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Introduction

Thank you for selecting webtreepro as your website content management and hosting system.
Your choice of webtreepro will result in a more efficient process for deploying websites for new
affiliates, sharing content among all sites and enabling local contribution of content where
desired.

As with any software product, your ability to harness webtreepro’s power and flexibility is critical
to your success. We've made webtreepro intuitive and user-friendly and using it should become
second nature in a relatively short time. We are committed to ensuring that you become a fully
enabled user of webtreepro and this document is one example of our commitment.

To assist you in getting started, this guide will help you prepare the materials to be used on your
sites. Specifically, this document will:

Provide you with the steps and general timelines to achieve a successful deployment
e Introduce you to our Site Setup Outline

e Present you with our training plan for your successful deployment

e QOutline our post-deployment support commitment to you

¢ Introduce you to some of our optional support offerings, and,

e Review the steps necessary to create a new look and feel

Finally, we are always interesting in your feedback and recommendations about how we might
improve webtreepro. Our success is tied to yours—and we want you to achieve tremendous
success with webtreepro!
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General Timeline for Implementation
While you have the option of getting started on your own, we recommend that you let us help

you with the initial implementation to hit the ground running. As tangible evidence of our

commitment to your success, all of the steps below are included with your implementation.

The timeline below gives you a general idea of the overall implementation process and the time

required to complete these start-up tasks. While we can have your site space established in as

little as one (1) business day, there are typically other needs that in the long run will better

prepare you to truly “go live.”

Responsibility

Setup Interview (1-2 hour call)

Agreement signed

Together, we will review the Setup Plan,
determine what materials you will need to
develop and set some expected timing for
delivery

Complete Setup Questionnaire
Skin Design (if necessary)

Gather and/or design Assets (images,
header art)

One to 10 Days

During this period, you will provide your current
site design or create a new one. You may also
use this time to establish your site layout plan,
gather assets and determine your initial users.

Initial Setup / Skin Deployment

One to Three Days

We will interpret your site design in to a skin that
is compliant with webtreepro’s templates

Together, we will review your parent site setup

Site Setup Review (1-2 hour call) One Day and skin application. If there are adjustments
needed, they are identified at this stage.
. . If the Site Setup Review exposes any adjustments
Site Modifications One Day . o .
needed prior to going live, we will address them.
. . . . We will conduct a live, online training session for
Initial Training (4-hour online session) One Day

your selected users.

Go Live

Elapsed time of 6 to 16 days from executing Agreement

Follow Up User Training (2-hour online
session)

Deployment +3 Days

We will contact you to set up a second session for
post-implementation questions

Post Deployment Review (1-hour call)

Deployment +10 Days

We will contact you to ensure that your
deployment is achieving your goals

60 Day Review (1-hour call)

Deployment +60 Days

To ensure that you are achieving your desired
results, we will contact you for a quick review.




Site Setup and Administrative Outline

The Site Setup Guide is what we use to establish your instance of webtreepro. In it you will find a
series of questions that guide the initial setup. When this form is completed, we can create your
environment, issue usernames and passwords and then review the work with you to ensure you're
getting off on the right foot.

Although these questions may seem intimidating to those unfamiliar with creative web site
design, this is a one-time effort and the last time you will need to be concerned with any technical
jargon.

Don’t worry about trying to predict the future with your answers—should your site needs evolve,
webtreepro is flexible enough to quickly accommodate changes without any technical
intervention. You have virtually total control over users, roles, pages, content, art and material
assets and more. Typically, the only time you'll need us is if you need to change or add new skins
or templates. As always, if you're not sure how to answer any of the questions, please contact us
for guidance.

Who’” s i n Charge: Admini stration

We will enable your URL for your parent site and create you as the “SuperAdmin”. From there,
you have all the power you need to add users (both parent and child site), roles, child sites, pages,
content, images, documents, media and virtually every other capability.

1. Parent Site URL—we will provide a temporary URL so you may build out your site before
it goes live. When you are ready, you need to have your DNS registration point to the
webtreepro servers.

2. Parent Site Administrator—we need some information about the person that will be
your SuperAdmin. This user has all the capabilities of webtreepro automatically assigned
and can go anywhere/do anything.

Look and Feel: Graphic Standards

How your sites will look and feel are addressed by the color scheme (commonly called a “skin”)
and page layouts (often called “templates”). Other graphic elements of your design may include
baseline art assets like a header or other elements which should appear consistently across all of
your sites and pages. Main menus are automatically created by webtreepro, however, their
design (typeface, colors, actions) are part of the skin design.

We will adapt your existing or new web design into a “skin” which is the look and feel aspect of
your sites. It's what also replicates your standards across any/all pages. Our customers typically
provide a rendered design including technical specifications (colors, fonts, textures, etc.) and any
supporting imagery. If already have a design, or want to use your existing site as a model we will
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adapt that for your webtreepro instance. If you want our help building a new design, see Page 8:
Designing a New Skin.

Training

The webtreepro application has been designed with a user-friendly interface featuring wizards
and graphical representations of outcomes, making it easy to “pick and choose” how you want a
page or content to appear across your family of websites. Regardless of the webtreepro’s
simplicity, it is still very important that you and your key users have a solid understanding of how
to take full advantage of the product.

As part of our implementation commitment to you, we will conduct up to four (4) hours of initial
training for a maximum of five (5) users in a live, web-based environment allowing hands-on
review along with Q and A.

Among the topics that will be covered are:
x Parent Site Administration
U Users—Adding, Maintaining and Deleting
U Roles—Establishing new Roles (User Groups), Assigning Permissions
U Child Sites—Adding a New Child Site, URL Administration, Template and Skin selection
x  Child Site Administration
U Users—Adding, Maintaining and Deleting
U Roles—Establishing new Roles (User Groups), Assigning Permissions
x  Page Management
U Adding/Changing/Deleting of web pages from site(s)

U SEO Optimization, Menu Optimization, Menu Suppression (landing pages) and Keyword
placement

x  Content Management
U Adding/Deleting of Page Elements
U Changing settings of Page Elements (location, visibility, appearance dates, etc.)
0 Content Types—Articles, Menus, Flash, Breadcrumbs, Section Lists, Links
x  Adding and Editing Articles (Text and Images)
U Entering text and attribution.

U Adding/linking images




U Creating/breaking hyperlinks—to other pages or sites

U SEO optimization - keyword identification and placement
x  Site Assets

U Uploading Images, Flash, and Documents

U Saving and Retrieving Articles created in webtreepro

U Placing images, flash, and documents as content

Support

As part of our on-going commitment to your success, we provide up to four (4) hours per month
of complimentary phone support for the parent site administrator only. Child site users are to
contact the parent site administrator with any needs or questions they have.

In addition, we provide email support to parent site administrators and our goal is to respond and
resolve any problems within 12 to 24 hours or notification.

Optional Services

Above and beyond the initial setup of your parent site, primary user, and skin implementation,
you may engage our expert resources for a variety of optional services. As further evidence of our
commitment to your success, we offer you up to eight (8) additional hours of assistance at no
charge, to be applied to the options below. If your needs require more than that, we’ll let you
know and provide a quote to complete the work so there are no surprises. Remember,
webtreepro also provides you with the capability of doing all of these functions within the
application itself.

Skins and Templates
If you have or desire multiple skin choices or additional templates, we can provide you with
whatever your design or business needs may require.

Sites Setup

You may find it beneficial to begin working with an existing site structure versus beginning with a
clean “white-board” look. If this is true for you, we can create placekeeper pages based on your
overall site layout, including your main pages, sub-pages, hidden pages, etc. This provides you
with that running start in which you can focus more on adding content than building the site
infrastructure.

We can also establish your child sites, including the creation of one (1) user per site that is the
admin for each of the child sites. You can always add these on your own.
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Users

If you have a known set of parent site users, we can enable them in the system and assign a role to
each that defines their baseline capability (you can always change or edit roles for any user).
Below are some generally used roles and descriptions:

Super Administrator This is the program manager or parent site administrator. With unlimited capability, this user can
add or delete new child sites, users, roles, permissions and any aspect of content.

Site Administrator This is the “owner” of each site. For each of your franchisees’ sites, there will be a site
administrator that can do all of the above noted actions, but limited to their own child site.

Content Manager This is a user that is generally responsible for managing the actual content of a site. They may or
may not have privileges to add pages, and generally don’t have any privilege to site, user, role or
permission administration.

Intranet User This is typically a view-only role that requires a user to log in prior to accessing a site and/or
privileged content within a site. You may assign a similar role to “special customers” that can
access privileged pages or sections of a consumer-facing site.

Please remember that each user must have a unique login. Not only is this a vital internet and
data security practice, it is also a requirement of our Terms of Use policy.

Imagery and Media

Do you have a library of approved imagery or Flash animations for your parent and/or child sites?
If so, we can pre-load these for you into private or shared libraries. You can always add or delete
more of these at your leisure.

Documents and Downloads

If you are going to setup one of your child sites as an Intranet/Extranet, you will likely be posting
downloadable forms, logos, and other documents for your user community. If desired, we can
pre-load these assets to help you get you going and you have the capability to add, delete or
reorganize these at your own convenience.

Content
Finally, if you already have content either on another site or in electronic documentation we offer
the option of initially placing that content in their new webtreepro home.




Designing a New Skin
If you plan to design a new skin, contact us and ask for our Skin Design Guide. This will help

your graphic designer define the various elements of your skin so they can be quickly deployed in

webtreepro. Below are the general design elements, and the Skin Design Guide provides more

detailed explanations:

1.

Browser Background —this is the area “outside” your site that grows and shrinks
depending on the size of the user’s browser window. It may be a single color, a blend of
colors, a texture or a combination. You may also choose to make art assets a part of your
background.

Fixed Site Width—this is the width (in pixels) for the content area of your site. This area
is fixed in width, but the length is unlimited and will grow to accommodate the content
you've added.

Main Menu—as you add new pages, the site navigation and menu automatically updates
whenever you add, delete or change page names. The menu format is part of your skin.
We will build out a standard menu structure based on your choice of font, and can modify
this to your specific requests once it is deployed.

Templates and Content Panels—your included webtreepro templates (page layouts)
feature panels where content is added. You have the option of having these panels treated
in several ways, ranging from transparent to virtually any opaque color.

Many panels are common across all templates. For example, every template will have a
Header and a Footer panel. But there are also different content panels that may be unique
to a particular template

Options for panels include:

¢ Fill color (or Transparent, which lets your Browser Background show through)

e Border color/width

e Corner treatment. Corner treatments are universally applied to all panels unless
otherwise arranged.
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This is the standard template set, showing the various panels and their intended purpose.

Panel Name Template(s) Placement
| —— |
| —— |
| —— |
| —— | —— | m——
| e —— e e
| —— e —— | ——
| ——
ht Tri-columns ---
[ ——




5. Font(s)—webtreepro offers a series of web compatible fonts. Once you have selected
your default font, it will be used for your main menu as well as to create a series of pre-
formatted paragraph styles. While webtreepro’s text editor allows you great flexibility for
attributing text, it is often easier and faster to just apply one of the pre-formatted styles.

The typefaces available include:

Arial Calibri Courier New
Garamond Georgia Impact
Tahoma Times Verdana

All of this information is repeated with greater detail in the Skin Design Guide. Please ask us, or
you can review and download it at:
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