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WHAT’S INCLUDED?

This guide will show you how to update and maintain your website, using the 
Quiet Storm EasyEdit 7 content management system.
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LOGGING IN TO YOUR WEBSITE
To edit and make changes to your website, you’ll need to login.
To do this, simply add “/admin” onto the end of your website domain. 
For example; www.yourwebsite.co.uk/admin
You will now be prompted to input a username and password.

Don’t know your password?
Easy, just get in touch with us on 01530 510810 or email online@quiet-storm.net and we will send your login details over 
to you as soon as possible.

You can also change your password at anytime to make this more memorable. Just so to “Other tools” and select “Edit 
my details”

Login timeout
Your login session will expire after 1 hour of inactivity for security reasons. A warning pop up will display to notify you of 
this. 

 

LOGGING ON 

To access the admin area of your website you need to add “/admin” onto the end of your website 
address. So for example to get to the Quiet Storm admin we would type: http://www.quiet-
storm.net/admin.  

This loads the admin login screen, which asks for a username and password. If you don’t have a 
login, then please email the Quiet Storm Online Support team at: online@quiet-storm.net.  

Here is what the admin login screen looks like: 

 

Once you have entered your login details {Note: The username and password are case sensitive} the 
site will load as you would normally view it but it will have the toolbar showing above all content and 
the QS bar at the bottom of the page. For more information on the QS bar please see the section on 
this on page ##. 

If you stay logged in without navigating to another page for over an hour, you will automatically be 
logged out.  You will see the following message: 

 

To stay logged in so you can continue working on your website click on ‘Renew your session’. 

SAVE 

After making changes to your website you will need to ensure that the save button is 
pressed otherwise any changes will be lost. 

After pressing the ‘Save’ button, the following message appears: 

THE BASICS
Whether you’re a techno whizz or a technophobe, EasyEdit 7 is simple and easy to use. Once you know how!
Your website is specifically tailored to suit your businesses needs and created to allow both flexibility and simplicity 
when using our EasyEdit 7 content management system.

Here are some tips for when you’re editing your website

SEO Tip: Always think of your end user
Write engaging content to keep the website fresh and interesting, write in layman’s terms to make your website 
simple and easy to understand. Most important of all, always give your user a clear instruction on every page, THINK: 
what do you ideally want them to do next.

Save your changes!
Click the save button each time you make a change on your website. The save button will glow yellow once a 
change is made to indicate that there are unsaved changes on the page. Make sure to select save before 
moving to a different page on your website, to avoid any changes being lost.

Please note that all changes on your website will save automatically to live. 
Tip: open up a new browser, or private window, to check any changes you make. This will allow you to see a logged-
out version of the page you’re updating, without having to log out each time!

Page templates
These are some basic ideas for how to layout pages on your website. Simply select your chosen template and 
replace the placeholder content. 
Tip: If you are adding a template to an existing page, remember to untick “Replace Actual Content” to avoid 

replacing the content currently on this page.

Spell Check
Avoid the embarrassment! Simply click the spell checker to check for spelling errors on the page before saving. 
Words can be added to the dictionary and there is also a thesaurus function.
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ADDING AND EDITING TEXT

Cut, Copy & Paste

Cut: This tool allows you to copy text to your computer clipboard. To do this, highlight your text and press the 
‘cut’ button. This will also delete the highlighted text from the page.

Tip: use the shortcut ‘ctrl’ and ‘X’ on your keyboard

Copy: This feature works with the same principal as the Cut feature, the only difference being it does not 
delete the text, instead it just copies it to the clipboard.

Tip: use the shortcut ‘ctrl’ and ‘C’ on your keyboard

Paste: This will remove any formatting and paste the content into your site as plain text. It will paste the con-
tent using the font size and style that your website uses. It is always good practice to use this option when 
pasting text from a document.

Tip: use the shortcut ‘ctrl’ and ‘V’ on your keyboard

Undo: The ‘Undo’ button takes you back three edits and works the same way as the normal undo option in 
most Windows applications.

Redo: Re-adds the text you have just undone. This function works in the same way as the normal redo option 
in most Windows applications.

Undo & Redo

Source
You will also notice a source button on the CMS bar, this allows you to view the raw HTML code behind the website. 
This is useful for copying and pasting a whole page, as this will maintain any formatting, images and links etc.

SEO Tip: Keep your pages looking interesting and consistent. Make your content look interesting and easy to read by 
keeping paragraphs as small as possible and using transition headlines to split up your page. Adding imagery where 
possible is also a good idea!
Text can be typed directly onto a page, or pasted from elsewhere. Simply navigate to the page you would like to edit 
and start typing.

Headings
The format tool will allow you to create headings on your page, in here you’ll find a range of pre-set headings in your 
corporate colour and font. This allows you to keep the website looking consistent and professional.
This tool can be used for the main page headline (referred to as a Heading 1 or H1)

SEO Tip: The Heading 1 on your page is so important for SEO. This is the first thing Google will see on this page. So, 
be short and snappy while being as descriptive as possible. There should always be only 1 Heading 1 on each page 
on your website.

The tool can also be used for creating smaller headlines throughout your page. These help to break the page up, 
making it more readable. These are your Heading 2’s and 3’s, and are referred to as transition headlines, because these 
help the user’s eyes to transition down the page better. THINK: Would you want to read a huge wall of text when you 
visit a website?

You are now free to add information into the table cells. You can treat each cell like a normal 
editable page, so you can add plain text, links and even images if required. The table will resize each 
cell and column appropriately, depending on what content you fill the cells with.  

If you right click on an individual cell, you will get a box of options as you normally would in 
Microsoft Excel. 

INSERT HORIZONTAL LINE 

This feature adds a horizontal line across the page 

INSERT SPECIAL CHARACTER 

The special character feature contains individual characters that are not normally on a 
standard keyboard. This set of special characters can be amended, so if you have a particular 

character that you use on a regular basis, we can add this for you. 

Here is a sample of the special characters that are available. 

 

FORMAT 

The format menu allows you to change the style of text; this is usually in the form of a heading. You 
can always set the text back to normal by using the ‘normal’ option. There is no limit to how many 
headers you have on one page, this is down to your discretion. 

When dropping down the Format box the following appears: 

 

FONTS Need further assistance? We’re happy to help. Call us on 01530 510 810 or email online@quiet-storm.net 2



Bold

Italic

Underline

This makes the highlighted text bold when the button is pressed. To make the text normal again you go 
through the same process.

This makes the highlighted text italic when the button is pressed. To make the text normal again you go 
through the same process.

This makes the highlighted text underlined when the button is pressed. To make the text normal again you go 
through the same process.

Strike through

Subscript & Superscript

The ‘Strikethrough’ button puts a horizontal line through the highlighted text. To make the text normal again 
you go through the same process.

These options allow you to put the highlighted text either below or above the normal text. This is especially useful for 
adding a date to the website.

Once you have highlighted the text you wish to make sub or superscript, press the button and it will add the sub or 
superscript for you. To remove the sub or superscript press the button again.

Superscript   Subscript 

Block quote

The block quote button is typically used for placing quotes and testimonials on your web page. It will indent 
the text from the left and right hand sides.

SEO Tip: Google likes to see as many quotes on your website as possible. Having quotes and testimonials helps to 
make your company appear credible and trustworthy. However, Google does not register simple quotation marks as 
a quote “”. Make your quote into a block quote, by selecting the paragraph and clicking the block quote button. This 
converts this paragraph into a quote, making it clear for Google that this is quoted speech.

Bulleted and Numbered Lists

Indenting

This feature allows you to format lists; either using numbers or bullets. To use these features you need to highlight the 
text you wish to make into a list and then choose either the numbers or bullets option.

This feature is used for individual paragraphs and works very similar to the ‘Tab’ button on your keyboard. Once you 
have highlighted the paragraph that you wish to indent then you can move it across as you wish.

Numbered List

Decrease Indent

Bulleted List

Increase Indent
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Paragraph alignment

Here you can set the alignment of your paragraphs as you require. Once you have highlighted the paragraph that you 
wish to align, you have four options to choose from:

Left Alignment Right AlignmentCentre Justify

Fonts

Font size

We have given you the option of changing the font on a particular page or individual paragraph. To change the font 
you need to highlight the text that you wish to change and then use the drop down menu to select your desired font.

This option gives you the ability to resize your text to your desire. Simply highlight the text and use the below drop 
down box to specify the size of the text.

When dropping down the Font Size menu the following appears:

We have given you the option of changing the font on a particular page or individual paragraph. To 
change the font you need to highlight the text that you wish to change and then use the drop down 
menu to select your desired font. 

You will notice that the list of fonts is quite limited; this is for a reason. Most web browsers only hold 
a selection of fonts that can be displayed. The most common fonts on the web are Verdana and Arial 
and we would strongly suggest to sticking with the same font across your website for consistency.  
By not selecting anything, you font will stay default. 

FONT SIZE 

This option gives you the ability to resize your text to your desire. Simply highlight the text and use 
the below drop down box to specify the size of the text. 

When dropping down the Font Size menu the following appears: 

 

SOURCE 

The source button shows you the html code that makes your page up. The main content will 
still be shown but HTML tags will surround it. This tool is very useful for adding third party 
code into the site. This could be in the form of an affiliate such as Google or Amazon. This is 

available on any editable page of your website. 

If you do edit your source code, we would strongly recommend logging out and then checking that 
the code you have entered has not had any negative effect on your page. 

THE QUIET STORM TOOLBAR 

The Quiet Storm Toolbar is situated at the bottom of the page and looks like this: 

 

HOME 

This takes you back to the home page on your website. 

SITEMAP 

This shows you the sitemap of your website.  This is particularly useful to see how the overall 
structure of your website works. 

REVERT 

Text and background colour

Change the background colour: This button opens a colour palette box (see below left); from here you 
can give the highlighted background a colour of your choice by clicking on the coloured square of your 
choosing. 

This option allows you to change the appearance of the text on your website. Not only can you control the colour of 
the text, but you can also control the background colour. We strongly advise to try and keep a consistent feel to your 
website by keeping the same text colour and background. This feature is mainly used for highlighting either key infor-
mation or breaking news. 

This option allows you to change the appearance of the text on your website. Not only can you control the colour of 
the text, but you can also control the background colour. We strongly advise to try and keep a consistent feel to your 
website by keeping the same text colour and background. This feature is mainly used for highlighting either key infor-
mation or breaking news. 

Change the text colour: This opens a box with a colour palette shown below; from here you can pick what 
colour you want the highlighted text to be.

Now you can link to this anchor via the Link tool, to see information on how to do this please 
see the ‘Insert/Edit Link’ section. 

TEXT AND BACKGROUND COLOUR 

This option allows you to control the appearance of the text on your website. Not only can you 
control the colour of the text, but you can also control the background colour. We strongly advise to 
try and keep a consistent feel to your website by keeping the same text colour and background. This 
feature is mainly used for highlighting either key information or breaking news. 

Change the text colour: This opens a box with a colour palette shown below; from here 
you can pick what colour you want the highlighted text to be. 

 

Change the background colour: This button opens a colour palette box (see below left); 
from here you can give the highlighted background a colour of your choice by clicking on 

the coloured square of your choosing. 

Pressing the ‘More Colors’ option brings up the following screen: 

 

This gives you the option to select a different colour of your choosing. When ‘hovering’ your mouse 
over a colour will give you a code of that colour, this is very helpful if you have to match a set colour 
and you have that code. Pressing the ‘Clear’ button removes any previously selected colour. 

INSERT/EDIT IMAGE 

Before you can insert an image you will need to upload it first. For information on uploading 
an image, please see the Upload section below. 

Once you have placed your cursor in the location where you want the image to appear and you have 
pressed the Image button the following screen will appear: 

Need further assistance? We’re happy to help. Call us on 01530 510 810 or email online@quiet-storm.net 4



Pressing the ‘More Colors’ option brings up the following screen:

This gives you the option to select a different colour of your choosing. When ‘hovering’ your mouse over a colour will 
give you a code of that colour, this is very helpful if you have to match a set colour and you have that code. Pressing 
the ‘Clear’ button removes any previously selected colour.

You can also type in a hexidecimal code directly into the box and press ‘OK’.

Insert special character

The special character feature contains individual characters that are not normally on a standard keyboard. 
This set of special characters can be amended, so if you have a particular character that you use on a regular 
basis, we can add this for you.

Here is a sample of the special characters that are available.

Insert horizontal line

This feature adds a horizontal line across the page.
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Select all

Selecting this option will highlight everything that is on the current page, this includes both images and 
content.

This feature can be used in a variety of ways. It might be that you wish to delete everything on the page, or you may 
want to copy and paste it into a separate document or email.

Please Note: you cannot copy and paste images from one page to another, unless you copy the source code.

Remove formatting

The remove formatting button removes any formatting on a section of text, and reverts it back to its normal 
condition.

For example: if I had a bold, red heading 1 which I then highlight and press remove formatting, it will revert it back to a 
standard heading 1 (not bold and red).

This is a quick way of putting text back to normal if you are not happy with any changes you have made.

Tip: If you are copying and pasting from an external source (Word or text document, for example) certain formatting, 
such as fonts, may carry across onto your page. No problem, use your select all and then remove formatting tools to 
remove any odd formatting on the text. This will then put the pasted text into your default corporate font.

ADDING LINKS
Now that you’ve added some text, you may want to embed some links into your text.

There are various types of links to choose from;

• External Link – A link to any page on any website outside of your own website

• Document links – Creating a link to download a document i.e. PDF, Word doc, zip file.

• Page on this site - Internal link – A link to a different page within your website

• Back to Top – A link to the very top of the page you are on

• Anchor point – A link to a specific section of the same page 

• Email – A link which creates a pre-populated email

Need further assistance? We’re happy to help. Call us on 01530 510 810 or email online@quiet-storm.net 6



URL: 
External link 

Here you can enter a specific web address to link to; this could be 
an external address such as  
www.google.co.uk.

SEO Tip: Set your external links to open in a new tab in the user’s 
browser. This will prevent you losing all your traffic to the external 
website you are linking to. To do this select the “Advanced” tab in 
the link pop up and on the dropdown click “New Window (_blank)”. 
This way, the user will still be active on your website.

ADDING DOWNLOADABLE DOCS & FILES
A document link also uses the URL type. 

Select “Browse Server” and this will create a further pop up. This pop up allows you to upload your chosen file, as well as 
browse all files currently uploaded to your website.

Files can be kept in a folder structure; this will make it easier for you to locate files you have already uploaded to the web-
site. This is your file library.

To create a new folder, simply right click on the “Files” folder and select “New Subfolder” this can then be named whatever 
you’d like.

Tip: Do not rename or delete existing folders! This will break linked files throughout your website. If this does happen, 
we can restore a back up for you, however this will incur a cost to retrieve this.

To upload a file, simply select “Upload” in the top right-hand corner and find your chosen file. Click to upload your chosen 
file and it will then appear in your file library. 

Tip: there is an upload limit of 7MB per file. Any files exceeding this limit will not be able to be uploaded to your website.

Page on this site:  
Here you can link to another page on your website. Simply type in the name of the page you wish to search for and 
select it from the list that appears. Click on the preview button to ensure that you have linked to the correct page. 

On internal links you need to ensure that the domain name is not included. For example ‘google.com/example’ will be-
come ‘/example’.
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Back to top:  
A user who clicks on this type of link will automatically be taken to the top of the page. These should be used at the 
bottom of any content pages you have. 

Anchor:  
If you have a page that has a lot of content and therefore quite long, anchors can be used to help users navigate the 
page quicker.

To set up an anchor link, you must first of all insert the anchor(s) where you would like them to be on the page
Inserting an anchor is very useful on pages that are content heavy. These are typically used on pages such 
as FAQs. There will be a list of links at the top of the page (usually questions). Clicking on a link will scroll the 
user’s browser to that section. To add an anchor place your mouse in the position where you want the anchor 

to go and press the anchor button, the following box will appear:

Once you have given the anchor a suitable name and pressed ‘OK’, a yellow symbol will appear on the page where you 
have set your anchor, the symbol looks like this.

Now you can link to this anchor via the Link tool, to see information on how to do this please see the ‘Insert/Edit 
Link’ section on page 7 Note: This icon will be hidden on the live website.

Once your anchor(s) is/are set up, you need to link to them. Do this by selecting the “Link to an anchor” from the Link 
Type drop down box in the link tool. Then select the anchor to link to in the drop down box that appears. Make sure 
you press OK, and then test your anchor link. Anchor links can be used for things such as FAQ pages where you 
could list all the questions at the top of the page, and then drop them down to the answer when a user clicks on a 
particular question.

E-Mail:  
This gives you the option to add an email address link onto your page, so when clicked the user will get their email 
software appear with the ‘To’ box pre-filled. This tool also allows you to enter a pre-filled ‘Subject’ and put a message 
in the main body of the email if required. 

Remove link
If you have a link that you no longer require, you first of all need to highlight the link. Once highlighted the 
‘unlink’ button will be active, when pressed the text of the link will go back to a normal font. Once you have 
pressed ‘Save’, the link will no longer be available.

Tip: If a page you are linking to is deactivated, whether this is on your website or an external website, this link will 
break. When a user clicks this broken link, the page will not be found and they will be presented with a 404 error 
page. For website maintenance, it is always a good idea to scan for broken links. A check can be ran here; www.
brokenlinkcheck.com

Any links identified can either be removed or relinked to the relevant page within the CMS.

Need further assistance? We’re happy to help. Call us on 01530 510 810 or email online@quiet-storm.net 8



UPLOADING IMAGERY

Adding imagery to pages on your website is a great 
way to make your page more eye-catching and en-
gaging for the user. Images should be added wher-

ever possible and must be good quality and relevant.

Images can be added to any page on your website, using the 
CMS bar. Select the image button, this will load the image 
properties pop up.

Select “Browse Server” and this will create a further pop up. 
This pop up allows you to upload your chosen image, as well 
as browse all images currently uploaded to your website.

Images can be kept in a folder structure; this will make it 
easier for you to locate images you have already uploaded to 
the website. This is your image library.

To create a new folder, simply right click on the “Images” 
folder and select “New Subfolder” this can then be named 
whatever you’d like.

Tip: Do not rename or delete 
existing folders! This will break 
imagery throughout your web-
site. If this does happen, we 
can restore a back up for you, 
however this will incur a cost 
to retrieve this.

To upload an image, simply 
select “Upload” in the top 
right-hand corner and find your 
chosen image.

Click to upload your chosen 
image and it will then appear in 
your image library. 

Once uploaded, images can be resized to fit your page within your image library. Simply right click on the image 
thumbnail and select “Resize”. Within this pop up, you will be able to resize the image to any size smaller than the 
original image, using pixel dimensions.

Once you’re happy with your image, simply double click and select OK on the image properties pop up and it will ap-
pear on your page.

Settings such as a border and page alignment can also be set in the image properties pop up. HSpace and VSpace 
allow for a margin around your image to avoid text butting up against it, again using pixel dimensions.

SEO Tip: When adding images to your website add an alt tag. This is a brief caption of text to accompany your im-
age. Within the image properties pop up, type your alt tag into the “Alternative Text” field. Alt tags have a limit of 
125 characters, and you should try and be as brief and descriptive as possible. Why are alt tags important? Alt tags 
give Google the intelligence of what is in the image you are uploading. Therefore, allowing your image to be shown 
in Google images searches.

Struggling with imagery? Check out our image guide for all the tips and tricks for sourcing and editing images for 
your website.

 

Uploading an Image 

To upload an image click on the Browse Server button.  In here are a list of files and folders that have 
already been uploaded. 

 

Creating Folders: It is usually good practice to split your images up into folders. To insert a new 
folder within images, right click on Images and then click on New Subfolder. 

Uploading Your Image:  Click inside the folder you wish your image to go into.  Then, click on the 
Upload button at the top.  You will need to use the Browse button to find the file on your computer 
and then click on the Upload Selected File button. 

Resizing Your Image: Once your image is uploaded you may need to alter the dimensions if it is too 
big for the website.  You can do this by right clicking on the image and selecting Resize. 
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ADDING VIDEO AND MEDIA

Video is another great visual tool to make your website engaging and eye-catching. 
This decreases time and effort for your users and increases engagement time on your page.

We do not allow for video files to be uploaded via the CMS, due to file size and for security purposes. How-
ever, we do allow a tool called iframe.

iFrames are really useful and can be used in a whole range of different ways, including video. Think of an iframe as a 
window into another website. 
Video files can be uploaded to a variety of different platforms, such as Youtube and Vimeo.

These both allow for iframes to be created, simply select “Share” and look for the option to “Embed” 
Copy this code and paste into the embed media pop up, select ok, and the video will appear on your page.

Tip: If you do not want your video to be publicly accessible on Youtube or Vimeo, you can set the privacy settings to 
“Unlisted”. This will mean that the video will not show up in Youtube searches or on your channel, but still allowing 
for the video to be iframed.

A flash movie can be inserted into your website. To do this, you will need to ensure your flash file is a SWF 
file. Once you have pressed the Flash button, the following pop up box will appear:

To upload a flash file, click on Browse Server. Files are up-
loaded in exactly the same way as uploading an image, so 
see the section on that for more information.

Once uploaded, select it and you will see a preview inside 
the Flash Properties box. Alter the width and height, and add 
spacing around the file if necessary. Once you are happy, 
click OK.

Need further assistance? We’re happy to help. Call us on 01530 510 810 or email online@quiet-storm.net 10



ADDING TABLES

The table tool allows you to add a customised table to your website. This tool can be used for adding any 
figures or data onto your page.

Selecting the table tool will load the table properties pop up. Here, you 
can choose the number of rows and columns required. Although new 
rows or columns can be added anytime afterwards if required.

The width of the table will determine how much of your page the table 
will take up. You can use pixel dimension or percentage of your page.

If you require a border to split up your cells, type 1 into the border field, 
increase the number to add a thicker border.

Select OK to input the table onto your page.

New rows and columns can be added by right clicking on the table and 
selecting a row/column before or after the currently selected.

Tip: The background colour of cells on your table can be amended, 
right click on the cell you would like to change then hover over “Cell” 
and select “Cell Properties” and add a background colour.

 

INSERT/EDIT TABLE 

The table tool allows you to add a customised table to your website. This is especially useful 
for presenting tabular data that maybe awkward to present using just plain text. The layout 

of the table is down to you; you can choose how many rows and columns the table has, and even 
the border thickness. Once you have pressed the Table button, the following pop up box will appear: 

 

You will need to think about your table structure before inserting. If you have a set space to work in 
on the page, you can specify the width and height of the table.  You can set the width in percent if 
you are not sure about pixels (setting the table to be 100% wide will fill the full width of the content 
area). The border size allows you to add a bit of creative presentation to the table; this should be 
kept consistent between all tables that you add to your website. 

The ‘Alignment’ drop down box means you can place the table where you like on the page. The cell 
spacing and padding keeps the text away from the table borders, making the table look spaced and 
well presented. The ‘Caption’ box is the title of the table; this will appear on the website above the 
table. This needs to be something simple but also something descriptive, so that it will tell the user 
what information they are about to be presented with.  

If I inserted a table, using the settings from the diagram above it would appear like this: 

 

CREATING NEWS ARTICLES
Whether you’re posting about milestones in your business, client testimonials, updates on the industry or even posting 
about the weather. 

News articles are such an important tool for keeping content on your website fresh and updated.

SEO Tip: We suggest to post a minimum of 1 news article per month onto your website. This shows Google that con-
tent on your website is kept fresh and up to date and your business is still operational.

To post a news article, navigate to your news page.

You will notice a dropdown with a year, and dropdown with “[create new news article]…” 

To create a new news article select go when “[create new news article]…” is selected on the larger dropdown. Regard-
less of the year in the previous dropdown, the date of the article will always display todays date at 9:00am. However, 
this date can be amended, allowing you to schedule news articles for a specific date or time.

Your article title, date, snippet and thumbnail image will display on the news overview page.
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The title, date and main content for your 
news article will appear on the actual 
article page. The main content is edited 
using the blue CMS bar, which allows you 
to add links, images, video and media as 
you see fit.

If you are ready to post or schedule your 
news article, ensure the live box is ticked 
and select “Save Changes” at the top or 
bottom of the page.

You can also edit existing articles by 
selecting these by using the dropdown 
on the news page. These are grouped by 
year and display by date. Select the article 
you would like to edit and select “Go”

CHANGING MENU STRUCTURE 

Navigate to the “Menu Editor” in the blue bar at the bottom of your screen. Here you are able to add, edit or delete 
menu items on your website. 

SEO Tip: Your main menu items are key to how a user navigates your website to find your products, services or in-
formation they need. Making sure that menu items are clear and easy to navigate is key to your SEO performance. 

To add a new page to your website, select the circle icon to the left of the page above where you would like to add 
your new page. Add the name of your new page, and select a preloaded template from the dropdown as a place-
holder on your page. Your page will not be live on your website until you select OK and Save Changes.

Moving menu items. Use the arrows in the “Move Page” column to change the order in which pages appear on your 
menu. Using the up and down arrows will amend the priority order of your pages, the left and right arrows will make 
your page a sub page of the previous page. This is indicated by the hyphens. Or, hide your page from the menu com-
pletely, using the “Edit” button in the “Actions” column and unticking the “Appears on Menu” box. 

Need further assistance? We’re happy to help. Call us on 01530 510 810 or email online@quiet-storm.net 12



Editing an existing pages on your website can also be done using the “Edit” function. You can change the name of 
existing menu items.

Tip: Avoid broken links! When renaming or deleting menu items, please bare in mind that any links created to this 
page will break. Avoid this when renaming menu items by unticking “Automatically update path based on name” 
before renaming the menu, this will ensure the URL stays the same. Use the special link tool to redirect a page you 
no longer require to a page which is still live.

Pages can also be scheduled to appear on your website on a specific date, or hide itself on a specific date.

Hiding pages, if a page on your website is no longer required and needs removing, this can also be done via the 
menu editor. The page can either be deleted completely, using the “Delete” button in the “Actions” column. However, 
just baring in mind this will permanently delete the page and all content on this page. To avoid this, untick the live 
box. This will completely hide the page from your website, however will still be accessible once logged in.

Redirecting menu items, if you would like a menu item to link to another page on your website or external website. 
Select “Edit” in the “Actions” column and input the URL of the target page into the “Special Link” box. If this is an ex-
ternal website, use the tick box “Opens in a New Window” this will avoid your traffic being redirected to this website.

Make sure to save your changes at the top or bottom of the page! The revert button will undo any changes back to 
the state when the menu was last saved.

CREATING HIDDEN LANDING PAGES 
Get the most out of your website by creating hidden landing pages on your website for campaigns.  
This is a page on the website which can only be accessed using the direct link, it does not appear on the menu or in 
the sitemap. 

Google CANNOT index landing pages, and therefore these will not display in Google.

To create a hidden landing page, click “Landing Pages” in the blue bar at the bottom of your screen.

This is your landing page dashboard and will list all landing pages created on your website, and the monthly click 
through stats for each page.

Select “New Landing Page” in the top left of the page, and change the “Type” to “Page” on the dropdown.

Input a landing page name and URL, the main content is edited using the blue CMS bar, which allows you to add 
links, images, video and media as you see fit.

Save the page using the “Save Changes” button at the top or bottom of the page.

Landing pages can be tested by selecting the URL on the landing page dashboard, once a page has been created.

Sharing your landing page, add your domain onto the front of the URL on your landing page dashboard, so for exam-
ple;

“/landing-page” will become;

“www.yourwebsite.co.uk/landing-page” 
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MAKE CUSTOM URL’S FOR PRINT AND SOCIAL MEDIA
The second function of the landing page tool allows you to create shortened URLs, which redirect to existing pages 
on your website.

This can be useful for easy to type more visually pleasing URLs to use on print or social media.

This also allows you to track monthly click through stats on each URL, on your landing page dashboard, like normal 
hidden landing pages.

To create a landing page redirect, click “Landing Pages” in the blue bar at the bottom of your screen.

Select “New Landing Page” in the top left of the page, and use the “Type” set to “Redirect” on the dropdown.

Input your chosen short URL and search for the existing page on the website which you would like to link to. Start 
typing the page name into the white box and a dropdown will appear to select the specific target page.

Click “Save Changes”

Sharing your short URL, add your domain onto the front of the URL on your landing page dashboard, so for example;

“/short-url” will become;

“www.yourwebsite.co.uk/short-url” 

ADDING METADATA FOR SEO
Metadata of pages on your website is a broad term for extra information on your page. 
The term simply means “data about data”

So why is this useful? 
Google uses metadata on pages on your website to obtain a better understanding of what your page is about, ulti-
mately resulting in which search terms your page is going to appear on.

You can add metadata to your page using the CMS. This can be added page by page, by simply navigating to the 
chosen page and selecting “SEO & Page Settings” in the blue bar at the bottom of your screen. This will change the 
metadata for this page you are currently on ONLY.

Here, you can add a Page Title, Meta Description and Meta Keywords.

The page title is the name of the page which appears at the top of your browser and the blue link in Google to iden-
tify which page is listed. Please note this does not change the name of your page, or any content on this page.

A Meta Description is a brief description to introduce your page. This helps Google to understand what the page is 
about and therefore determine which search terms it appears on. This text also appears in Google as the grey text 
below the link to your website. However, this is dependant on what the user is searching, as this also uses content 
on the page.

However, this function is still used by the site 
search on your website. Inputting keywords, 
relevant to this page, will help determine how 
this appears on the site search.

Need further assistance? We’re happy to help. Call us on 01530 510 810 or email online@quiet-storm.net 14
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