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Copyright © 1999 - 2008 ICON Studios Ltd. All rights reserved. 
 
This manual, as well as the software described in it, is furnished under a license and may not be copied, photocopied, 
reproduced, translated, or converted to any electronic or machine-readable form in whole or in part without prior 
written approval of ICON Studios Ltd. Notwithstanding the foregoing, the owner or authorized user of a valid copy of 
the software with which this manual was provided may print out one copy of this manual from an electronic version of 
this manual for the sole purpose of such owner or authorized user learning to use such software, provided that no part 
of this manual may be printed out, reproduced, distributed, resold, or transmitted for any other purposes, including, 
without limitation, commercial purposes, such as selling copies of this documentation or providing paid-for support 
services. 
 
ICON Studios Ltd. assumes no responsibility or liability for any errors or inaccuracies that may appear in this manual. 
 
Third party trademarks, trade names, product names and logos, contained in this manual may be the trademarks or 
registered trademarks of their respective owners. This guide contains information related to third-party products and 
services that are not under the control of ICON Studios Ltd. ICON Studios Ltd. provides this information only as a 
convenience, and the inclusion of such information does not imply that ICON Studios Ltd. endorses or accepts any 
responsibility for the content or performance of such third-party products and services. 
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1.0 Keep your site updated (easily) 
 
Welcome to SNAP. SNAP provides you with everything you need to create and deliver rich web content on your 
toc`sd`akd vdarhsd- Vgdsgdq xnt­qd toc`shmf sdws nq l`m`fhmf xntq `cu`mbdc o`xldms f`sdv`x+ RM@O g`r sgd snnkr
to produce great results and deliver a unique user experience. 
 
This guide is designed to introduce you to SNAP.  
 

1.1 About SNAP 

SNAP is ICON Studios­ revolutionary approach to web development. Going beyond a mere content management 
system, SNAP enables you to take control of a vast array of web enabled features on your site. From managing your 
on-line shop to adding multimedia to your contact section, SNAP System puts you in total control. The SNAP System 
allows site owners to administer all text and images on their site using an advanced Rich Text editor similar to 
Microsoft© Word.  
 

1.2 Architecture 

SNAP is a .Net web application built on a certified Microsoft Windows Server 2003 and Microsoft SQL platform. It 
provides a reliable, powerful and internationalized set of tools for building sites and integrating custom applications. 
SNAP has been independently tested, and approved, by Hong Kong based international testing giant, Veritest. 
 

1.3 Main features 

RM@O­r ed`stqdr `qd `u`hk`akd 'enkknvhmf rtbbdrretk knfhm( sn rhsd @clhmhrsq`snqr- your login details are found on Page 2 
of this user-fthcd- Sgd l`hm snnkr `qd `u`hk`akd sgqntfg RM@O­r l`hm ldmt 'rdd hl`fd adknv(- Sghr trdq-guide 
demonstrates the features of each of these menu areas. 
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2.0 Login procedure 
 
When you access the URL provided for SNAP you will be qdpthqdc sn dmsdq sgd enkknvhmf cds`hkr sn `bbdrr RM@O­r l`hm
control panel: 
 

¶ Username 
¶ Password 
¶ Domain 

 
These details have been provided to you during your training session and in Page 2 of this user-guide. 
He xnt g`ud knrs xntq o`rrvnqc xnt l`x trd sgd ¬enqfns xntq o`rrvnqc­ tshkhsx vghbg hr `u`hk`akd vgdm xnt bkhbj sgd
¬enqfns xntq o`rrvnqc­ atssnm hm sgd knfhm o`fd- 
 
He xnt rdkdbs sgd ¬Qdldladq ld nm sghr
bnlotsdq­ etmbshnm ` Bnnjhdwill be stored on 
your computer containing your username and 
domain. You will still have to enter your 
password each time you need to login to SNAP. 
 
This version of SNAP runs with both Microsoft 
Internet Explorer v6 and Microsoft Internet 
Explorer v7. 
 
 Note that when you have completed your 
session in SNAP kindly click the ¬knfnts­ atssnm
to terminate the session. 
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3.0 Site Settings 
 
Sgdqd `qd 3 l`hm rdsshmfr vghbg `qd entmc hm sgd ¬Rhsd Rdsshmfr­ s`a- Sgdrd `qd9 
 
¶ Usage Monitor 
¶ Site Management 
¶ User Management 
¶ Author Management 

 

3.1 Usage Monitor 

Once you have started adding your content the Usage Monitor will allow you to monitor the bandwidth and hard disk 
space you are consuming vs. your allocation. 
 
Hard Disk Space Allowance: 30Mb to cater for content and front-end files. When this limit is reached no further content 
may be added unless additional space is purchased. Further space is available at the then applicable rate (kindly 
consult your software agreement) 
 
Bandwidth Allowance: Maximum bandwidth of 0.25Gb per month. Should traffic increase and therefore increase 
bandwidth consumption this will be charged at the then applicable rate (kindly consult your software agreement) 
 

3.2 Site Management 

If you are logged in with administration rights, you can use thhr rdbshnm sn dhsgdq s`jd xntq vdarhsd ¬neekhmd­ ax oqdrrhmf
sgd ¬Ots @ookhb`shnm Neekhmd­+ nq ots hs ¬nmkhmd­ ax oqdrrhmf sgd ¬Ots @ookhb`shnm Nmkhmd atssnm­- 
 
Note that when your website is offline, there will be a standard Under Construction page which users will see.  
 

User Management 

Within User Management you can set up new users and edit existing user details (i.e. names and passwords) 
 
Each user must be assigned a role.  Roles are explained below. 
 

¶ Administrator:  Users with this role can access any part of the administration console and perform any actions 
permitted by the system. 

¶ Publishers: Publishers cannot access certain site settings such as Site Management.  Publishers can create 
new users, but the users can only have the Content Creator role.  Publishers can also publish articles to the 
website. 

¶ Content Creators: Content Creators cannot access any site management controls.  They can only modify 
pages.  However, these pages will not go live until the Content Publisher allows them to go live by pressing 
the Save and Publish button on the Page Content tab.  

 
 

3.4 Author Management 

Here you can add information about content authors. This would be relevant for example if you have a large site with a 
number of contributors who need to be credited for producing articles. 
 
Vgdm xnt g`ud rsnqdc sgd `tsgnq hmenql`shnm hm sghr rdbshnm+ xnt b`m rdkdbs ®rgnv `tsgnq ahn¯ hm sgd o`fd bnmrnkd
advanced page set up and the information which will be displayed on the web page is the information that has been 
entered in this section.   
 
Should you choose not to add an author to an item; the system will display as an author the user who added the item 
within SNAP. 
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4.0 Page Console 
 
This is the first screen you will see after you login.  From here you can get straight to your pages by either clicking 
®l`m`fd o`fdr¯ hbnm hm sgd bdmsqd ne sgd o`fd+ nq ax rdkdbshmf ®o`fd bnmrnkd¯ eqnl sgd ®lnctkdr¯ cqnocnvm- 

 
The bulk of your site will be controlled from within this view (below). On the left hand side is your main navigation 

items or sections.  

 

4.1 To add or edit a page 

 
To add a new page select the section you wish to add the page to from 

the left hand menu.  You do this by clicking on the + sign next to the 

text.   

Xnt vhkk sgdm rdd sdws ®`cc o`fd hm sghr kdudk¯- Bkhbj nm sghr `mc xnt

will then be ready to add your content. 

To edit an existing page just click on the name of the page in the left 

hand menu and edit the content that is already present. 
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4.2 Page Set up  

 
Page title = the title that will 

be on the web page 

Page author = this is for audit 

trail purposes  

Page Keywords = used to help 

search engines know what 

your content is about 

Page Description = used by 

some search engines as the 

text that is displayed to explain 

your site.  Not displayed on 

your website pages. 

Navigation = this is what will 

appear in the navigation on 

your website. 

Browser Title = this will appear 

in the blue bar at the top of 

your web pages in Internet 

Explorer. This is also used by 

search engines to help them index your site and is a good place to use your keywords. 

 
'He xnt cnm­s toc`sd sgd m`uhf`shnm `mc aqnvrdq shskdr sgdx vhkk `tsnl`shb`kkx trd sgd sdws xnt dmsdqdc hm sgd ®O`fd
Shskd¯(- 
 
Kindly ensure that you do not copy & paste text directly from WORD into SNAP as this may result in some compatibility 
issues. Kindly read 4.4 below regarding WORD compatibility. 
 

4.3 Page Content 

Choose to publish your content immediately or at a later date. Note that by 
cde`tks `kk hsdlr otakhrgdc vhsgnts lnchehb`shnmr sn sgd ¬Launch Data 
Parameters­ s`a vhkk ad otakhrgdc '`mc sgdqdenqd uhrhakd( hlldch`sdkx- 
The time option beside the date allows you to further specify a time for the 
date selected. Therefore If you select the launch date of 01/01/2010 and the 
time 10.00 the item will be launch (will go-live) on the 1

st
 of January 2010 

at ten in the morning. By default if no time is specified the default time is 
set to: 00.00 
 
All other options will be set up on a project by project basis.  If you have 
access to these features they will appear in black and you will be able to 
select the tick box to activate them. 
 
If these features are not appkhb`akd sn xntq rhsd sgdx vhkk ad fq`xdc nts `mc xnt vnm­s ad `akd sn rdkdbs sgdl- 
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4.4 Inserting Content 

Just start typing your content into the text box provided.  You can edit the content using the standard Word text editing 
tools provided in SNAP. ICON Studios also sets a default font and style for your site so this cannot be amended. This 
constancy is necessary for a uniform presentation as well as to ensure site accessibility. 

 
SNAP also makes use of pre-
design templates which facilitate 
the creation of visually attractive 
o`fdr 'rdd ¬Trhmf sdlok`sdr­
below) 
 
 
 

 

 
 
 
 
 
 
 
 

4.5 Important note on copying/cutting and pasting from Word 

It is not recommended that you cut (or copy) & paste directly from Word documents as this may affect the formatting 
& style of your page. This occurs as certain hidden code & formatting preferences set in WORD and intended for 
printing or desktop publishing are transported to your site. 

There is a function button which enables you to copy from Word and into SNAP . This cleans out the font 
formatting allowing consistency in your website. This tool only applies to adding text. Images have to be added 
separately through the Image Editor (See 4.9). 
It­s always best to type straight into SNAP if possible nq `ksdqm`shudkx ¬ehksdqhmf­ xntq VNQC bnmsdms sgqntfg MNSDO@C

1
.  

Using NOTEPAD as an intermediary between files, such as PDF, and SNAP is probably the most convenient and widely 
spread function.  
 
 

4.6 Tip nm trhmf ¬B`qqh`fd Qdstqm­ 'Enter button) in the Page Content tab 

Vgdm xnt v`ms sn bqd`sd nmd khmd ro`bd 'h-d- dpthu`kdms sn oqdrrhmf sgd ¬Dmsdq­ atssnm hm VNQC(okd`rd gnkc sgd ¬Rghes­
atssnm vghkd oqdrrhmf ¬Dmsdq­- He xnt rhlokx ghs ¬Dmsdq­ vhsgnts gnkchmf sgd ¬Rghes­ atssnm sghr vhkk bqeate two line breaks 
(equivalent to a paragraph break). 
 
 

4.7 Other functions for Page Content 

The Page Content area, which resembles WORD in appearance, also contains some other text editing functions which 
are documented below:

                                                 
1 To open óNotepadô on your PC. Click óStartô, then óRunô. Type óNotepadô and click óOKô. This 

will start notepad.  
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Paste as Plain Text  

Paste from Word  

Find  

Find and Replace  

Undo  

Remove Formatting  

Toggle Guidelines  

Toggle Full Screen Mode  

Insert Table  

Table Row Properties  

Table Cell Properties  

Insert Table Row Before  

Insert Table Row After  

Delete Row Cut  

Insert Column before  

Insert Column After  

Remove Column  

Split Merged Table Cells  

Merge Table Cells  

Insert Non-Breaking Character Space  

Insert Custom Character  

Insert Date  

Insert Time  

Insert Horizontal Ruler  

Insert Rule  

Create Link  
 

Please click on the following icon on SNAP to view the rest of the tools and a brief explanation:  
 

4.8 The View button 

You vhkk mnshbd ` ¬Uhdv­ khmj+ `anud ¬O`fd O`q`ldsdqr­+ adrhcd sgd ¬R`ud `mc Otakhrg­- Shis will offer a preview of the 
specific published pages in a pop-up window.  
 

4.9 To add an image through the Image Editor  

Sgd ¬Hmrdqs Hl`fd­ atssnm 
 
Sgd ¬Hl`fd Dchsnq­ hr ` snnk vghbg `kknvr xnt sn `rrnbh`sd hl`fdr oqduhntrkx `ccdc sgqntfg sgdImage Console to a 
content page. 
 
Before you add an image you must 
place your cursor within the section 
where you wish to add the image.  
Clicking on the icon shown above will 
open the ¬Hl`fd Dchsnq­ and allow you to 
select an image which you have 
previously added through the ®Image 
consold w̄hich is the main area from 
which all your site images should be 
added (to learn how to use the Image 
Bnmrnkd+ rdd sgd rdbshnm b`kkdc ¬Hl`fd
Bnmrnkd­below) 
 
Please note that should you need to 
¬tokn`c ` mdv hl`fd­which has not 
been added through the Image Console 
you can do so through this ¬Hl`fd Dchsnq­ `r ` rgnqsbts Gnvdudq hs hr `kv`xr `cuhr`akd sn `cc `kk Hl`fdr eqnl sgd Hl`fd
Console rather than the Image Editor.  
SNAP vhkk mns `kknv xnt `cc hl`fdr nsgdq sg`m FHEr+ IODFr nq OMF­r vghbg `qd sgd rs`mc`qc Hmsdqmds ehkd sxodr enq
pictures. 


