Adding Web Solutions to your Proforma Website
To add a Web Solutions page to your Proforma website, follow these instructions. 
1. [bookmark: _GoBack]Login to your Proforma website (typically at www.yourcompanyname.proforma.com/admin) 
2. Click on Menu Pages from the left side bar
3. Click on View Pages next to the category that you’d like to create a sub-page under 
4. Click on the Add Page button from the upper right corner of the site 
5. Fill in the following information: 
a. Heading – this is your page title. Call it something like Web Solutions 
b. Meta Title – this is really for SEO purposes. Put in a keyword that you would like to be found for. Something like “Website developer in (Your town)”
c. Meta Keywords – there is no evidence showing that this field gets used anymore, however, you can enter in 5 – 6 keywords here separated by a comma. Something like web developer, website designer, website marketing expert, website developer 
d. Meta Description – Enter in 160 – 200 characters describing what this page is about. Something like “Proforma is a leading provider in web solutions that work. When you want your website to work for you, Proforma is the company to call.”
6. Under the Banner Image section, click on the “Browse…” button. Then navigate to the zipped folder we have provided and upload the image called WebSolutionsBanner.jpg 
7. In the Short Description section, paste in this text: 
We know that a good looking website can help create the right impression for your company. But your site should do more than just look good. We create websites that help turn prospects into customers and customers into raving, evangelical fans; and we do it all with your bottom line in mind.
8. In the long description section, click on the “Tools” button then click on the “Source Code” button. When the small pop-up screen opens, paste in the text from the text file called “websolutionstext.txt.” (this file is in the zipped folder as well). 
9. Then put a check in the checkbox next to the word “Active” 
10. Click save. 
You’re done! Congrats, you’re practically a web developer now!  
