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·  Bookmark (or remember) the address: www.authorsguild.net 
·  To work on your website, log in by entering your User Name and Password at the 

upper right, and click “LOGIN” 
·  If you forget your password, click on the “Forgot your password?”  link and a 

password will be emailed to you. 
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·  Clicking on the “Preview” button allows you to view your website as it would 
appear if you were to publish it now. 
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·  Clicking on “Edit”  allows you to work on your website. When you are in “edit 
mode” you’ ll find little buttons appear throughout your website. These correspond 
to specific items on the web page that you might which to edit, delete, or move up 
or down the column where they reside. 

·  To edit a paragraph, click on the edit button contained within the paragraph “box”  
(notice that paragraphs, images, and other items are outlined by a light, gray 
boundary line).  
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·  Text can be typed in the text field, or cut and pasted from another document 
which can be opened concurrently with your sitebuilder account. Cutting and 
pasting from an existing document allows you to organize your site content before 
logging on to the Internet. Once you have completed your editing, click “Save” .  

 
Note: Some text formatting can be achieved by book-ending certain words or phrases 
with “HTML tags” . When you go to edit text boxes in the website that our staff put 
together through the SiteExpress promotion, you will see the occasional HTML tag. 
Don’ t be shy. Try using them yourself. The following represents a quick key for all of 
the HTML tags our staff used in assembling your site: 

 
<i>the quick brown fox</i>     becomes    the quick brown fox      
<b>the quick brown fox</b>    becomes   the quick brown fox     
 
<div align=”right”> our quick fox</div>      

our quick fox 
<center>our quick fox</center> 

our quick fox 
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·  Above both columns you’ ll find a row of “Add”  buttons. These allow you to add 
items to your web page. 

·  Click on the “Add Text”  button atop the wide, center column. 
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·  Type, or paste text from another source document into the text field. 
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·  Click “Save” . 
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·  The text that you’ve just added to your page appears at the top of the center 
column.  

·  Move the text entry down the column, one position at a time, by clicking on the 
down arrow. 
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·  Repeat as necessary until the entry is placed precisely. 
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·  To delete a paragraph, click on the delete button contained within the text box 
selected for deletion. 
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·  Confirm, when prompted. 
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·  When adding text, you can choose to make boldface type. Add text as usual, but 
make sure to check (by clicking) the box next to the word “Header?” . The term 
“Header”  indicates boldface type, because boldface “headlines”  may introduce 
new topics or ideas on your web page, just as they would in a newspaper or 
magazine page layout. 
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·  Turn for a minute to another page of your website. Do so by clicking on the name 
of the page you would now like to edit. You will find the page listed on your 
website “menu” bar.  
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·  The Books page of this sample site might be called “My Works”  on your website. 
·  Note the row of “Add”  buttons on this page contain a new option: “Add a Work”  
·  Click on it. 
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·  At first it might not seem clear how the information you enter in these fields will 
translate to your website. It is simpler to try it and see, so we’ve provided 
directions on what kind of material is best entered in these fields.  
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·  Above you can see a sample of how you might complete these fields. Note that 
the checkbox next to the words “List as Selected Work”  has been left checked. 
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·  Once you have added an entry, you’ ll see the title entry has appeared at the top of 
the center column of your “Books”  (aka “My Works”) page. You can also see that 
the title appears also in the “Selected Works”  sidebar.  

·  The Selected Works sidebar appears on every page of your website.  
·  Click on the title from either the center column, or from the entry listing in the 

Selected Works sidebar. Either click will transfer you to an empty page that has 
been created for your title. 
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·  The newly created page does not appear on the navigation bar where your menu 
of pages appear, but you can click to it from your “Books”  page, or from the 
“Selected Works”  sidebar entry. 

·  You can post as much as a full chapter here, or list extensive review quotes, post 
images, and, of course, entice people to buy the book from an online bookstore. 
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·  Now that you’ve added a work to your “Books”  page, you understand how the 
entries correspond to your website. Perhaps you would like to edit those entries. 
To call up the screen where you can re-examine your entries, click on the small 
“edit”  button that appears just above the title listing in the center column. 
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·  All of the entries can be revised. You may also choose NOT to list the title in the 
Selected Works sidebar.  
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·  Here the Selected Works checkbox has been unchecked, and then the entries re-
saved. 
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·  Selected Works now has omitted “Death in the Fox”  from its featured links. The 
title remains described in the center column, and people may click on the title to 
reach the feaure page. 
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·  Every webpage on your site has 4 components. A wide column, a narrow column, 
a Selected Works sidebar, and a Quick Links box.   

·  There are 12 different layout options combining these elements in different ways. 
There is no “ recommended” layout. You can try different layouts by clicking on 
the pictographic on the left, then clicking save at the right. 

·  Each page of your website adheres to the layout you select. 
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·  Likewise, choose a theme to suit your personal expression by clicking on the 
pictographic at left, and clicking “save”  at the right. 
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·  Many themes have different “palette”  options. These offer the same basic design 
with a different color scheme. 
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·  If you want to learn more, or if your sitebuilding has been stalled by a technical 
impasse, click on the “Help”  button. We have compiled answers to lots of 
frequently asked questions in the form of indexed explanations and instructions. 
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·  If you have what you feel to be a “ finished draft”  of your website neatly compiled 
in your sitebuilder account, it is time to “Publish”  your website to the Internet. If 
your site was already published, but you’ve made updates, and you’ re ready for 
your latest draft to  replace what came before, click “Publish” .   

·  You can publish as often as you like. You do not have to publish at the end of 
every work session. All of your work is saved with every click of every little 
“save”  button you encounter in your editing, but changes will not affect the live 
website until you publish them. 
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·  When you are finished for the time being, click “Log Out” . You will be asked 
whether you wish to publish. Click “no”  if you are not ready to publish your 
changes yet. 
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·  Pictures of your book jackets are prime material for posting on your website. 
These can be found on bookseller sites such as www.barnesandnoble.com . 
Search for the page on the website where your book (and only your book) is 
featured. That page is the last destination you reach before you would “click to 
buy”  the book at the site. That page is your title’s ‘point of purchase’  on the 
booksite. It also has a unique Web address – and that will be important later.  

·  To capture the image of your book, bring your arrow-cursor on top of the image 
of the book jacket.  

·  Unless you have a Mac computer, now click on the r ight side mouse button. 
·  [Mac users only : click your mouse, and drag until the cursor is over a clear patch 

of desktop. Release mouse.] 
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·  Clicking on the right-side mouse button will reveal a menu of options pertaining 
to the book jacket image, over which you right-clicked. 

·  Click on “Save Picture As”  – the first of the available options. 
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·  Now you will see a pop-up menu that allows you to 1) change the name of the 
image file, and 2) select where on your home computer you would like to save the 
image of the book jacket. 

·  In this case, BarnesandNoble.com have created the file name “1493894” (see 
lower red arrow), but it will be very hard for you to remember which book cover 
that image file name corresponds to later when you go to use the image. Therefore 
replace the file name with a more mnemonic file name. Avoid using punctuation 
marks in the file name you choose. 

·  Next select where on your computer you will save the book jacket image file. If 
you don’ t know where to save the file, then save the file to your desktop. But 
remember where you save your image files so that you can easily locate them 
later. 
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·  Click “Save”  
·  The result: The book jacket image that you found on BarnesandNoble.com has 

been copied to your computer, and you now will be able to use it later. You may 
wish to repeat these steps until all of the book jacket images that you can find on 
the Web have been gathered and saved to your computer. 

·  NOTE: The book cover image you have just copied to your computer was 
provided to the bookseller by your publisher for the purpose of promoting your 
book. Your incorporation of the same image on your website for the same purpose 
(book sales), increases, rather than undercuts the publisher’s efforts, and therefore 
does not represent infringement. 

·  Now we’ re going to turn to the browser presenting your sitebuilder account 
screen. You may choose to leave open both browsers – the one containing the 
book’s point of purchase at the bookseller, and the one containing your sitebuilder 
account screen. 
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·  Above you can see the title feature page for “Death in the Fog” . Remember, you 
get to the title’s feature page by clicking on the title listing as it appears in either 
the “Selected Works”  sidebar, or on your “My Works”  (or in the example 
“Books” ) page in the center column listing of titles. 

·  [NOTE: You may add an image on any page of your website, but we choose the 
title feature page for this example, because it is a very good place to place an 
image of the corresponding book’s cover.] 

·  Click on the “Add Image” button at the top of the narrower column. 
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·  The “Add image” pop-up menu has more facets than the text pop-up menu had. 
The upper half of the menu shows your “ Image Library” . This lists all the image 
files you have at your disposal to place on any page of your website. These 
images are stored in your Authors Guild sitebuilder image library, but in order for 
them to be stored there, and therefore be at your disposal, you must first add (or 
“upload”  them) from your home computer to your Image Library. 

·  Click on the button labeled “Add image to library”  in order to upload an image to 
your Image Library. 
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·  Once you do that, you will see a new screen, and from it you can click on the 
“Browse” button, which will let you “search”  your computer for the image files 
you have stored there. 
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·  The next screen you see will look familiar. It’s the same menu you had when 
saving your book jacket image from the bookseller site. Now, simply locate the 
image file that you renamed and saved to your home computer, and click once on 
it. 
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·  The result of clicking on the file will be that your image file name will appear in 
the “ file name” field. Then click “Open”. 
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·  Now you will return to the menu you saw 2 steps earlier, only this time, you can 
click on the “Upload new image” button. 
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·  Now you see the book jacket image previewed at the upper left, and you see the 
file name at the top of your Image Library’s list of available images. Even if you 
did nothing further, you have already successfully added an image to your Image 
library. But we haven’ t yet placed the image on the webpage.  

·  To prepare the placement of the image, decide on a caption, and complete the 
field  next to the word “Caption” . 

·  Now, that’s not all you can do to prepare your image. Notice the “Additional 
Options”  button, just below the caption field. Click on it. 

 



 44

 
 

·  Among the additional options, the most important by far is the “Link image & 
caption to”  field.  

·  Remember that BarnesandNoble.com page ?  Is it still open ? If so, open it. 
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·  The skinny arrows above are pointing to the quite long, specific web address that 
corresponds to your book’s point of purchase page on the bookseller site.  

·  Copy the address from this page. Click once on it (to highlight it), then right click 
on the highlighted address. Then you will be able to choose “copy” . Or, you can 
use the keyboard shortcut, holding down both the “CTRL” key, and the “C”  key 
to copy. For Mac users, you can copy hold down the “Apple”  key and the “C”  key 
to copy. 
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·  Then click “OK”. 
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·  Now, click “Save” . 
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·  Notice that in “Edit mode, you can “edit”  or “delete”  your image (if there were 

more than one item in this column, you would also see the “arrow” buttons). 
·  If you “edit”  the image, you will be able to change the caption, re-select the 

image, or fix the link. 
·  If you “delete”  the image, you won’ t have to re-load it into your image library, 

you’ ll just be removing it from this page. You could, for example, click on the 
“Biography”  page, and click on an “Add image” button there. You will see the 
same library of images at your disposal. 
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·  Click on “Preview” to see how your page layout looks with your book jacket 

image. If you passed your cursor over the book jacket, it would change from 
being an arrow, to being an upward pointing finger. That is a symbol to indicate 
that the image is a live link. If you click anywhere on the image, or on its caption, 
you will be linked through to the bookseller’s point of purchase page for your 
book. 
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·  Click on the “edit menu”  button to rename your site sections – or to add more 
sections. 
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·  The “edit menu” pop-up menu gives you the option to open up as many as 6 
different sections in your website. If you  prefer to rename the section, you can do 
that as well.  

·  Here we will rename the second “Biography”  section, and choose to “Show” 
rather than to “Hide”  that section. 
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·  By changing the name of that section to “Awards”  and by clicking on “Show” 
underneath the section heading field, we open up a new page for the website, 
where we can cite the awards that this author has earned. Then click “Save” . 
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·  Note the updated menu.. 
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·  Add a link by clicking on the “Add link”  button. The “Add link”  button appears at 
the top of the wide and narrow columns of every page of your website, as well as 
at the top of the “Quick Links”  sidebar that appears as part of the page layout of 
every page of your website. The quick links section is a good place to list the 
recommended Internet destinations that your site visitors might want to look up, 
but there may be reasons to place links elsewhere on your website as well. 

·  The “Add link”  pop-up menu allows you to enter the full web address (or URL) in 
the top field. Remember to start with “http://”  before typing the rest of the web 
address.  

·  The second field is where you enter in the language that will appear as “ link-able”  
on the web page.  

 
 
 


