open a page. Choose a place where you want to add a Contacts block with a map. 
2. Click the + button, also known as an Add Blocks button. 
3. From the Blocks Library choose one of the Contact blocks with three columns that contain a 

map and contact details. 

 
 
4. Click on the block to add to the page. 
5. Hover the map to trigger the Control Pane. Click on Change External URL icon. 
6. Go to your text editor page and copy the URL of your map. Paste it into the External URL line. 
7. Enable Allow Full Screen option, if needed. 
8. Click Apply. The map will appear on your Contact page.  

 

 

 

 

 



 

Adding multiple maps  
 
Map Blocks can only display one location pin. To create maps for multiple locations, add multiple 
Contact blocks to a page. Here’s how you do this: 

1. Duplicate the map element in the Contact block. 
2. Hover the map to trigger the Сontrol Pane. Click on the Duplicate Layer icon. The new map 

block will appear to the right. 

3. In the new block, click on the Change External URL link. 
4. Copy the URL of the map of another location or a different type of map. Paste it into the 
External URL link. 
5. Enable Allow Full Screen option, if needed.  
6. Click Apply. The new map will appear on your page. 
7. Repeat steps as many times as needed. New maps will be arranged automatically to preserve 
the visually appealing look and feel of your website. 
 

 

 



 

Adding a full-size map on mobile 

1. Log into Sitebuilder on your mobile device. Click on Add Block button to see the Blocks 
Library. Use the Funnel icon in the top right corner to see all categories of blocks for quicker 
navigation. 

 
 
 
 

 



 

 
 
 
 
 
2. Tap on Contacts and choose the block with the full-width map. 

 
 
 

 



 

Tap to add this block to the page. 
 
3. Get ready your map URL.  

4. Activate the Control Pane by tapping on the map.  

5. Paste the URL into the External URL window. 

6. Press Apply to submit the URL. 

Congratulations! You have just added a map to the page right from your phone.  

 

Adding a Contacts block with a map on mobile 

1. Log into Sitebuilder on your mobile device. Click on Add Block button to see the Blocks Library. Use 
the funnel icon in the top right corner to see all categories of blocks for quicker navigation. 

2. Choose one of the Contacts blocks with a map. Tap to add the block to the page. 

 

 



 

3. In the new Contacts block, tap on the map to bring up the Control Pane.  

 
4. Get ready your map URL.  
5. Activate the Control Pane by tapping on the map. 
6. Paste the URL into the External URL window. Press Apply to submit the URL. 
7. Your map now displays in your contact form.  
8. Edit the rest of the contact form. For more tips on how to customize your contact form, please visit 
this tutorial. 
 
 
You can add maps of different scale on Google Maps and add them to your Contacts block. To do this, 
generate URLs of different types of maps -- terrain, satellite images, and even a planet view -- and enter 
them to the newly created map elements. You can mix and match different maps, Street Views, and 
directions to create highly visual contact pages. 
 
 
 

 



 

Adding images 
You can add images to blocks directly from your computer. Here’s how you do it: 

1.Click on any image in your block. The Edit Image icon will appear. 

 

2. Click on the icon to see your computer’s file browser. Click on the file you would like to use as an 
image on your page. 

  

 



 

3. On the next screen, you can move the grid to resize the image so that it best fits the layout of the 
block. The Sitebuilder will suggest the optimal image size for this particular block’s layout. 

Note: If you choose to add the image longer than suggested, it may cause other blocks to become longer 
too. 
 
Once done adjusting, click Submit.  

 

4. When your image has been uploaded to the website, you will see it on your page in the Sitebuilder. 

 
 
 
 
 

 



 

 
You can reverse your recent actions while editing the website in the Website editor. 
  
To undo an action:  

1. Press Ctrl+Z (Windows) or  Command (⌘) + Z (Mac) until you've fixed the issue.  
2. If you prefer your mouse, click Undo in the upper right corner of the website. 

 
You can press Undo (or Ctrl+Z / ⌘+Z ) repeatedly if you want to undo multiple steps. 
 
Tip: You cannot undo some actions, such as saving a page. The Undo button which looks like a curved arrow will 
not appear if you cannot undo an action. 
 
How to redo an action 

You can revert to the previous version of the website and cancel the undo changes. To redo something you've 
undone: 

1. Press Ctrl+Y or (Windows) or   ⌘+Y (Mac)  
2. If you prefer to use the mouse, click Redo in the upper right corner of the screen. The Redo button only 

appears after you've undone an action. 

Note: The Website Editor has a default undo/redo maximum of 100 actions. 
 
 
 
 
 
 

 



 

 
 



 

 
 

Page navigation 
You can manage the links that appear in the navigation Header block of the website. You can have 
anything from simple navigation to a complex hierarchy with a tree of pages and subpages. You can 
also add links to external websites as well as links to trigger an email. 
 
Here's how you manage the navigation in the header. 
1. Click the Add a block + button and navigate to the Headers section. Choose the header that suits the 
website goals. 
2. Hover over the header to trigger the Header Editing Pane. Choose the Edit menu icon that looks like 
stacked rectangles. 

 
3. A Navigation Settings window will open up. Here you will see your current navigations items.  
4. To add a new item to your navigation, click on the purple round + button. You will see a new window 
where you can set up the new navigation item.  
 
Linking to a website page 

 

 



 

- Add the new Item Name: for example, you want to add a link to another page of the website you are 
working on, let's call it Services. Type in Services. 
- Assign a Click Action: If you are adding a link to an existing page on the site, click here and you will 
have a list of all pages available for placing into the navigation. 

 
In our example, let's click on Services. 
To confirm the action, click on Add Item, and then on Save. 
Once the changes have been saved, you can see the new item in your navigation. 

 
Links to external websites 

If you would like to link to a page on an external website, follow these steps: 
1. Press the purple + button. 
2. Enter the name of the link into the Item Name field, for example, Samples. 
3. On the external website, copy the URL of the page where you want the users when they click the link. 
4. Paste the link in the Click Action field, then click Add Item and Save. 
Once the changes have been saved, you will see the external website link in your site's navigation. 

 
Rearranging navigation items 

You can easily drag and drop items in your navigation menu depending on your preferences. Don't 
forget to save your work after making changes! 
 

 



 

 

Editing links on the page 
You can create several types of links on the website page: 
- You can place a link to another site 
- You can add a link to a page of the site you are working on 
- You can link to a downloadable file 
- You can add a link to an email address so that the site visitor can send you an email directly from the 
page. This will automatically launch your visitor’s external mail program such as MS Outlook or Apple 
Mail in the new window. 
 
Let's take a look at how to add different types of links. 
 
Adding button links 

To link a button to another page of the website, an external website URL, or an email address: 
1. Hover over the button to trigger the link editing pane: 

 
2. Click on the "chain" Link icon. You will be prompted to add the following: 
- To link to an existing page on the website you are working on, just select the page name from the 
dropdown menu. 

 



 

 
 
- To link to an external URL, copy the URL of the page you want to link to, and paste to the window.  
- To link to an email address, enter the following line of code:  
mailto:someone@example.com 
Note: you enter the email address instead of someone@example.com 
 
3. To confirm the entry, click on the check icon. 
Note: please keep in mind that the link won’t be active in the Editor.  
 
4. To make the link fully functional, click on Publish button in the upper right corner. Once the site has 
been published, your visitors can click on the link and land on the destination you have specified. 
Note: you can modify the text in the button by clicking on it and typing in the new text. Please keep it 
short and not longer than 4-5 words. This will not affect the link you have added to the button. 
 

Adding a text link 

You can link to another page, outside URL or an email to any link in blocks such as Features, Products, 
and more. You can modify the text in the link in the same way as the text in the button. 

 



 

 

The Website menu 
You can find the Website menu when you first appear in the Editor. It's a button located to the left of 
your Pages… link. 

 
Understanding the Website menu 

The Website menu provides access to publishing, Website settings and other admin areas of the site. 
Here you can find everything that you need to manage the site you are working on. To access these 
functions, follow these steps: 

1. Publish website: click this link in the Website menu to publish online the latest version of the 
site. 

2. View published website: click this link to visit the latest published version of the website 
online. 

3. Pages... : click this link to access the Pages menu where you can manage your pages. You 
can add new pages, assign a new home page, rename, delete, and modify Page settings. 

4. Help center: click this link to access the knowledge base of helpful articles. 
5. Exit editor: click this link to log out of the Website editor. 

Note: make sure to save your progress before exiting the Editor, otherwise your last changes may not 
be saved. The Editor automatically saves your changes every 2 minutes. 
 

 



 

  



 

What is a block 
A block is the foundation of the website. Like bricks, block form the website, starting with the Header 
block to the main content area, and down to the Footer block.  
 
Each block type has been purpose-built to help you reach the website goals. Gallery blocks showcase 
the portfolio, Awards block lists the credentials and recognition, while Contact blocks help the website 
visitors to get in touch with the company. 
 
Each template in the Template Gallery has 100+ professionally designed blocks that perfectly 
complement each other. This eliminates the risk of mistakes when building your website. 
 
Adding a new block 

To add a new block, click on the round Add block + button.  

 
 

You will be taken to the Block Library where you can choose the block to add. Each of these blocks can 
be customized to meet the website building needs. 
 

Combining blocks 

Use blocks in hundreds of combinations to create the unique beautiful website. No need to worry about 
spacing, margins, or compatibility. All blocks in any chosen template have been designed to mix and 
match while preserving the professional polished look of the website.  
 
Note: Whichever block you choose, it's guaranteed to match the rest of the template and look great on 
all devices, including smartphones, tablets, and desktops.  
 

 



 

Block library 
Block library contains all the building blocks you can use to construct the website and any of its pages. 
You don't need to worry if the block matches the previous one or the space between them is too big or 
small. Each of these blocks has been professionally designed to match the look and feel of your 
template. This helps preserve the beautiful layout of the website on any device.  
 
Block categories 

You can easily search for the right blocks by browsing the block type list on the left. Scroll down to view 
all categories available. 
 
Searching for blocks 

To quickly jump to the block with the element you need, navigate to the top left corner of the Block 
Library to Search... field. 
Type in your query and click the "looking glass" icon. For example, we are looking for all blocks that 
have a form in them. 

 
Adding a block 

Simply choose the block you need, click on it and it will appear on the desired location on your website 
page.  
 

 
 

 



 

Adding a block 
Blocks create a page layout combining text, images, videos, forms, and other elements. Adding a block 
is the first step in creating the website page. In this article, you will learn how to add a new block using 
the Add a block + button. 
 
Adding blocks to a blank page 

To add a new page: 

1. Navigate to the Pages… link in the Website menu in the top left corner of the Website Editor. 
2. Click Add a new page link and set a name for the new page. 
3. You will see a message that says Start building your page. 

 
Note: This message is only visible to you. To visitors, the page will display as blank without any text. 
 
 

4. Click on the Add a block + button and you will be taken to the Block Library.  
 

 



 

 
 
Tip: use the Search field at the top of the Block Library menu to search for specific types of blocks 
using words like image, text, form etc. 
 
For this example, we have entered the word form to find blocks that contain various types of forms. 

 

 



 

5. Click on a block to select it. The new block will appear on the page with demo content.  
Depending on the block type, you can customize Block settings by hovering over the block and clicking 
on the “gear” Settings icon. 

 
Adding more blocks to the page 

You can insert blocks between existing blocks, on top of them or below them to create a page structure 
that fits your website strategy. Here’s how you do this: 

1. Open the page where you want to add a new block from the Pages… menu. 
2. Hover over the border of the block and the Add a block + button will appear. 

 

3. Click on the button to open up a Block Library and choose a block to add to the page. 

4. Click on the block to select it and it will appear on the page. 

5. Edit the block settings as described above. 

 



 

Block settings 
You can change almost every element of the block. This tutorial will walk you through every setting that 
can be modified in the Block settings menu. 
 
Accessing the Block settings menu  

To access the Block settings menu: 

1. Hover over any area of the block. The dialog box will appear. 
2. Click on the “gear” Settings icon to access the Block settings menu. 

 
Customizing Block settings 

You can make changes to the content of the block and its elements by checking or unchecking block 
options. 
  

 

 



 

Which block settings you can change 

You can change the following block settings to completely change the block contents. 
  
Block secondary title  

The block’s secondary title is used to add more description to the block. Check this option to add a 
secondary title which is displayed on top of the main title. Use this area to add a short description of 
the block.  

  
Block title  

The block’s main title is the most prominent content. Check this option to add the main title which 
draws the focus on the page. Use this area to describe this particular section of the page. 

 
 

 

 



 

Block subtitle 

Block’s subtitle is displayed beneath the main title. Use this area to add more depth to the services or 
products. You can add more details to the offer or describe competitive benefits.  

  
Block description 

This content area is located below the block subtitle. Use this content area to describe the products or 
services in greater detail. Check this option to add more content to the block or uncheck to remove it. 

 
Feature icon 

Some block elements have icons that help attract attention to the particular feature and also help the 
visitor better navigate the page. Check this option to add the icon to the page. You can replace the icon 

 



 

with another relevant image from our extensive Icon library which contains over 3000 icons that are 
guaranteed to look great on all devices. 
If you don’t want to show the Icon, you can remove it by unchecking this option. The design of the block 
element will update automatically.  

 

Feature button 

This button or link leads to the page that provides more details about the feature of a specific product 
or service. You can customize the link by following steps in this tutorial.  

  
 

 

 



 

Primary button 

This is the main button for the website visitors to click. Use this button to guide users towards the 
company goal, be it booking a room or making the appointment. The Primary button is usually filled 
with color, as opposed to the Secondary button which is outlined. Make it clear where you want the 
website visitors to click!  

 
 

Secondary button 

The Secondary button helps the website visitors to get in touch to learn more about company services 
or offers. This button is less prominent yet it supports the main call to action by encouraging visitors to 
continue learning about company products or services. Check this option to display the second button 
in your block or uncheck to keep just one button in the block.  

 



 

  
 

Service image 

Add or remove an image that illustrates the services offered on the website. You can opt to remove the 
image from this block by unchecking the box. The design of the block will be updated automatically. 

 

 



 

Service title 

You can add a title to the Services block element by customizing this content area. If you choose to 
uncheck this option, the design of the block will be updated automatically. 

  
 

Service description 

You can modify this content area by adding your own description of the services. This area is located 
underneath the Service title. You can choose to remove this text area by unchecking the box next to 
this option. 

 



 

 
Author photo 

This option in Testimonials block settings allows you to display the photo of the client who has 
provided the testimonial or a review about company services or products. You can replace the photo 
and it will automatically get cropped to fit in a circle. 

  

 



 

Author name 

This option allows you to display the name of the testimonial author. You can uncheck this option to 
remove this text area from the testimonial or a review.  

 
Author position 

This option in the Testimonials block allows you to display a line of text below the testimonial author’s 
name. You can use this line to display the location or any other details about the testimonial author. 
Uncheck this option to remove the line from the Testimonials block. This action will affect all 
testimonials in this block.  

 



 

 
Testimonial icon 

This option enables you to display or remove the icon in the Testimonials elements. Icons are great for 
drawing attention and easier navigation. To change the icon, follow the steps outlined in this tutorial. 
Uncheck this option to remove the icons from the Testimonials block.  

  
 

 



 

Testimonial rating 

Showcase the five-star rating when adding customer reviews or testimonials! This visual element helps 
to highlight the quality of any products or services. To add the stars to the Testimonials elements, 
check this option. To remove, uncheck. The overall design of the block will adjust automatically. 

 
 

 

 

 

 

 

 



 

Pricing icon 

Icons help add visual appeal to the pricing block and also serve as focal points for the website visitors. 
Check this option to display icons in your Pricing block. To remove, uncheck it. 

 
Pricing list 

This option turns on or off the display of the list of items that may be included into the pricing package. 
You can delete any line in this list or add more lines. To remove the list from your Pricing block 
element, uncheck this option.  

 

 



 

 

 

Pricing button 

This option adds a button or a link below the pricing package description allowing the website visitors 
to instantly purchase the item they want. To remove this item, uncheck this option. 

 
 
 

 
 
 
 
 
 
 
 
 
 

 

 



 

Editing blocks 
After you have added a block, you can edit its settings, move it, duplicate or delete it. This article 
explains how you can edit blocks on your page. 
 

Accessing the Block editing menu  

To bring up the Block editing menu, hover over any area of the block you would like to edit. 

 
How can you edit the block 

Depending on the type of the block you will have several editing options: 

● Move: click the “cross” Move arrow to move the block to another location on the page. You 
will see the yellow guideline which indicates the location where the block can be moved. 

● Edit image: depending on the block type, you can edit the background image. Check out this 
article to understand how to replace the background image. 

● Duplicate: click on the “stack” Duplicate icon to create an exact copy of any block. This is 
useful if you want to add multiple blocks with similar content or if you want to experiment 
with the block layout without affecting the original block. 

● Block settings: click on the “gear” Settings icon to access the Block settings menu. This 
article explains how to customize various Block settings. 

● Delete: click on the “trash can” Delete icon to delete the block. This action can be undone. 

 

 

 

 

 

 



 

Editing the block layout 

You can move, edit images, duplicate, and delete most of the elements inside the block. Here’s how you 
do this:  

1. Hover over the block element you would like to edit. The Block editing menu will appear.  

 
2. Depending on the type of the block you will have several editing options: 

● Move: click the “cross” Move arrow to move the block element to another location on the 
page. You will see the yellow guideline which indicates the location where the element can be 
moved. 

● Duplicate: click on the “stack” Duplicate icon to create an exact copy of any block element. 
This is useful if you want to add more elements, for example, more services, testimonials, or 
team members. 

 



 

● Block settings: click on the “gear” Settings icon to access the Block settings menu. This 
article explains how to customize various Block settings. 

● Delete: click on the “trash can” Delete icon to delete this block element. This action can be 
undone.  

3. Some blocks contain icons which can also be edited and replaced with another icon. To replace an 
icon, click or hover over the original icon, then click on the “smiley” Icon link to access the Icon library 
with over 3000 icons.  
 
4. Some block elements contain links and buttons which can also be modified.  To access the link 
editing menu, hover over or tap the link. 
To replace the link, click on the “chain” Edit link icon. 

 
 
 
Note: to preserve the professionally designed look and feel of your website, the block and block 
element design will update automatically when you move, duplicate, or delete the block or any of its 
elements.  
 
 
 
 
 
 
 
 

 



 

Moving a block on the page 
You can move a block to different locations on the page, for example, moving them up or down to 
create a custom layout of your images, text, and other content. Before moving a block you need to add 
blocks to your page. Please note, you cannot move a block to another page of your website. 
 
To move the block to another location on the page, follow these steps: 

1. Hover over the content area of the block you’d like to move to trigger the appearance of the 
dialog box. 

2. Click on the “cross” Move icon. 

 
3. Drag the block to another location on the page. 

4. Make use of the yellow guideline which shows where the block will appear. 

Note: the blue guideline shows you the current location of the block.  

 
5. Drop the block in the location where you see it fit. Use the yellow guideline to choose the new 
placement. 
After you have moved the block to a new location, the layout of the page will be adjusted automatically.  

 



 

 

Duplicating a block 
Duplicating is a great way to use an existing block as a starting point for new content without having to 
create it from scratch! When you duplicate a block, the copy will have the same text, layout, images, and 
settings as the original.  
To make a copy of a block: 

1. Navigate to the top of the block and hover over any area to trigger the dialog box. Click on 
Duplicate that looks like a stack of paper. 

 

2. The identical block will appear at the bottom of your original block. 

3. You can modify the content and change the settings as you would with any other block. 

Tip: duplicating blocks can save time when creating new, similar products. 
You can also duplicate elements in blocks. For example, you may want to add more testimonials to 
your page or to increase the number of team members. 
 

 

 

 



 

Duplicating block elements 

 1. Hover over the element you want to duplicate to trigger the appearance of a dialog box. 

 
2. Click Duplicate to create a copy of the element. 
3. Note that elements will shift automatically while maintaining the margins between the elements. 
This helps preserve the visually appealing look and feel of your website. 

 
4. If you have created too many copies of the element, trigger the dialog box and click on Trash icon to 
delete any unwanted items. You can also click Undo to reverse the change. 

 



 

Deleting a block 
You can remove the block from your page. In this article, you will learn how to delete any block on your 
page and what happens once it’s deleted. 
 
How to delete a block 

1. Open the Website Editor and locate the block which you would like to delete. 
2. Hover over the content area to trigger the appearance of the dialog box. 
3. Click on the “trash can” Delete icon. 

 

4.The block will be deleted. 

Note: you can reverse this action by clicking the Undo button or typing Ctrl-Z on your keyboard. 
 

What happens next 

After you have deleted the block, the page layout will adjust automatically. You can delete any number 
of blocks and your page layout will remain attractive on all devices. 

 
 
 
 

 

 



 

 
 



 

Creating a new page 
 

To create a new page on the website, follow these steps:  
1. In the Website menu, click Pages to bring up the Pages panel. 
2. Click the Add a new page link at the bottom of the panel to add a new page. 

   
3. In the next step, you will be prompted to add the page name. For example, we have named our new page 
"Services". Enter the name in the field and click Add Page.  

 



 

 
4. Once the new page has been created, you will see a blank screen with Add new block + button. Click this 
button to choose your first page block from the Block Library. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Creating a contact page 
 
You can add a Contact Us page to the site where you can provide the needed contact information, a contact 
form, a map, social media links, and hours of operation. 
 
Here’s how can you add and customize your "Contact Us" page. 
Steps to create a contact page 

1. Create a new page in your Pages panel. Navigate to Website menu, click Pages..., then click Add New 
Page button. 

 
On mobile: click on Menu and then choose Pages… . Click on Add New Page at the bottom of the screen. This 
adds a page to your site. 
 

 



 

2. Go to page settings by clicking on the "gear" icon. Rename the page from Untitled to Contact Us or Contact, 
depending on your preferences, and press Rename Page. 
 
On mobile: tap on three vertical dots icon to access the page actions menu. Choose the Page Settings option. 
Type in the new page name (for example, “Contact Us” or “Contact”) and then tap Rename Page.  
 
3. Choose the newly created page in the Pages… menu and click on Add Blocks button.  

 
4. Press the Add Block button and navigate to the Contact block section in the Blocks Library menu. 

 

 



 

  
 



 

Page settings 
You can manage your page settings to modify your page's title, tags, and description which helps improve the 
visibility of your website by the search engines. Here's how you can customize your page settings. 
1. Navigate to the Website menu. 
2. Click on Pages... link. 
3. From the list of your website pages, choose the one you plan to edit and click on the Gear icon: 

 
For example, let's edit settings of our Home page. 
4. When you click on the Gear icon, a new window opens up. Here you can edit various settings of your page: 
Page title: You can modify the page title as it will be seen in the search results. The average length of page titles 
in search results is currently 83 characters (at the time of writing), however, the optimal page title is 55 
characters which should display your title on most devices without truncating. 
Note: @#$%^&*()?":{}|<> characters cannot be used in the page title. 
Page description: When writing meta descriptions, try to keep it around 150 characters because Google usually 
truncates snippets that are longer than 160 characters. 
Page keywords: you can enter the most relevant keywords for your page. Keywords on a page are important 
because they help search engine bots understand your content better so you can rank higher for those keywords. 

 



 

You can preview how your page title and description will look in search results:  

 
Custom code editing: you can add custom code to the header and footer areas in Page Settings, too. This code 
is often required for domain authorization and various analytics. This option is available for premium 
subscribers. 
 
 
 
 
 
 
 
 
 
 

 



 

Editing buttons 
You can use the buttons to add a Call to Action (CTA) to your site. Buttons can link to the content, email 
addresses, or external content. 
 
You can discover lots of blocks with buttons in the Block Library. You can also add a standalone Call to Action 
block between any blocks on your page. 
 
To edit the button, follow these steps: 

1. Add a block with a button: click on the Add Block + button and choose the block that fits  your website 
content strategy. 

1. Edit button text: Navigate to the button and hover over the demo text inside the button. Click on any 
word and start typing your new text.  

 
On mobile, tap the button to trigger the keyboard and start typing to enter the text. Click Done when finished. 

 



 

 
Tip: We recommend keeping button text under 25 characters. Longer text can interfere with the button's design 
and may display unevenly on mobile devices. Buttons are best when they use active verbs to encourage the 
desired action. 
How to add a link to a button 

 



 

Hover over the button text to trigger the Button Editing Pane. Click on the link to select the destination for site 
visitors after they click the button. You can enter an external link, choose a page on your site, or add a path to a 
downloadable file.  

 
You can add links when editing buttons on your mobile in a similar way. 

 

 



 

To link to a page on your website, click on the link icon and choose the page of your website that you want your 
visitors to go when they click on the button. For example, we have chosen the Services page.  

 
Tip: if you do not see the option to add a link, hover away from the button and click anywhere on the page. Return 
to the button and repeat. 
5. Once you have added the link to your button, click Save to apply changes. On mobile, click the floppy disk icon 
in the top right corner.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

The Pages menu 
You can add, rename, delete and assign the new status to pages in the Pages menu. 
To access the Pages menu in the Website menu, click Pages… 

 
The Pages menu opens up. Use this menu to: 

● Add new pages 
● Rename pages 
● Delete pages 
● Manage pages 

 



 

● Set up a new homepage 

Each line in the menu displays a page's title and an icon representing its page type. 
 

Resizing the Pages menu 

Using a black round handle appearing at the corner of the Pages menu you can resize the Pages panel to display 
your pages in the way that is most convenient to you. 

 
You can also make the Pages menu full-screen by clicking the Close button in the upper right corner.  

 



 

Setting a new homepage 
Your home page is the page that displays first when anyone visits your site. Visitors can return to the home page 
by clicking the site title or the website logo. 
 
You can assign any page of your website to be the new homepage. Here's how you can do it:  
1. Navigate to the Pages menu in the upper left corner and click on Pages to access the list of existing pages of 
your website. 

 

2. Hover over any page in your list to bring up the Home icon  prompting you to Set as Home Page. 

 



 

 
 
2. Click on the Home icon. You will see a Home icon appearing before the page name you are currently on. After 
you click on this icon, the page automatically becomes your new home page. 
 
Congratulations! You have successfully assigned the new homepage.  
 
The old homepage will remain in your navigation, but will not have the Home icon next to it. You will need to 
adjust your navigation to reflect this change. 

 

 



 

Deleting a page 
You can easily delete any page on your website in the Pages panel. Before you delete a page please remember 
the following: 

● When you delete a page, all of its content is deleted. 
● Deleted pages can be restored. 
● If you think you will need this page later, you can make it inaccessible by removing it from your 

website’s navigation. Please note that this page may still appear in online search results. 
● If you want to delete the home page, set the new homepage first and then proceed with the steps in 

this article. 

Follow these steps to delete a page: 
1. To delete a page, head on to the Pages panel and hover any page in the list to trigger the dialog box. Click on 
the Trash icon. 

 

 
2. You will see a window asking you to confirm the page deletion. Click Delete Page. Alternatively, if you change 
your mind, you can click Cancel. 
Once you click Delete Page, the page will disappear from the list of your website pages. 

 

 



 

 

 



 

Adding videos to your page 
 
You can embed videos from YouTube on your website. This platform is recognized for its streaming quality. 
There are multiple benefits for video embedding — the site loads faster, visitors can share the videos, and you 
enjoy more options to control video playback. That’s why there is no need to upload a video directly to the 
Sitebuilder. 
 
Uploading your video 

Before you start embedding a video on your page, you should upload the video to Youtube. Here are the 
instructions how to do it. 
Tip: Only public videos can be embedded on your site. You can set your video as Public under Visibility option in 
Youtube interface. Don’t choose Private or Unlisted options.  
 

Adding videos in the Sitebuilder 

1. Choose the place on your page where you want to add the video. Click the + button. 

 

 

 

 

https://support.google.com/youtube/answer/57407?hl=en
https://support.google.com/youtube/answer/57407?hl=en


 

 

 

2.  Choose one of the following Features blocks: 

 
You can match the color of the block to your existing block color or choose a contrasting scheme. 
 
 
3. Get the embeddable URL of your video on Youtube. You can get it by clicking Share on the video page.  

  
Copy the short URL on the next page. 
  
 
 
 
 
 

 



 

3. Hover over the demo existing video to see the menu. Click on the option Change External URL. 

 
4. Paste the Youtube video URL in the next window. 

 
You can also choose the Allow Full Screen option to enable viewing in full-screen format. 
 
5. Click Apply when finished.  
Congratulations! Your video has been added to the page. The video will start playing after you Publish the site.  
 
 

 



 

 
 



 

Adding a favicon 
 
A favicon, also known as a browser icon, is an image that appears on the browser tab. The term favicon is short 
for “favorites icon.” Here are some places where you will see the favicon: 

● The browser’s address bar for active pages. 
● The list of favorites or bookmarks. 
● In the drop-down list of predicted URLs in the browser. 
● On a link to your site on the “home screen” of a mobile device. 

 Here are some reasons why favicons are important:  

● Stronger branding: as with your logo, your favicon helps users remember your site. 
● Better recognition: the human brain processes images much easier and quicker than words, so 

visitors will quickly recognize your website in the browser. 
● Consistent experience: users appreciate favicon presence and definitely notice their absence. 

Creating a favicon 

If you are ready to create a favicon, you have two ways of doing it:  

1. Search online a free favicon generator. A good example is https://www.favicon-generator.org which 
also generates app icons for iOS, Android and Windows mobile devices. 

2. Create your image which should measure 16 pixels by 16 pixels. You can use an initial letter of your 
business name or a simplified version of your logo. 

Remember, a favicon is a very small image. Avoid adding too much detail since a blurry favicon is worse than no 
favicon at all. 
 
 

 

 

 

 

 

https://www.favicon-generator.org/


 

Adding a favicon 

To add your custom favicon to your website, follow these steps: 

1. Navigate to Website link in the top left corner of the Website Editor. 
2. Click on the Website settings… link. 

 
3. Locate the option to add a favicon. 

 
Click on Choose icon button and choose the file from your computer.  

 



 

4. Click Open in your browser add the favicon. 
Note: make sure your file is in either a .ico or .png format.  
 
5. To confirm changes, click Apply in the Website Settings menu. 
Congratulations! Your favicon has been added successfully.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Editing an icon 
Icons are an essential part of delivering information. Icons help improve the visual appearance of the page and 
help your visitors easily digest information on the page. Here are some reasons why you should add icons to 
your page:  

● Better user experience: website visitors focus not only on the content but on the visual design of a 
website as well. 

● Visual aid: draw attention to certain page elements with relevant images. 
● Consistent appearance: you can rest assured that your icons will display just the way you want them 

across all devices, without any loss of quality. 

Adding a block with icons 

You can choose a block that contains icons from the Block Library. The following blocks have icons built in the 
design: Covers, About, Features, Pricing, Schedule. 

1. Choose a location where you want to add your block with an icon and click on the Add a block + 
button. 

2. Choose the block from the Block Library and click on the block.   
3. The block will be added to your page. 

Customizing the icon  

1. Hover over the icon to bring up the dialog box. 
2. Click on the “smiley” Change icon icon and the Icon Library window will appear. 

 



 

 
3. In the Icon Library menu, type in the keyword related to the icon you want to add. For this example, we want to 
add an icon that would illustrate a feature of a phone. 

 
4. Click on the icon you like and it will replace the original icon. 
5. Repeat these steps with all other icons on the page.  
Note: your changes will be saved automatically every two minutes.  

 



 

 
 



 

Getting started with the Online Store 
 

We will take you through the steps to get started selling online. 
 
Adding products 
1. Navigate to Products and click + Add new product to start building the catalog. 

 
2. On the product set dialog box, you can do the following: 

● Upload your product image 
● Add your product name 
● Add a product description 
● Enter a price 
● Add a product to a Category 
● Choose related products 
● Customize tax and shipping options 

 



 

 
Once you are done customizing the product, click Add new product button. 
 
Repeat these steps for all other products you plan to offer. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Selling digital products 

The Online Store makes it easy to sell and manage any digital products such as software, audio, and video files 

(mp3s), e-books, graphics, or anything that is delivered to customers by download. Customers can add digital 

products to their carts and pay for them the same way that they would pay for a tangible product. Once their 

order has been processed, they receive an email notification with the download link for their purchase.  

Here's how to add digital products to the Online Store:  

1. Click Catalog > Products. 
2. Click an existing product to edit it, or click +Add New Product to create a new one. 
3. Open the Files tab. 
4. Click Upload Files.  
5. When you are finished, click Save.  

The files will be available for the customers only after they have completed the purchase process, and they will 
receive an email with the download link they can visit to access their file/s.  
You can also protect your download links, to prevent your files being shared without having first been purchased.  
 
To do this, you can limit the link lifetime and the number of downloads customer can make.   
 

There are two options available to you: 

● Link lifetime, in hours (e.g., the link is available for 24 hours only, but your customer is allowed an 
unlimited number of downloads). 

● The number of downloads (e.g., the link is available without any time limits, but it can only be 
downloaded five times). 
  

 

 



 

Here's how to set up download protection:  

1. Click Settings > General.  
2. Click the Cart & Checkout link. 
3. Scroll down to the E-goods section. 

 

 
 

4. Enter your Link lifetime hours and Number of download attempts values. 
5. Click Save. 

Another handy feature is that, when needed, you can manually regenerate any download link or expire it on the 
Order details page of the necessary order.  
 

To regenerate the download link: 

1. In the Online Store dashboard, go to My Sales > Orders. 
2. Click the See Details button on the order you want to review.  
3. Scroll down until you see the "Download Section".  
4. Click the "Re-generate" link. 

 



 

After regeneration, a new link will be generated and sent to the customer, so they will be able to download the file 
again.  

To expire the download link: 

1. In the Online Store dashboard, go to My Sales > Orders.  
2. Click the See Details button on the order you want to review.  
3. Scroll down until you see the Download section.  
4. Click the Force link expiration link. 

After forced expiration, the link will become unavailable immediately. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Product categories 
 

Categories are a great way to manage and arrange the products. They also make it easier for customers to 
navigate the site and find the products they want.  

1. Click Catalog > Categories.  
2. Click +Add Root Category to set up your main category (e.g., "Coffee Beans"). 

 
3. Customize your new category: 

- Enter the category name 
- Add category image 
- Add category description 
 
Once done, click Save. 
 

 



 

4. You can also add a subcategory, e.g., Promotions. To do this, choose the category from the list. Click 
Add subcategory button. 

 
5.  Repeat the steps by adding the subcategory name, image, and description. 

Assigning products to a category 

Once you have created your categories, you should assign each product to a category or subcategory. Here's 
how to do this: 

1. Click Products. 
2. Choose a product to add and click Edit product. 
3. In General, scroll down to Categories and click on Change Categories button. 

 



 

4. Click on the categories and subcategories where you want this product to appear. 
 

 
5. Click Save to confirm.  

 
6. Repeat these steps with all the products in the store. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Product availability 
 

The Online Store makes it easy for you to manage the product availability. Here's how to get started: 
1. Go to Catalog > Products. 
2. Select the product you'd like to mark as out of stock. 
3. Under Availability, click Disable. This will mark the product as Out of stock on your  published site. 

 

 
4. To control the stock and ensure that it is managed effectively, under Stock Control click Manage. 
5. You can indicate the number of items you have in stock, as well as request an email to be sent to you when 
you are out of stock. 
6. When you have finished, click Save. 
 
 
 
 
 

 



 

Inventory tracking 
 

The Online Store incorporates an Inventory Tracking feature where you can control the outflow of the products 
and be notified when your stock is getting low. You can also put an Out of stock status on your product and 
prevent further orders. 
 
The Product quantity can be set in the Product settings. Here's how you can do this: 
1. Click Catalog and then Products. 
2. Click on the product which you want to track. 
3. Under Stock Control, click Manage. 

 

 
4. Fill in the quantity or select the Unlimited option (this means the product is always for sale and the product 
quantity will never be decreased to 0). 
5. If you want a notification for when your stock reaches low, fill in the number at which point you want to be 
alerted. 
6. Click Save. 
If you set product quantity, it will be automatically reduced after each purchase until it reaches zero. After that, 
the product gets Out of stock status and will not be available for sale. 
 

 



 

Hiding Out of stock products 
 
You can hide Out of stock products in your store using Hide out of stock products option. Here's how you can do 
this: 
1. Go to Settings > General. 
2. Click the Cart & Checkout link. 
3. In the Catalog Settings section, tick the box next to Hide out of stock products. 

 

 
4. Click Save. 

 
 
 
 
 
 
 
 
 

 



 

Product options and features 
 

Product options 

The Online Store allows you to customize the product options. You can offer size options for your products, set 
price differences for different size products, add text boxes for customer notes, have drop-down menus with 
options (such as whether an item should be gift-wrapped) and allow customers to upload files (for example, if 
they want to upload an image to print on a t-shirt). 
  
Here's how to get started:  

1. Click Catalog > Products. 
2. Select the product you'd like to edit. 
3. In the Product box, click Options. 
4. Decide what you want your option to do and be called and click  +Add New Option. 
5. Complete the title (e.g., T-shirt). 
6. Select the input type: 

○ Select: Drop-down menu with option values (e.g., yes or no for a gift-wrap option).  
○ Radio: Radio-buttons with option values (e.g., small, medium, large). 
○ Date Picker: An input box with the popup calendar to select a date.  
○ Text Field and Text Area: One line and multi-line input boxes to enter any text (e.g., if a 

customer wants to add a message to a gift). 
○ Upload file: Allows a customer to attach files to his/her purchase (e.g., if you're selling t-shirts 

and customers can upload their own designs) 
○ Checkboxes: Checkboxes allow customers to select multiple items from one product option. 

This is helpful if, for example, you are a pizzeria, and you want customers to be able to select a 
pizza and various toppings. 

7. Click +Add New Selection and then complete the text box under the Title column (e.g., Green t-shirt). 
8. Set the price modifier if applicable (e.g., if there is a price difference between this and other options): 

+ sign adds the amount to the base price.  
- sign deducts the amount from the base price. 
$ sign adds/deducts the amount as money. 
% sign adds/deducts the amount as a percentage.  

 



 

 
Enter the value (money or percentage dependent upon your selection in column two). 

9. If you have more than one selection, then you will need to choose which one is the default one. 
10. Click Save. 

If you want more than one selection for each option, just repeat steps 9 and 10 above. You can also add more 
than one option, by starting from step 5 and going through the process again.   
  
 

Product combinations 

The Product combinations feature allows you to set a separate image/price/SKU/quantity/low stock notification 
for each set of product options. A good example of this is if you are selling t-shirts; each of your t-shirt sizes is a 
separate product and is tracked and managed separately. 
  
Product combinations can be used in many different ways. Here's just a few:  

● Track inventory per option (stock based on options). For example, you can have one t-shirt available 
in “S” and “L” sizes, and then you can have a separate stock for each size. So for example, if “S” size is 
sold out, your customers will still be able to purchase the “L” one.   

 



 

● Assign different images to your options. When a customer selects an option, the product's main 
image is updated. This allows your customers to instantly see what they are going to buy and what the 
option looks like. 

● If your options affect (raise/lower) your product price, the product combinations feature allows you to 
update your product price on the fly. Your customer will be able to see the new price immediately on 
the product details page. 

● Assign a different weight to your options. If you use options to sell products in different packs or 
bundles, then your shipping methods will return more accurate rates. 
  

Related products 

This is a convenient upselling option to have if your customer missed or didn’t add a related item from the 
product details page. You can remind about it on the checkout page, and the You May Also Like section will 
appear on the bag page and list the related items specified for the products added to the shopping cart.  
 
Follow the steps above to add related products, and then:  

1. Go to Product 
2. Click Related products 

 
3. Click Assign products to choose products from the catalog. 
4. Alternatively, turn the Display random products option on. 

The related products will be displayed on the checkout page.  
 
 

 



 

Shipping settings 
 

The Online Store supports shipping options worldwide and also gives you the flexibility to choose the shipping 
provider. There are three different shipping calculations available: 

● Flat rate: Set a flat shipping rate, or specify free shipping.  
● Custom table: Customize your shipping costs by weight, number of items or cart total.  
● Carrier-calculated: Automatically calculate costs based on carrier rate tables.  

Destination zones 

Before setting up shipping, you will want to create destination zones. Destination zones are used for shipping 
rules that apply to a specific geographical area. For example, if you would like to create two different shipping 
rates, one for your country and one for all other countries, you need two zones, one with only your country and 
the other one with all other countries. 

1. Go to Shipping & Pickup and click Zones 
2. Set up Zones depending on your plans to sell internationally.  
3. Click Add new zone and customize the zone settings. 
4. Add Region, State, or Zip code where you plan to ship. 
5. Once done, click Save. 

 
 

 



 

Shipping settings 
You can manage shipping settings to get more precise rates. Here's how you do this: 

1. Go to Shipping & Pickup to the Shipping settings section and click Shipping origin information. 
2. Enter the address from where you will be shipping your orders.  
3. Click Save to confirm changes. 

 

Customizing shipping methods 

You can add new shipping methods which you plan to use in your store. Choose to deliver your products using 
the most popular carriers and enable customers to pick up products in a specific physical location.  
 
To add a new carrier, click the Add shipping method button.  
On the next page, you will have an option to choose a carrier which is added automatically based on the store's 
location.  
- Choose the suggested carrier and set up Free shipping, Flat rate or set up Custom rates. 
- Set up a local delivery 
- Set up another carrier: enter the name of the carrier that you would like to set up.   
 
Tip: you can click View all carriers link to see the full list of carriers supported by Online Store. 
Setting up the dropshipping address 

If you deliver goods from another country, you can set up an address from where your goods are actually 
shipped. To customize this address, click on Change country link. 
 
On the next page, you can enter the alternative address from where the orders will be fulfilled. 

 



 

 
Once done customizing, click Save. 
 

Adding in-store pickup 

You can customize the details where your customers can pick up their orders. To do this, navigate to Add pickup 
option and enter your store address and working hours. 
 
You can also ask customers to specify when they will be picking items up. To do this: 
1. Check the Ask for pickup date and time at checkout toggle. 

 



 

 
Enter the needed business hours.  
 
2. Customize the Order fulfillment time. Click on the link and choose the option that you want the customer to 
see. 

 
Once done customizing, click Add Pickup Option to confirm changes. 
 
 
 

 



 

Free shipping 
With free rate shipping, you can offer free shipping. This may increase conversion and boost sales. Free shipping 
also applies to digital goods you are selling. 
 
To create a free shipping method: 

1. Go to  Shipping & Pickup > Shipping & Pickup 
2. Click the +Add Shipping Method button. 
3. Choose the carrier you want to customize, for example, Royal Mail. 

 

 



 

4. Click Set up Free shipping. 

 
5. Give this method a name, for example, Free shipping. 

 
6. Click Delivery speed and set a delivery speed by entering a number of business days. 

 
7. Choose which zone this rate applies to, and if necessary, click Create new link to add a new 

destination. 
 

8. When you're finished, click Save & Finish. 

If you have one method, but would like to offer different shipping rates (e.g. one for your country, and one for 
other countries), you need to configure two zones. Once you have your zones set up, it's easy to specify shipping 
costs per zone.  
 
Tip: If you want to offer free shipping to all customers near your store, create a new zone with your country, state 
and zip code. This means that each condition you have for shipping should have a zone. 
 
 
 
 
 
 
 
Flat shipping 

 



 

To create a flat rate shipping method: 

1. Go to  Shipping & Pickup > Shipping & Pickup 
2. Click the +Add Shipping Method button. 
3. Choose the carrier you want to customize, for example, Royal Mail. 
4. Click Flat rate. Give this method a name, for example, Standard delivery. 

 
5. Click Shipping rate & delivery speed. 
6. Set a shipping rate by entering the shipping cost as either a flat amount or flat percentage of 

the total price. 
7. Set a delivery speed by entering a number of business days. 
8. Choose which zone this rate applies to, and if necessary, click Create new link to add a new 

destination. 
9. When you're finished, click Save & Finish. 

 
 

 
 

 



 

Payment gateways 
 

The Online Store integrates with a large number of payment gateways.  Here are the following supported 
payment processors: 

 
You can add a payment method, or edit existing payment methods, in Settings > Payment.  
 
The payment method options are extremely varied and give you absolute control over what types of payments 
can be accepted. Not only that, but you can also choose payment methods, such as a check or cash on delivery.  
 

 

 



 

Online payments 

Online methods process payment automatically, and would apply to methods such as credit cards and PayPal 
transactions. Online store has PayPal, PayPal Express and Square payment gateways built-in 
  
Adding another payment gateway: 

1. Go to Payments and scroll down to Other ways to get paid section. 
2. Choose the payment type you'd like to accept from the drop-down menu. 
3. Enter your gateway account information as required. 
4. Enable your gateway. 
5. Click Save. 

  

Adding customer instructions 
A customer note is always shown on the next line of the payment method name, and it’s a convenient way of 
adding extra information to your payment methods.  

 
Once completed, click Save. 
 
 
 
 
 
 
 
 
 
 

 

 



 

C.O.D. (cash on delivery) payments 
 

You can certainly set up a C.O.D. option if you wish! Here's how:  

1. Click Payment 
2. Navigate to Manual payment methods and click Add manual payment method button. 
3. On the next page, configure your new manual payment method: 

 - Enter the name which the store customer will see during the checkout 
-  Enter payment instructions during the checkout 

 

 

Once done, click Save. 
 
Note: If you plan to have the C.O.D. for non-local deliveries, the Online Store owner will need to contact the 
shipping company about this. For example, UPS provides this and will collect a cashier's check or money order. 

 
 
 
 
 
 
 

 



 

 
 

Applying a tax 
 

If you need to apply a tax on certain items, you can do this easily by doing the following: 

1. Click Settings > Taxes. 
2. Click Manage Tax Rates. 
3. In the next screen, click Add new tax. 

 

 

4. Modify the following settings: 
- Tax name: for example, a certain region, e.g. the UK. 
- Tax applies to: subtotal or subtotal and shipping 
- Zone defines by: choose Shipping address or Billing address 
 

 



 

5. You can click Specify rates per zone and enter precise tax rates for each zone.

 
6. To add more rates for each zone, click Add Rate.  
7. To remove a zone, click on the trash can icon. 
8. Once you are done customizing taxes, click Enable and Save. 

This will now apply a tax only to orders sent to regions you have selected. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Changing currencies 

Once you have set up your Online Store, you can change your currency, and a wide range of currencies are 

supported. 

Here's how to do it: 

1. Log into the Sitebuilder. 
2. Click Menu > Store. 
3. Go to Settings > General. 
4. Click Regional settings. 
5. In the Currency section, click on the Currency drop-down menu. 

6. Change the currency to the one you'd like to use and click Save. 
 
 
 

 

 



 

Minimum and maximum order subtotals 
 

You can configure your Online Store to have a minimum or maximum subtotal amount before the customer can 
complete a purchase. Here's how to do it: 

1. Go to Settings > General. 
2. Click on Cart & Checkout link 
3. Scroll down to the Checkout Settings section. 
4. Add the required minimum or maximum subtotal allowed on checkout in the fields provided. 

 
5. Choose Skip payment method selection, if order total is zero option if desired. 
6. Click Save. 

 
 
 

 
 
 

 



 

Sending customer invoices 

The Online Store allows for invoices to be saved as PDF documents, which make emailing them a breeze. 

To access and save the invoice you're looking for, simply do the following: 

1. In your Sitebuilder, click Menu > Store. 
2. Click My Sales > Orders. 

In your the list of recent transactions, find the one that you would like to save and/or send the invoice of and 

click Print invoice, located to the right of the transaction. 

This will open a screen that allows for the invoice to be saved to the computer, after which it can be attached to 

any outgoing email. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Creating discount coupons 
 

To create a discount coupon: 

1. Click Marketing > Discount Coupons. 
2. Click +Add New coupon. 
3. Fill out the necessary fields: 

○ Name: Add a coupon name for your convenience. Only the store owner can see it. 
○ Code: It will automatically give you a coupon code. If you want a different one, you can click 

the "Generate" link in "Generate coupon code" or insert your own code (e.g. 
"christmas_coupon"). The code is not case-sensitive. 

○ Discount: You can select whether to offer a discount or free shipping and can also choose 
whether to offer this as a monetary or a percentage value. 

By default, a new coupon is valid from the day it is created until it is deactivated, and is applied with no limits. To 
edit these settings: 

● Click the today link to select a new start date 
● Click the deactivated link to set an end date 
● Click the no limits link to apply limits based on Orders, Customers, Number of Uses, and Products and 

Categories 

Here is what each limit option does: 

● Orders 
○ All orders: Coupon will be applied to all orders regardless of their totals. 
○ Orders over $: Coupon will be applied only to orders which totals are greater than the amount 

specified. 
● Number of Uses 
● Unlimited: No limits; customers can use this coupon multiple times. 
● Once per customer: Each customer can apply a coupon only once per e-mail, however, the coupon can 

be applied numerous times. A customer can also place two orders with such coupon if they specify 
different email addresses. 

● Single use: Coupon can be applied only once. 
● All: No limits by customer type. 

 



 

● Repeat customers only: Only customers with existing successful orders can use the coupon. 
● You can limit the use of the coupon to specific products and categories, or allow customers to use it 

throughout your store. 
● Customers 
● Products and Categories 

Click Save once you have created the coupon and applied any limits. 
 
You can go back and edit the coupon at any time to change dates and limits by clicking on the coupon name and 
clicking the Pause or Limits links in the Availability column. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

Selling on Facebook 
 

Facebook commerce is gaining in popularity, and merchants and businesses should take full advantage of this 
by ensuring that they are able to market their goods and services on Facebook easily. 
 
The Online Store app is the leading shopping cart application on Facebook, empowering more than 40,000 
Facebook stores globally to sell their products on the world’s largest social media platform. On average, the 
seller notes a 15% increase in revenue by adding a shop to their Facebook page. And since Facebook now has its 
own shopping cart and checkout, your website customers can place orders without leaving their Facebook 
account. 
 
The Online Store makes it easy to add a store to the Facebook page without changing any settings of the pages 
or post anything there. When you connect the online store to Facebook, the social platform will create a 
mobile-friendly Shop section on your Facebook business page that displays your products. Customers can 
access the shop using desktop and mobile devices, including the Facebook mobile app. Once connected, the 
Online Store app will automatically sync the product information and will update it twice a day. 
 
These are the requirements to meet before connecting a store to Facebook: 

● You have a Facebook business page and it has been published 
● You are the admin of that page 
● Your store currency is supported by Facebook. Here’s a list of currencies that can be used for making 

payments on Facebook. 
● Store products comply with Facebook Commerce policies. 

Connecting the online store to Facebook 

1. Go to the Sales Channel section, and click Sell on Facebook. 
2. At the next screen, you will be prompted to click on the blue button to start connecting your store to 

Facebook. Click the button to proceed. 
3. Enter the Facebook page login details. 
4. If the login details are entered correctly, you will be asked to confirm that you allow Online Store to 

manage Pages and manage Call to Actions. Press OK in the lower right corner of your screen. 
5. Once Facebook processes your data, you should receive a confirmation message. Click Review your 

Facebook store. 

 

https://developers.facebook.com/docs/payments/reference/supportedcurrencies
https://www.facebook.com/policies/commerce


 

Customizing Facebook store page 

1. You will be taken to the Facebook store admin area where you have options to see the status of your 
shop (make sure it’s showing as Connected), and manage Settings of your store. Click on Settings. 
 

2.  In Settings, you have the following options: 
● Hide or show Categories menu widgets. If you do not have many products in your store, 

choose Hide. 
● Hide or show the Search box widget. Choose Show if your inventory is large and choose Hide if 

your inventory is small at the moment. 
● Control how your products are displayed on the Shop page. You can opt for Grid, List, or Table. 

Choose the layout depends on your product photography. If your products are photographed 
on the white background then a Grid or Table view will work best for them. List option is best 
for lifestyle photography. 

3.  At the bottom of the Settings page, you will have an option to enter a script or HTML code in a 
window. This is useful to add Facebook Pixel code in order to leave a cookie in customer’s devices and 
use it in your marketing campaigns such as retargeting. For more information on Facebook Pixel and its 
uses in online marketing read this guide. 

4. Once done with customizing your Facebook Store, click Save. 

 

Managing the products on Facebook Shop 

1. The Online Store will upload all products to Facebook Shop automatically and will update the catalog 
twice a day. 

Note: Only the products in your catalog that have been enabled will be uploaded.  Make sure that your product 
has been marked as Enabled in the catalog. 

 

https://www.facebook.com/business/learn/facebook-ads-pixel


 

2. You can enable the product and manage the stock remaining in the General section of your product 
page. 
 

3. Products will be categorized by Facebook automatically in the following way: 

● Products that are featured on your store’s front page will appear in the Featured section in the 
Facebook Shop. 

● Products in the root category of your catalog will appear as a Collection with the same name in 
the Facebook Shop. For example, the Travel Candles and Aroma Diffusers categories will 
become Travel Candles and Aroma Diffusers Collections on Facebook.   

● Subcategories (including child subcategories) will appear as separate Collections on 
Facebook. 

4. Product variations such as size and color variants will be uploaded to the Facebook Shop with the 
matching attributes. 

Note: If the product has at least one variation set to Any, it will be uploaded to the Facebook Shop without 
variations. You can manage product variations in the Options section of your product page. 

5. Facebook controls the position of the Shop button on your Facebook Page but you can encourage 
visitors to interact with your store by setting up the Contact Us button. Click Add a Button on your Page, 
then choose Contact Us where you can enter your store URL. Alternatively, you can add your email 
address. Click Save.  

How the Facebook Shop works 

1. Store customers will browse the products directly in the Shop section of your Facebook page – even when 
using Facebook’s mobile app – and use Facebook’s own shopping cart. To place the item in the shopping cart 
the customer should click the Add to Bag button. 
 

 



 

2. The customer can opt to Add More products to the shopping cart or proceed to the checkout by pressing Go 
to Checkout. 
 

3. On the next page in the Shopping Cart section the customer can do the following: 

● Browse the products in the order 
● Verify the estimated shipping 
● Click Continue Shopping to add more products to their shopping cart. 

4. In the Checkout section of the page the customer can: 

● Verify their email address that will be used to receive order updates 
● Choose Facebook Checkout (black) or a PayPal Checkout depending on the payment options 

enabled in your online store. 

5. At the Shipping Information page, the customer enters the shipping address for their order. Next, she should 
choose the delivery method which you have set in your online store.  After entering the information, the customer 
should press the Continue button. 
 

6. At the next Payment Details page, the customer chooses the payment method from the payment methods 
that you have enabled in your online store as well as their billing address. They can tick the option My billing 
address is the same as shipping if this applies to them. After completing this section, the customer should press 
the Continue button. 
 

7. At the next Checkout page, the customer can review the contact information, billing address, order quantity 
and press Place Order button. 
 

8. Once the order has been placed and the customer receives the confirmation sent to their email address 
associated with their Facebook account.  

 



 

9. Online Store notifies you about the order by email. The order becomes visible in the My Sales > Orders section. 
Click on the Order and process it according to your existing business process. 

10. Once you have clicked Mark as Shipped, the customer receives the update of the order status. Just like with 
regular sales, you receive a copy of their confirmation email. 

You can also browse helpful articles about how to manage Facebook Shops in the Facebook resources section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

https://www.facebook.com/business/help/846547442125798


 

 
 
 
 

Selling on Instagram 
 

Selling on Instagram offers businesses of all sizes incredible opportunities to reach their target audience and 
drive revenue. With more than 800 million active users and the potential to reach 1 billion in 2018, Instagram has 
the highest engagement rate among social networks. 
More and more consumers are using Instagram and not Google to search for brands. This means you should be 
spending as much time and effort creating a beautiful Instagram feed as you would creating your website. 
According to the recent report, 80% of users follow a business on Instagram and at least 30% of them have 
purchased a product they first discovered on Instagram. 
 
You can sell products in the Online Store on Instagram by creating tags on Instagram posts that showcase the 
products. When people tap the product tags, they can view the item’s details and a price and get a link to this 
product in the Online Store.  
 
Note: You can only tag your products if your store is registered in one of these 44 countries, your Instagram app 
has been updated to the latest version, and you have switched your Instagram account to Business. 
 

Before you begin 

Create a product catalog on your Facebook business page. This would allow Instagram to pull your Facebook 
Shop product feed. To connect your Online Store with the Facebook Shop, follow this guide. 
Here are the steps that help you to sell on Instagram. 
 

Connect your Facebook Store to Instagram 

1. On your Facebook Shop page locate the link to Settings.  
2. Navigate to Instagram on the left-hand side menu. 
3. Find the option Add Your Instagram to get started and click Log in. 
4. You will see the Instagram application login screen inviting you to enter your login details. 
5. If you are creating a brand-new Instagram account for your business, enter your email, a desired 

password, and a phone number. Write these details down and keep them safe. 
6. Review the Instagram’s new Data Policy and return to Instagram. 

How to switch to Instagram's business account 

 



 

To sell on Instagram, you must switch to a Business Profile. Before you proceed, make sure your profile is set to 
Public. Private accounts cannot switch to Business Accounts. To manage this, navigate to Edit Profile in your 
desktop Instagram application. 
1. Locate the option Privacy and Security in the left-hand Edit Profile menu and make sure that the option 
Private Account under Account Privacy is unchecked.   
2. Switch back to your Facebook Instagram management page, where there is now a window inviting you to set 
up a business account Set Up Your Business Profile will appear. 
3. Press Continue. 
4. With a business account, you will get access to new business features as well as Insights analytics features to 
learn more about your followers and Instagram-only Promotions to drive revenue. Click Continue to add your 
contact email, a phone number (optional) and a physical store address (if applicable) and press Done. You can 
amend these details later. 
 

How to convert a personal profile into a business one 

You can also convert your personal Instagram account to a Business Profile: 

1. Go to your profile and tap Options(☀ if using an iPhone or ⋮ in Android) in the top-right corner. 
2. Tap Sign up for a Business Profile. 
3. Choose between Create New AccountorConvert Existing Account. 
4. On the Set Up Your Business Profile page, review your business’s contact information, make any 

changes and press Done. 

Note: Currently, a Business Profile on Instagram can only be connected to one Facebook Page. 
 
Managing your Instagram seller account 

1. With Facebook, you can manage your Instagram comments using the Pages Manager app which you 
can download from Apple’s App Store or the Google Play store. Your Facebook Ads can also be used 
on Instagram. 

2. Use your mobile device to log in your Instagram account. Start sharing photos and videos, as well as 
publishing customized content that supports your business goals. 

Note: desktop and mobile versions of the Instagram application are not identical. The desktop application has 
limited functionality compared to the mobile app. For the best Instagram results, always use the mobile 
application to share content and view analytics. 

 

https://itunes.apple.com/app/facebook-pages-manager/id514643583?ls=1&mt=8&ign-mscache=1
https://play.google.com/store/apps/details?id=com.facebook.pages.app


 

1.  Before you can access the shoppable Instagram posts feature and product tagging feature, your 
account must be approved by Instagram. According to Instagram, the review process can take 
anywhere from a few hours to a few weeks. Make sure to review Facebook commerce policies to 
avoid promoting a product that goes against current regulation. This can delay the results of your 
review or even make them unsuccessful. 

As soon as your account is approved, you will receive a notification that you can turn on the product tagging 
feature in your Instagram app. 

1. Once you see the shopping link in your Business Settings section of the Instagram app, you can start 
product tagging. 

2. To check if you have been approved to create shoppable posts, go to Edit Profile and tap the Get 
Started link. If you don't see the option, go to Settings, tap Shopping and Continue. Select a Facebook 
Shop product catalog to connect to your business profile and tap Done. 

3. You can tag products in both new and existing posts from your Instagram business profile. To tag 
your products in your posts: 
 
a) Select a photo for the post, add filters, hashtags, and a caption. 
b) Tap the products in the photo that you want to tag. 
c) Enter the names of the products you want to tag. Select them as they appear in the search box. 
d) Tap Done and share your post. 

Note: You can tag up to 5 products per a single-image post or 20 products per a carousel post.   
  
You are done! Make sure to check out helpful Instagram tutorials which you can find in the mobile Instagram 
app. Click on Options (☀ if using an iPhone or ⋮ in Android) and then scroll down to Business Settings to locate 
Tutorials on community building, creating engaging content, and posting. 
 
 
 
 
 
 
 
 
 
 
 

 

https://www.facebook.com/policies/commerce


 

 
 
 
 
 

 



 

 
 



 

First steps to building a website on mobile 
 
Once you enter the Template Gallery, you can explore the beautiful collection of website templates that you can 
use right away. Choose the style that appeals to you and tap Use this template button. 

 
4. Once you have chosen the template, you are taken to Step 1 of the Site Setup Wizard. 
 

 

 

 

 



 

Step 1: Add the required details 

Here’s what you can do at Step 1:  

● Tap the field and enter your website name. You can change the website name later in Website 
settings. 

● Choose the category of the website you are creating, for example, business or online store, from the 
drop-down menu. 

● Enter the website description. This step is optional and you can edit this description later at any time. 

 
Once you are done entering the details, tap Continue button. 
 

 

 



 

 

Step 2: Choose your website type 

At Step 2 of the Site Setup Wizard, you can choose the type of the website you want to create. You have the 
following options: 

● Multi-page website: fully functional website complete with images and demo content. This website is 
built of several blocks professionally designed so fonts, images, and the layout are optimized for the 
best user experience on any device. 

● Business card: this is a one-page digital introduction of the business containing its brief outline, a 
relevant image, and full contact information. A Business card can serve as a placeholder mini-site 
replacing the “Under construction” page or as a building block for your multi-page site. 

● Blank template: if you are not sure you can start from a blank page and populate it with Blocks 
pre-designed in full accordance with the template style. 

 
Note: All colors, fonts, and effects are consistent throughout all the Blocks that you will use to build the website 
from scratch.  

 



 

Once you have chosen the site type, tap Continue to go to Step 3.  
 
 
Step 3: Describe your website 
At Step 3, you can add more business details such as: 

● Logo 
● Business name 
● Business description 

Note: adding all of these details is entirely optional at this stage. You can always modify the business details in 
Website settings later. 
 
Once you have added the details, tap Continue. Otherwise, tap Skip this step link. 

 
 
 
 
 

 



 

 

 

 

 

Step 4: Add more business details 

At Step 4 of the Site Setup Wizard, you can provide even more details about the business. You can add: 
● Business address 
● Contact details such as email, phone number 
● Business hours 
● Links to your profiles in social media 

Note: adding all of these details is entirely optional at this stage. You can always modify them in Website 
settings later.  
 
Once you have added the details, press Continue. Otherwise, tap Skip this step link to add these details later. 
 
8. You will be taken to the Website Editor where you can add blocks, customize your Website settings, and add 
content to your site. 
 
9. To change any of the content, tap on the page element and choose one of the icons. In this example, we want 
to change the website name. Tap on the text to trigger the menu. Click on "pen" icon to change the website 
name. 

 

 



 

You will be taken to the Website settings menu where you can change the description of the website. 
 
10. Tap on the "gear" icon to access the Block settings menu where you can check or uncheck block elements 
that you want to appear on the page. Once done, tap Save to apply changes. 

 
 
Congratulations! You have successfully set up your website on a mobile device.  
 

 
 

 



 

Block design on mobile 
Blocks are mobile-optimized and designed to fit the size and format of any device. Your website design will 
automatically resize (shrink or enlarge) to look good on all devices, regardless of the screen size and orientation. 
This helps website visitors easily navigate the site on any device, from large tablets to the smallest of 
smartphones. 
 
Mobile-friendly design 

Mobile screens are typically smaller and more narrow than a desktop screen. This is why all of the block 
elements are stacked vertically when the website is viewed on a mobile device. This helps the visitors view all of 
the content elements by scrolling instead of pinching and zooming out in various directions. You don't need to 
change your block elements for mobile design. 
 
Note: if your block has several elements aligned horizontally, for example, in Features or Products blocks, these 
elements will be stacked vertically in a single column. 

 
 

 



 

Will the website blocks change when the user changes the device orientation? 

Your mobile website design will remain the same when your users rotate the device. The block elements will 
remain stacked vertically. Just tap anywhere to edit the block directly on your mobile screen. 

 
What do I need to do to make my website look good on mobile? 

Your website is professionally designed to look perfect on any device. You don't need to do a custom design for 
mobile devices. Just tap anywhere on your block on your mobile screen and start editing. 
 
 

 



 

Changing the block background 
You can easily change the block background on your mobile device. You can change the background to reinforce 
the branding, add a seasonal feeling to the website, or draw attention to a particular block. Here's how you can 
do it: 

1. Hover over the block where you would like to change the background and tap the "picture" icon in the 
floating menu.  

 
 
2. You will have three options to set up a new background: 
- Take a new photo 
- Choose the image from your photo library 
- Browse your device for a new image 
 
 
 
 

 



 

Depending on the type of your mobile device these options may look different. 

 
 

 

 

 

 

 



 

Taking a photo to use as a block background 

Tap on the Take Photo or Video option and point your camera to frame your shot to use. Click Take Photo to 
capture the photo. Click on Retake the photo if necessary.  

 
If you are happy with your shot, click Use Photo. 

 



 

3. On the next screen, you can choose the area of the photo to crop. The cropping grid has already been 
formatted to let you pick the area that fits the size and shape of the block.  

 
After you have selected the area, tap Submit. Your image will be uploaded to the website. 
 

 



 

Note: some blocks have pre-designed color overlays that match the general block design. In this case, your 
image will appear with the overlay. 

 
 

Choosing the background image from your library 

Another way to replace the background image is to upload it from the image library on your device. Here's how 
you do this: 
 
1. Tap on the area of the block to bring up the block editing menu.  
2. Tap on the "picture" icon and tap on Photo Library option.  
3. Choose the image from the library on your device. 
4. Crop the image so that it fits the design of the block and tap Submit. 

 



 

 
5. Once the image has been uploaded, it will appear as a background of your block. 
 

Browse for the new background image 

You can use the Browse option to choose a new background image from the files uploaded to your device. 
After you have done editing the background click the "rocket" Publish icon to publish your website and make the 
changes live. 

 
 

 


