
1.
To add an email, click on: 1. Settings 2. Accounts 

3. Add Account (at bottom) 4. Email 5. Corporate

2.
Follow directions with the link in this section. 

Make sure you look at the options on 3-5 when 

setting up.

ANdROid eMAiL 

set-UP
These instructions are for accessing email 

from your Android smart phone.

3. We always recommend selecting IMAP

4.
Incoming port should be insecure 143 

and out going port will be insecure 26
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Email set-up instructions can be found here.5.

Webdeb
sites

1.
Type in your websites address 

yourwebsite.com/webmail

2. Type in your email and password

WebMAiL ACCess
These instructions are for accessing email 

from any computer.

3.
Choose a webmail application

See bottom of this link.

4.
Email Set-Up Instructions can be 

found here.
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1. We always reccomend selecting IMAP

2. Email Set-Up Instructions can be found here.

iPhONe eMAiL 

set-UP
These instructions are for accessing email 

from your iPhone smart phone.
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1. Click on link below dollar amount. 

2. Click on tab that says “Make a Payment”

PAY YOUR iNVOiCe
You can either mail a check or follow our 

instuctions to make a payment with PayPal 

or a credit card here.

3.
Either Login to PayPal to make payment or click 

on the light tab below PayPal to pay with any 

credit card.
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1. We always recommend selecting IMAP

2.
Mail server for incoming and outgoing will be 

mail.yourwebsite.com

MiCROsOFt

OUtLOOK 2007
These instructions are for accessing email 

from Microsoft Outlook 2007.

3. Email Set-up instructions can be found here

4.
For bulleted points 8 & 9, you will probably not 

be using SSL. Leave #8 port 143 change #9 to 26
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Follow the rest of the directions otherwise.5.
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1. We always recommend selecting IMAP

2.
Mail server for incoming and outgoing will be 

mail.yourwebsite.com

MiCROsOFt

OUtLOOK 2010
These instructions are for accessing email 

from Microsoft Outlook 2010.

3. Email Set-up instructions can be found here

4.
For bulleted points 8 & 9, you will probably not 

be using SSL. Leave #8 port 143 change #9 to 26

HELPFUL 

HOW-TO’S

PROFESSIONAL 

WEB DESIGN & 

DIGITAL 

MARKETING

Follow the rest of the directions otherwise.5.
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1. We always recommend selecting IMAP

2.
Mail server for incoming and outgoing will be 

mail.yourwebsite.com

MiCROsOFt

OUtLOOK 2013
These instructions are for accessing email 

from Microsoft Outlook 2013.

3. Email Set-up instructions can be found here

4.
For bulleted point (5 under more settings), you will 

probably not be using SSL. Use ports 143 and 26
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Follow the rest of the directions otherwise.5.
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1. Go to www.wufoo.com and login

2.
You’ll see your forms! Simply click on Todays 

Entries or All Entries.

ACCess WUFOO 

FORM dAshbOARd
If you ever think you missed an incoming form or 

accidently deleted one, you can access all 

submitted forms through the dashboard!

3.
To the right of the entries will be an eyeball, click 

it to view specific entry.

4.
Once you are viewing an entry, you can edit, 

print, email, download and delete entries.
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1. Login in at www.dashboard.webdebsites.com

2.
To the left of the page should be a list of your 

products, look for and click on Reputation 

Management.

seNd A ReVieW

ReQUest
You’ve signed up for Reputation Management, 

now let’s get some reviews!

3.
On the left of the page look for and click on 

Reviews. The dashboard shows your Review 

Summary and Insights.

4.

On the top right, look for and click on the blue 

button that says Request Review. The dashboard 

shows all of your reviews and you can respond to 

them right here!

5.
In the bottom right look for and click on the red 

Send Request button.

6.
Fill in First and Last name, email and or phone 

number and then click send.

1. Login in at www.dashboard.webdebsites.com

2.
To the left of the page should be a list of your 

products, look for and click on Reputation 

Management.

seNd A ReVieW

ReQUest
You’ve signed up for Reputation Management, 

now let’s get some reviews!

3.
On the left of the page look for and click on 

Reviews. The dashboard shows your Review 

Summary and Insights.

4.

On the top right, look for and click on the blue 

button that says Request Review. The dashboard 

shows all of your reviews and you can respond to 

them right here!
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5.
In the bottom right look for and click on the red 

Send Request button.

6.
Fill in First and Last name, email and or phone 

number and then click send.

INTERESTED IN BOTH? 
We’ll bundle both packages for $35/month

WE ARE 

EXCITED TO 

ANNOUNCE

HOW PASSIONATE 

WE ARE ABOUT 

BEING ABLE TO 

OFFER A LIGHTER 

VERSION OF A FEW 

OF OUR FAVORITE 

PRODUCTS!!

Webdeb
sites

The first one is our Reputation Management tool and 

Customer Voice that allows our clients the opportunity 

to monitor and request reviews for their business in our 

easy to use dashboard.

The lighter version of this product is just $20 a month! You 

will need access to your Google Listing, which we can do 

for you or send you instructions.

The second one is our Social Marketing Dashboard that a

llows you to scheduleup to 20 posts at a time to Facebook 

and Google My Business. View your insights and see how 

your posts are preforming!

The lighter version of this product is just $20 a month! 

We would love to visit with you on the phone or a zoom 

conference call to discuss further. Schedule a conference 

call and receive your first two months free.

*What is Reputation Management??

iNteRested iN bOth?
We’ll bundle both packages for $35/month

CORNELIUS HVAC

CORNELIUS HVAC

START OVERVIEW EXAMPLE

PAY YOUR iNVOiCe 

ONLiNe
When you receive an Invoice from FreshBooks, 

you can use these steps to pay by Credit Card 

online.
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1.
Open the Invoice from the email that was sent to 

you. Click on the View and Pay Invoice link in the 

email

2.
If you see multiple tabs, ensure you're on the 

Credit Card tab

3. Enter your credit card details

4. Click on the Pay $xx.xx button

5.
In the bottom right look for and click on the red 

Send Request button.

6.
Fill in First and Last name, email and or phone 

number and then click send.
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