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PASSIONATE ABOUT WEBSITES 

OUR SERVICES 
We provide two services: 

1. Hosting and design (where this document comes into play) 
2. Hosting only. 

For more information on our services please visit Passionate about Websites. 

 

THE PURPOSE OF THIS DOCUMENT 

A BIT ABOUT THS DOCUMENT 
This document goes out to all new website owners and owners of websites in development 
by us. Please make sure you always have the latest copy (revision number at the end of the 
document, and based on date and time it was last worked on) to ensure you get the best 
advice. We drew this document up in May 2020 during lockdown where communication 
started being a problem and ALL had to be done remotely. It is based on our experience of 
communications and requirements over the past twenty years of setting up websites. Our 
experience stretches from pure and good old HTML and CGI when most people only 
connected to BBS’s using modems, to MS Frontpage to WordPress, and a whole lot of other 
platforms in between. Most of those were for friends and family, some corporate intranets, 
some for charities and churches. Since January 2019 we started taking on paying customers 
– simply because hosting became more expensive and we need to cover those costs. 

Some of our sites do not exist anymore as the businesses of friends, unfortunately, failed 
during bad economic times, or some simply closed down business upon retirement, and in 
the unfortunate event of death. Some of the MS Frontpages sites are still running – we are 
trying hard to convince the owners of those to convert to WordPress. 

Our transition to convert from MS Frontpage (we still have a copy of the 2003 version we 
use frequently) was inspired by a lovely lady and friend Jenny Waters, former webmaster of 
all the Caxton Magazines titles, and the best WordPress teacher one could ask for. 
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THE REST IS ABOUT YOU 
But that is enough of us, now onto you, the most important person for the remainder of this 
document: 

Right now we need information from you – we do not expect you to load anything 
onto WordPress even though you may have access. The main purpose of this 
document is for you to provide us with the information we need to fill the gaps on 
your new web page. 

We may not understand your business so we would not know for example what features you 
would display should you decide to use that section. The same with your team if you are 
going to use that section.  

If we are also setting up a Woocommerce solution for you we will assist you in setting up a 
few products (product number 1-10) to make sure we have all in place, after that we will 
assist you with adding some products (product numbers 11-20) on your own to make sure 
you can manage your shop. However, the shop will only be set up once the content is 
provided and your page is ready to be opened, excluding the products. 

The same principle applies to a Classifieds/Indexing system should you use that – we will 
set up a few items, after that, it is up to you to start filling in the content. 

 

SOME PERSONAL INFORMATION 
We will need some personal information for the sake of communications and record keeping. 

WELL, WHO ARE YOU? 

FOR RECORD KEEPING: 
 

 

Full names: _______________________________________________________________ 

And by what name may we address you: ________________________________________ 

PHYSICAL ADDRESS – You know – to send the summons to if you don’t pay us. 

 

Address Line 1: ____________________________________________________________ 

Address Line 2: ____________________________________________________________ 

City: _____________________________________________________________________ 

Province: _________________________________________________________________ 

Postal Code: ______________________________________________________________ 
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POSTAL  ADDRESS – For sending bills when your e-mail dies on us. 

 

Address Line 1: ____________________________________________________________ 

Address Line 2: ____________________________________________________________ 

City: _____________________________________________________________________ 

Province: _________________________________________________________________ 

Postal Code: ______________________________________________________________ 

 

THE NAME OF YOUR BUSINESS OR SITE 
This is the name of your business (or site) where required. An example would be the text 
banner on the menu bar should you not provide us for a logo to use in that section. 

 

Name of business or site: ____________________________________________________ 

 

GENERAL COMMUNICATIONS: 
Most communications will take place via e-mail. In the odd occasion, we may use Zoom or 
even a telephone call. 

 

Primary E-mail address: ______________________________________________________ 

Secondary E-mail address: ___________________________________________________ 

Primary Telephone number: __________________________________________________ 

Secondary Telephone number: ________________________________________________ 

WhatsApp number: _________________________________________________________ 
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UNDERSTANDING YOUR BUSINESS BETTER: 
Sometimes it helps us to look at your existing profiles to help us understand your business 
better to give the best advice. Please share any of the below that may assist is doing a 
better job for you. 

 

Current Website (if any): _____________________________________________________ 

Current facebook (if any): ____________________________________________________ 

Current instagram (if any): ____________________________________________________ 

Any other places you recommend?: ____________________________________________ 

_________________________________________________________________________ 
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YOUR NEW WEBSITE 

WHEN WE REGISTER YOUR DOMAIN: 
If you need us to register a domain for you please have a look at 
https://passionateaboutwebsites.co.za/#extra1 and see if your domain is available for 
registration. Please note that most domains carries a surcharge except for co.za, org, za, 
net.za, web.za, and com. 

We recommend domain names that reflect your activity/business name if possible. Also, 
refrain from hyphens where possible. 

 

Domain name to register: ________________________________________________.co.za 

WHEN YOU ALREADY REGISTERED YOUR DOMAIN: 
If you already registered a domain we need the name of your domain. 

 

Domain name you registered: _________________________________________________ 

Also, you need to point your domain to our servers: 

ns3.za-dns.com 

ns5.za-dns.com 
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E-MAIL ACCOUNTS 
 

By default, all new domains are allowed five e-mail accounts (more can be added at a small 
fee). You have the choice between forwarding, POP, and IMAP – we recommend usage in 
that order. 

For the sake of space, we do recommend forwarding to e.g. a GMAIL account. Remember 
that your space on the server is not only used for your web but also your e-mail. 
Alternatively, use POP where you download mail to a local device. You mail also use IMAP 
where mail is stored in your space and may be accessed by different devices. 

Please complete below table and send back to us – you don’t have to use all 5 e-mail 
accounts right away if you do not need that. 

Choose Forwarding If… 

 You already have sufficient space for mail e.g. Gmail account. 
 You have limited server storage. 

Choose POP If… 

 You want to access your mail from only one single device. 
 You need constant access to your email, regardless of internet availability. 
 You have limited server storage. 

Choose IMAP If… 

 You want to access your email from multiple different devices. 
 You have a reliable and constant internet connection. 
 You want to receive a quick overview of new emails or emails on the server. 
 Your local storage space is limited. 
 You are worried about backing your emails up. 

  Forward to, OR POP OR IMAP 
0 webmaster (used by 

Passionate about Websites 
for technical functions) 

   

0 admin (used by Passionate 
about Websites - required 
by some functions) 

   

1  
 

 YES / NO YES / NO 

2  
 

 YES / NO YES / NO 

3  
 

 YES / NO YES / NO 

4  
 

 YES / NO YES / NO 

5  
 

 YES / NO YES / NO 
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OUR THEMES 
We make use of a professional and paid theme for most of our paid websites, and a free 
version of the same theme for sponsored websites (https://information.za.org/ ). There is a 
difference in functionality and limitations but both versions work well for their different 
purposes. This ONE-PAGE theme has a lot of technical jargon attached to it but the most 
important to us is that it keeps up with times and current web development trends, it works 
VERY WELL on mobile devices (most people use those nowadays for web surfing), and it 
has all the features one would need for a professional website. It also offers a lot of flexibility 
so one can play around a lot with the make-up to end up with a completely different look 
than any other site – and here we are talking not only logo, colours, fonts, layout, but the 
most important, the content you need to provide us or add to your site yourself to represent 
you or your business. 

Some basic information we will need to get you going as soon as possible. You must 
have a look at the example website we put up at 
https://intexample.cjhit.za.net/ to understand the features: 
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SOMETHING ELSE THAT MAY HELP YOU 

GRAPHICS 
Throughout this document, we will ask you to provide us with graphics. Logos, background 
images, etc. We will specify the specifications for each in pixels (px) for dimensions and dots 
per inch for (dpi) resolution – if we don’t’ specify dpi know that it is 72-96 dpi. To see what 
your image will look like when you display it on your page simply open the image in your web 
browser (right-click on the image file, select “open with”, and select a browser of your 
choice). If you are not satisfied with the results please ask your graphic designer to assist. 

FOR MOST GRAPHICS IT IS BETTER THAT YOU E-MAIL THEM TO US AS SOCIAL 
MEDIA e.g. WhatsApp DO REDUCE QUALITY.  

 

GETTING YOUR CONTENT TO US 
We are developing a form on the web where you will be able to supply content digitally. In 
the meantime please complete sections in this document and email back to us. Once 
we have the online form in place we will not be accepting returns via this document 
anymore. This may take a while and you will be informed when we are ready to go with this 
solution. 

 

A PRACTICAL TIP WHEN PROVIDING CONTENT TO US TO PLACE IN WORDPRESS 
Don’t try to do all in once. Do one section at a time. There are several reasons for this but 
the most important here is that you will see frequent progress on your site instead of 
prolonged periods where nothing is happening – we don’t like that either. That also allows us 
to immediately fix mistakes and make corrections on sections instead of having to live with 
those for a long time before we can get to that. WE ALSO LEARNED THROUGH 
EXPERIENCE THAT ASKING CLIENTS TO CHECK ON INFORMATION AND PROVIDE 
INFORMATION ON A REGULAR BASIS VIA WhatsApp TENDS TO MOVE THE PROCESS 
ALONG MUCH FASTER THAN SIMPLY EXPECT CLIENTS TO COMPLETE THE 
INFORMATION IN THIS DOCUMENT. SO YOU WILL BE NUDGED A BIT ON A REGULAR 
BASIS. 

 

SEARCH ENGINE OPTIMIZATION 
Once your site is up and running we will submit your site to Google and Bing for indexing. 
The software we use will create and update sitemaps, meta text and information as we 
progress, almost all happening automatically during development. When you provide your 
content do that with keeping the result of SEO in mind, and make use of any terms you think 
people will possibly use to search for your products in your content. Run some searches on 
Google and Bing with terms you think may work, and see what results appear. If it works for 
your competition, it may work for you. Then go one step further and include terms not used 
by your competition and also make use of those. 

Should you have sufficient access to your site (we sometimes prevent users from this unless 
they are shop owners, run a blog, or manage a classifieds system to protect the site from 
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accidental damages) SEO indicators will show colour blocks next to posts and pages. Use 
the information provided in these block to optimise your site. 
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ICONS 

 

In some sections in the theme, we use icons, eg paper plane, hard disk drive, heart, 
computer, gear and shopping cart in the picture above. The icons used are available at 
https://fontawesome.com/icons?d=gallery&m=free.  – the FREE is important here . 

 

To get the ID of an icon you must click on the icon on the font awesome web page. It will 
show the ID (highlighted in yellow below) 
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PAID WEBSITES: 
 

FONTS 
We use fonts available on Google Fonts (https://fonts.google.com/) 

Please tell us which fonts you would like to use – please keep in mind this can be changed 
any time: 

We recommend one of the following fonts: 

 Montserrat 
 Roboto 
 Roboto Mono 
 Mulish 
 Inconsolata 
 Comfortaa 

 

Also, we recommend keeping the same font throughout titles and body to ease it on the eye. 

Below section is optional.  

 

Body Font : ________________________________________________________________ 

Home Page H2 Big Titles : ____________________________________________________ 

Home Page H2 Small Titles : __________________________________________________ 

Top Menu Font : ____________________________________________________________ 

Top Menu Font Colour (in hex): ________________________________________________ 
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COLOURS 
These are basic colours that will represent your theme throughout. There are many tools 
available to convert RGB (most commonly used) to Hex but you can try this site 
https://www.rapidtables.com/convert/color/rgb-to-hex.html to start with, else google for 
conversion tools. We also find colour pickers useful – our favourite is this one 
http://www.iconico.com/colorpic/.  

Basic colours 
The below two colours are the primary colours for your website and we would like to get your 
input on at least these two. For the remainder of colours, we can use slight variations in tints 
of these if needed. 

 

Primary Button Colour (in hex) : ________________________________________________ 

Primary Theme Colour (in hex) : _______________________________________________ 

 

Additional colours you will allow us to play with and see if it carries your approval (this is 
optional): 

Optional Colour One (in hex) : _________________________________________________ 

Optional Colour Two (in hex): _________________________________________________ 

 

The colours below are optional and we suggest you do not change until after you previewed 
your site when it is close to completion.: 

 

Header Background Color (This is the area containing your main menu) we recommend 
white, or lighter colour) (in hex) : _______________________________________________ 

Footer Background Color : (This is the area at the bottom of your site with credits) we 
recommend black to indicate the  end of your main page) (in hex): ____________________ 
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Lite Section (Lite Section Colors 
We recommend you do not change any of these until you have pre-viewed your page.  

Area/Font Colour you would prefer – in 
Hex 

Background Color - Change the background colour of the 
lite sections (Features, Work, Projects, Clients, About, 
Skills & Team). Default is #ffffff. 

 

H2 Big Title Font Color - Change the font colour of the big 
titles in the lite sections (Work & About). Default is 
#13151a. 

 

H2 Small Title Font Color - Change the font colour of the 
small titles in the lite sections (Projects Single, Projects 
Grid, Our Clients, Skills & Our Team). Default is 
#13151a. 

 

H3 Subtitle Font Color - Change the font colour of the 
subtitles in the lite sections (feature titles, project titles, 
service titles & team member names). Default is 
#13151a. 

 

Body Font ColorChange the body font colour of the lite 
sections (Features, Work, Projects, Clients, About, 
Skills & Team). Default is #333333. 

 

 

Dark Section (Dark Section Colors 
We recommend you do not change any of these until you have pre-viewed your page. 

Area/Font Colour you would prefer – in 
Hex 

Background Color - Change the background colour of the 
dark sections (Services, Pricing Tables & Contact). 
Default is #1c1c1c. 

 

H2 Big Title Font Color = Change the font colour of the H2 
big titles in the dark sections (Services & Contact). 
Default is #ffffff. 

 

H2 Small Title Font Color - Change the font colour of the 
H2 small titles in the dark sections (Pricing Tables). 
Default is #ffffff. 

 

H3 Subtitle Font Color - Change the font colour of the 
subtitles in the dark sections (service names, pricing 
table titles & contact info title). Default is #ffffff. 

 

Body Font Color - Change the body font colour of the dark 
sections (Services, Pricing Tables & Contact). Default is 
#888888. 
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FAVICONS 
Favicons are the icons appearing on the tabs of browsers when your site is opened. 

 

You need to email us the following (in this case number 3 is the preferred option): 

1. Standard Favicon: 16X16 pixels. Must have .ico extension. Name it 
yourwebsitecozastandardfacicon.ico 

2. AppleIcon: 64X64 pixels. Must have .png extension. Name it 
yourwebsitecozaappleicon.png 

3. Number 1&2 are the ideal. However, from experience we have learnt that a 
512pxX512px .jp works just as well in many cases. Since most people find it easier to 
provide jpg files we could try that first, and if all else fails then we will revert to options 
1 and 2. 
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LAYOUT 
Your webpage has sections, and those sections can be laid out in an order you prefer. Also, 
you may choose to use all of those sections or only some of them. For example, you may be 
the only person conducting business and don’t have a team, so you won’t need to include 
the team section. Or, you may have some members in your team but don’t feel the need to 
use that section – all is entirely up to you. Each section has a purpose, and each website 
also has a purpose. The different sections help you to bring purpose to your new web site. 

Remember to keep an eye on the example web site at https://intexample.cjhit.za.net/ to have 
a better understanding of these sections. 

When you determine the order of your Sections we suggest you alternate between sections 
with picture backgrounds and solid backgrounds to break sections with photos and prevent 
very noisy backgrounds where it is difficult to distinguish between different sections and their 
purpose. It may not always be 100% possible but worth giving it a shot. Changes may 
always be made later. 

Below are the sections, indicate their order and if you need them to be enabled or not. More 
information about the function of each section further down. 

IMPORTANT: From experience we learnt that there really is no use for clients to complete 
the ORDER part of this section on layout for three reasons: 

1. We learnt that prompting clients for information section-by-section works better 
and we also give a short description of the use again via whatsapp. 

2. As your site develops we move sections around for two very important reasons 
and very seldom end up with the original plan, anyway: 

a. To increase visual appeal and have clear breaks for different sections 
where possible, and 

b. To create a funnel effect, luring customers into action and get them to 
contact you – we feed a bit information and prompt response. If they don’t’ 
bite we feed a bit more information and prompt response., etc. this usually 
will bring you qualified clients, ready to work with. 

You don’t have to complete the next table – just be aware that these sections exist. 
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Section Background type Enabled? Order (1 = Top, 
Highest Number = 
Bottom) 

Header Solid YES – and required 1 
Welcome Solid / Picture   
Brands Solid - Logos   
Features Solid   
Work Solid   
Project Single Solid / Picture    
Project Grid Picture/s   
Clients Solid - Logos   
Stats Solid   
Testimonials Solid / Picture   
Services Solid   
Pricing Tables Solid   
Call to Action 1 Solid / Picture   
Call to Action 2 Solid   
About Solid / Picture   
Skills Solid   
Team Solid   
Blog Solid   
Newsletter Solid / Picture   
Contact Solid   
Instagram Instagram Pictures   
Twitter Feed Twitter Feed   
Extra 1 & Extra 2 In general, we do not 

use this and keep it 
for customization 
where it is hard to fit 
something into any 
other space. 

  

Once you decided on which sections to use and which order, please complete this table and 
mail to use. You are welcome to make changes if need to. We may move some of the 
sections around to make it visually and practically more appealing but in the end you will 
have the final say as to the order you want this in.  
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HEADER 

 

The use of a logo in this section is optional. If you do not provide a logo, a text banner 
with the name of your company will be used. 

Please e-mail us the required information if you are making use of this section. 

Please e-mail logo as jpg. Size must be 250px X 40px . Please call it 
yourwebsitecozalogo250x40.jpg. Larger logos may be used (and we have done so 
successfully in the past) but keep in mind that it may, in some cases, disturb the layout of 
menus and simply may appear awkward. 

OK, lets us look at the size again: There are reasons for sticking to this size (specifically the 
height – a few pixels wider or narrower can be accommodated – rather narrower than wider): 

1. It is not meant to be a background picture as you would find in your Welcome 
section. It is meant to be a logo in line with your menus on PC display. 

2. Distortion WILL TAKE PLACE when displaying larger logos on different 
devices e.g. open space at the top of some pages when browsing on cell 
phones. 

Stick to the recommended size. Get a graphics designer to resample your logo so it is sharp 
and to the correct size. We make use of NB Design & Print (e-mail Neville) to do work on our 
own images and we suggest you get in touch with them to assist with any work you need to 
have done on your images of all kinds. 
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WELCOME 
There are two options for this section. EITHER a static display, OR slide show. Unfortunately 
we can not use both. Please provide us with information for one of the below options. 

STATIC	DISPLAY	

 

 

The use of this section is optional, however, besides the logo and menus this is the 
best place to provide the name of your company and a tagline, it usually will also be 
the first thing (except for the menu bar) your visitors see about your site and almost 
act as an intro and summary. 

Please e-mail us the required information if you are making use of this section. 

 

OPTIONAL: Please supply a background picture. .jpg and 1600px-1900px wide. We found 
that a ratio of 2:1 or 2:3 (width:height) seems to work best. Please keep in mind that images 
will be covered with text. Also, if you have a specific item or part of your picture you need to 
be displayed try the following as a background picture (it still will be covered as text). .jpg 
and 2000px wide and 2000px wide. We suggest you use below guidelines for creating your 
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background image – this will enabe your picture to display well on both cell and PC: 

 

   

If you do not provide a background picture we will default to a clean background, based on 
one of your theme colours, or we may source a royalty-free picture. 
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Please supply text for the following: 

Item Text Colour (in Hex) Link 
Main Title  

 
 Not applicable 

Subtitle  
 

 Not Applicable 

Tag Line  
 
 
 

 Not Applicable 

Button One 
(Optional) 

   

Button Two 
(Optional) 

   

If you are unsure about the buttons leave that for the moment – we will figure it out. One 
usually would link to your Shop area (if you have one) and one to you Contact details. 

 

SLIDE	SHOW	

 

A number of photos can be used but we would not recommend more than ten and we would 
suggest you show of your high-end items here. The most important is that your photos must 
ALL be the same size, with the same background colour for additional canvas areas. Also, if 
you wish, each photo can link to a page containing information about the item/ on the photo. 
This could be a static page where we can add information, the product page in your e-
commerce system, or the item page in a classifieds system. 

 

For each slide please email us the following:  

 Photo named as Product item name.jpg 
 If you would like these photos to link to a product let us know so we can add that as 

we add those specific items. 

 

  



Basic guideline on information required to complete your Passionate about Websites website 
in the shortest time possible 

 

24 
 

BRANDS 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

For each brand email the following: Logo, and link to their website.  

Logos will appear as you provide them. Please provide in .jpg, each with a unique name. For 
consistency make sure all are the same height (recommended height =150px). They will 
appear as you provide them (colour, greyscale, transparency). Please e-mail all logos in one 
e-mail. The example uses all in greyscale – a nice break from theme colours and photos. 

This usually will be brands of items you sell or service. 

Examples: 
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FEATURES 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

You may list as many features of your business as you want. This will relate to you and your 
business/products/services. 

For each feature please provide the following:  

 FontAwesome Code, name of the icon (information about these icons in the ICONS 
section above) – you may use one code for ALL your features. 

 Feature Title 

 Feature Description. 

We have had the odd occasion where specific icons would not work and we had to replace 
them with different of similar icons. We will approach you should that be the case. 

Some examples: 
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WORK 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

This should be a summary of the work you do. This works ideal for service providers where 
they are focused on one type of service, e.g. plumbers, hairdressers, etc. Please provide the 
following:  

 A FontAwesome Code for the icon (Optional) 
 Title (Section is called “WORK” in this case but please inform us if you would like to 

change that) 
 Text to display. 
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PROJECT SINGLE 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

This section is used for your current or primary projects, and though more than one is 
allowed we suggest you keep this to a minimum. Please note that you may also adapt this to 
showcase your main categories of product or major products if need to, and you are not 
limited to “Projects”. 

For this section we will need the following: 

 Image or images. Recommended width = 980px and try to keep dimensions similar 
or same. The three images on the sample site have the following dimensions (in px): 
980X652, 980X652 and 980X554. The format must be .jpg and name them 
mycurrentproject1.jpg, mycurrentproject2.jpg, etc.. 

 Project Title (“Projects Single” on the example site) 
 Project Description 
 Project Date 
 Project Client 
 Project Skills 
 Project URL (used if we created a specific page for this project or if you wish to link to 

customer’s site) 
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Example: 
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PROJECTS GRID 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

This section is used for a summary of previous or ongoing projects. Called “Projects Grid” on 
example site but inform us if you need to change that. Please note that you may also adapt 
this to showcase your main categories of product or major products if need to, and you are 
not limited to “Projects”. 

For this section we will need the following per project you wish to list: 

 One .jpg image per project. Recommended width = 845px and try to keep height 
similar or same. All the project images on the example site have dimensions of 
845pxX573px. Name these images yourprojectitle.jpg. 

 Project Title 
 Project Description 
 Project URL (used if we created a specific page for this project or if you wish to link to 

customer’s site) 

 



Basic guideline on information required to complete your Passionate about Websites website 
in the shortest time possible 

 

31 
 

Examples: 
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OUR CLIENTS 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

When you have big-name customers (does not matter if they are international, national, or 
the local service providers in your local community), this is the place to brag with them. 

For each client email the following: Logo, and link to their website.  

Logos will appear as you provide them. Please provide in .jpg, each with a unique name. For 
consistency make sure all are the same height (recommended height =150px). They will 
appear as you provide them (colour, greyscale, transparency). 
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STATS 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

 

This is an area that can be used for serious stuff, or a bit of fun – or a combination of both! 
One to unlimited items – we recommend sticking to four as it appears neatly in one row 
without being too squashed. These numbers are animated and all start with zero or one and 
gradually increase so they all reach their maximum number at the same time. It does draw 
attention… 

For each stat please provide the following:  

 FontAwesome Code, name of the icon (See more detail about this under ICONS 
section above) 

 Stat Number 
 Stat prefix  
 Stat suffix 
 Stat Description (try to keep this fairly short and more-or-less the same length as 

your other stats). 

We have had the odd occasion where specific icons would not work and we had to replace 
them with different of similar icons. We will approach you should that be the case. 

Examples: 
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TESTIMONIALS 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

In this area, we list some of the nicest things your clients said to you. 

OPTIONAL: Please provide background picture at 1900px wide. 

For each testimonial please provide the following:  

 Firstname and last name of author/person giving the testimonial  
 Title, and name of the company if applicable. 
 Testimonial Text 
 OPTIONAL: Photo of author. Mugshot better and the recommended size is 440px X 

440px. Required in .jpg. 

 

Examples: 

 



Basic guideline on information required to complete your Passionate about Websites website 
in the shortest time possible 

 

37 
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SERVICES 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

 

If you render any services it will be listed here. Please note that you may also adapt this to 
showcase your main categories of product or major products if need to, and you are not 
limited to “Services”. 

For the main section please provide the following:  

 FontAwesome Code, name of the icon (See more detail about this under ICONS 
section above) 

 Title 

 Subtitle 

For each service please provide the following:  

 Service Title 
 FontAwesome Code, name of the icon (See more detail about this under FEATURES 

section above) 
 Service Description 

We have had the odd occasion where specific icons would not work and we had to replace 
them with different of similar icons. We will approach you should that be the case. 

 

  



Basic guideline on information required to complete your Passionate about Websites website 
in the shortest time possible 

 

40 
 

PRICING TABLES 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

Pricing tables are a neat way to lure customers into purchasing. You may have as many as 
you need. A bit of psychology behind is that three does the trick, with the middle option 
usually the better option, better than the option to the left in terms of product, and a bit more 
expensive, but not as expensive as the product to the right. Keep Features consistent to 
make comparison easier, e.g Space for all tables to go on feature number one, Bandwidth 
for all tables to go on feature two, FTP facilities for all accounts to go on feature three, etc. 

You may have as many as you need but please note (after we received many questions 
about this, we cannot set pricing table up at different spots on your web site, this is true for 
ALL SECTIONS). 

For each price table please provide the following:  

 Title 
 Price 
 Price subtext 
 Feature 1 
 Feature 2 (optional) 
 Feature 3 (optional) 
 Feature 4 (optional) 
 Feature 5 (optional) 
 Feature 6 (optional) 
 Feature 7 (optional) 
 Feature 8  (optional) 
 Feature 9 (optional) 
 Feature 10 (optional) 
 Button Text – Purchase NOW!, etc 

 Button URL – Link to go to once clicked on the button, eg sales page, etc 
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Example/s 
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CALL TO ACTION ONE 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

If you are enabling your site for e-commerce we 
recommend that this section be used for linking to your 
shop 

This is an optional area but recommended. 

Optional: Please provide background picture at 1900px wide. 

Please provide the following information: 

 Title 
 Content 
 Text on Toggle Button One 
 URL to where or what should happen when clicked on Toggle Button One 
 Text on Toggle Button Two (Optional) 

 URL to where or what should happen when clicked on Toggle Button Two (Optional) 
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CALL TO ACTION TWO 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

Please provide the following information should you wish to make use of this: 

 Title 
 Content 
 Text on Toggle Button One 

 URL to where or what should happen when clicked on Toggle Button One 
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EXTRA ONE 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

Rather do not use this by default. We may use this in an emergency or where we cannot fit 
content into any other area. An example where we used that is where we fitted a custom 
page into our theme at https://passionateaboutwebsites.co.za/#extra1. Needed an extra 
page and section where we could allow prospective clients to search on availability of 
domains. 

This is an area where you may add any information you not covered anywhere else. If you 
need to use this please provide the details of any of the widgets (eg testimonials, pricing 
tables, etc) you would like to use. Please note that we have tested some widgets and 
formatting on some appears not to be perfect – please keep in mind that we may not achieve 
perfect results on some. Also, provide the following: 

 Title 
 Subtitle (optional) 
 Text (optional – this will also become available as an additional web page if you like. 

Possible use could be the history of your company, additional personal information, 
etc) 
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EXTRA TWO 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

Rather do not use this by default. We may use this in an emergency or where we cannot fit 
content into any other area. 

This is an area where you may add any information you not covered anywhere else. If you 
need to use this please provide the details of any of the widgets you would like to use. 
Please note that we have tested some widgets and formatting on some appears not to be 
perfect – please keep in mind that we may not achieve perfect results on some. Also, 
provide the following: 

 Title 
 Subtitle (optional) 
 Text (optional – this will also become available as an additional web page if you like. 

Possible use could be the history of your company, additional personal information, 
etc) 
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ABOUT 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

 

This spot is where you can tell people about your company. 

For this section please provide the following:  

 FontAwesome Code, name of the icon (See more detail about this under ICONS 
section above) 

 Title 
 Subtitle 

 Text – this can be comprehensive and will be configured as an additional web page. 

 

Examples: 
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SKILLS 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

 

In this section, you may list your skills. For each skill  (up to six skills can be listed) please 
provide the following: 

 Skill Name 
 Skill Colour (in Hex) 

 Skill number (between 0 and 100) 

In addition to this text may be added to explain all if you wish. Also provided text if you would 
like to explain more on your skills. It will appear next to the bars as in the example picture 
above. 
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OUR TEAM 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

 

For each member of your team please provide the following: 

 Firstname and last name  
 Title/Position 
 Short Bio 
 Photo of person. Mugshot better and the recommended size is 300px X 300px or 

slightly larger – please ensure it is square. Required in .jpg. 
 Website URL  (Optional – but recommended) 
 Facebook URL (Optional) 
 Twitter URL (Optional) 
 Google+ URL (Optional) 
 Github URL (Optional) 
 Behance URL (Optional) 
 LinkedIn URL (Optional) 
 Instagram URL (Optional) 

 Pinterest URL  (Optional) 
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BLOG 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

 

This will be your blog – here you will post news about new products, events etc. It will 
become the focal point of your site (maybe except for e-commerce if you use that) as it will 
have regular updates and news. It may contain evergreen information visitors may keep 
referring back to. 

If your aim is not to provide any new information and announcements but rather a 
static site with minimal updates you won’t need this. 
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NEWSLETTER FORM 

 

The use of this section is optional. 

Two options are available here – please let usknow which way you would like to use if you 
would like to implement one of these options: 

1. The first is an in-house option we can configure for you as for example the 
subscription options at https://toysandgadgets.co.za/#extra1. You then may use your 
own e-mail program to format and send newsletter, or the built-in function. If options 
are enabled for blog posts and products customers may opt-in to receive updates on 
any new posts or items. 

2. The second using one of the service providers as mentioned below, 

Please e-mail us the required information if you are making use of this section. 

 

A basic form for allowing people to signup for newsletters. You need to have a 
MailChimp or ConstantContact account for this section to work. We recommend 
Mailchimp as they allow basic and free accounts. 

We use Mailchimp and will show you some basic guidelines. 

Once you signed up to create a signup form 
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Select Embedded Form and the name of your business 

 

Select Horizontal and ensure Include Form title is NOT checked. 

 

Then copy the code further down and e-mail that to us. 
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Please provide  

 OPTIONAL:background picture at 1900px wide. 
 The code we will need to use e.g. 
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CONTACT FORM 

 

The use of this section is optional but recommended. 

Please e-mail us the required information if you are making use of this section. 

 

For this section please provide the following:  

 E-mail address form must be sent to once submitted *REQUIRED) 
 FontAwesome Code, name of the icon (See more detail about this under ICONS 

section above) - optional 
 Title 
 Subtitle 
 Text – this can be comprehensive and will be configured as an additional web page 

(optional) 
 Telephone Number (optional) 
 Display E-Mail Address (for Display – optional) 
 Physical Address (optional) 
 Facebook URL (Optional) 
 Twitter URL (Optional) 
 Google+ URL (Optional) 
 Github URL (Optional) 
 Behance URL (Optional) 
 LinkedIn URL (Optional) 
 Instagram URL (Optional) 
 Twitter URL (Optional) 

 Youtube URL (Optional) 
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INSTAGRAM FEED 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

Should you wish to make use of this section we will need to install additional add-ons to 
enable this. We will also need to link your account and may require your Instagram login 
details to set this up. 
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TWITTER FEED 

 

The use of this section is optional. 

Please e-mail us the required information if you are making use of this section. 

Should you wish to make use of this section we will need to install additional add-ons to 
enable this. We will also need to link your account and may require your Twitter login details 
to set this up. 
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BANNERS 
 

COMPULSORY BANNER 
Until further notice, all .co.za web sites are required to have a clear and visible link to a 
specified Covid-19 web site. The below banner is compulsory and will be displayed at the 
top of any of the web sites we work on: 

 

BANNER ADS PROGRAM 

WHEN YOU OPT-IN 
Participants in our Banner Ads Programs enjoy cheaper rates than non-participants for our 
services. Your banners will appear on other sites, and banners from other sites will appear 
on your site. There are some simple principles e.g.  

 your banner won't appear on sites whom could be your competition, and vice versa, 
 the top banner must be above the fold so we put the top line right on top, 
 you will supply us with three banners as below and those banners will be displayed 

on participating sites except sites whom may be considered your competition. 

Different banners will be displayed, e,g, like below at top of our site, or possibly only two 
banners of which the COVID-19 will be one, the other may be static or rotating. 

 

Banners displayed at the bottom of your site may differ in size and could look different for 
example like below: 
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Sometimes, and where page design allows, banners may be displayed in a sidebar as in the 
example below 

 

Should you want to participate in the banner program and have your ads for free on other 
sites please provide us with banners of the following specification – They will link to your 
web site: 

 At least one, but maximum two .jpeg banners sized 468px X 60px (72-96dpi). 
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 At least one, but maximum two .jpeg banners sized 250px X 300px (72-96dpi). 

 
 At least one, but maximum two .jpeg banners sized 20px X 20px (72-96dpi). 

 

 

WHEN YOU OPT-OUT 
We won’t display any banners on your site but you will be charged a higher tariff for our 

services. ALSO, THIS IS NOT AN OPTION FOR ANY NON-PAID SITES 
OR BARTERED SITES. IF YOU DO NOT PAY IN CASH YOUR WEB 
SITE WILL RUN BANNER ADS. 
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E-COMMERCE (WOOCOMMERCE) 
If we agreed to an e-commerce solution we need to bring the following to your attention: 

PLATFORM  
We support WooCommerce only. We also only support shipping methods and payment 
gateways of which functioning and reliable plug-ins are available. 

 

PAYMENT GATE-WAY 
For payment gateways, we support PayFast as it is a secure payment gateway and minimal 
fees are charged. Others will be investigated upon request but we must be honest we have 
not been able to find any provider better and more economical than PayFast. 

 

SHIPPING METHODS 
For shipping methods, we are fairly open as these are easier to configure. Collections and 
SA Post Office can be configured without any additional plugins. We learnt that some plugins 
simply does not work – eg The Courier Guy. However, we successfully configures rates 
based on theirs without a blugin, We also configured rates for Pargo and Paxi without 
plugins.. 

Depending on the products you are selling we will need different types of information.  Our 
standard unit of measurement of weight is in grams, and standard unit of measurement of 
dimension is in centimetres. 

Weight of products to calculate shipping costs are measured in two ways: 

1. Actual weight – in grams and what you get of a scale. 
2. Volumetric weigh. This is calculated by measuring the maximum of the three 

dimensions of an item in cm (length, width and height), and divide it by 5 to get an 
answer in grams, or divide it by 5000 to get an answer in kilograms. 

However, the final weight should be calculated on the packaged item, as it is about to be 
shipped. This sometimes is difficult to pre-determine as you won't know what your customer 
will order, but we will give you some guidelines as to how you could make provision for 
packaging inflation. The maximum of these two calculations is used by shipping companies. 

We sold our first item online on the 23rd of May 2012, and have since sold hundreds (I would 
lie if I say thousands) of items on bid-or-buy and later our web sites. These were mainly 
charity items but also some private items. 

Calculating shipping costs based on weight and volume has never been easy. 
Sometimes we get it right, sometimes we lose a bit, and sometimes we overcharge. 
The simple reason is that it is very difficult to know beforehand what and how many 
products your customer will order. It is fairly straight forward to calculate shipping 
costs for a single item and add that to your check-out. However, the moment your 
customer has different items with different volumes and weights it become difficult 
and we did make some gross mistakes in the beginning. After a while, we figured out a 
way in which we could get an average and have shipping fees close to actual fees. We 
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simply started recording dimensions and weight of the items (per order, not item) before 
packaging, and dimensions and weight after packaging. We had an average increase of 
45% in whatever the maximum was for the actual weight or volumetric weight. So for every 
kilogram on the scale, we now charge shipping fees of 1.45 kilograms, and we get it close to 
correct most of the time. 

Someone selling very light items in weight but large in volume may have a completely 
different ratio to increase their volumetric weight from the actual weight with. Polystyrene 
product, for example, may have a 250% increase from actual to volumetric weight. These 
numbers you will only obtain if you, for every order you receive – especially in the beginning 
of your e-commerce project, and for at least 20-50 orders per product-type, measure actual 
weight before packaging, then measure both actual weight and volumetric weight after the 
order is packed. The weight you should use for your product in WooCommerce should be 
the maximum of the two types AFTER being packaged. 

Volumetric weight is calculated by the SA Post Office and most courier companies as  

Length (in cm) X Width (in cm) X Height (in cm) / 5000 to get an answer in Kg. 

For most products we set Wocommerce up to do calculations in grams so you would rather 
use the following formula to calculate your volumetric weight: 

Length (in cm) X Width (in cm) X Height (in cm) / 5 to get an answer in g. 

Now keep in mind that the bulk of the products we sell are books, thus actual weight is 
usually the determining factor here. On the other hand, you may sell products with a large 
volume and low actual weight so your ratios may be different for the type of product you sell. 

Our suggestion to you is to keep a record of the weight and volumetric weight before and 
after packaging and in the weight field of WooCommerce us a value where you upped the 
weight by the average growth in maximum weight from before to after your product is 
packed. 

So, once again, in our case, most of our maximum weight was determined by actual weight 
and not volumetric weight (books, in general, are heavy and the volumetric weight hardly 
ever reaches the actual weight). So we now simply base our 45% markup in weight based 
on actual weight. We also learned that to pack as economically as possible does save 
money. So we use boxes that are as close as possible to the volume of the books we ship 
as one pays for that extra volume if you are not careful, and cut boxes to a smaller size if 
need to. 

On all our listings we indicate the actual dimensions of the product, but for the weight, we 
use the higher weight so WooCommerce can calculate acceptable shipping charges when 
customers check-out. 
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ADDING PRODUCTS 
We will help with the initial set-up of products but we, unfortunately, won’t be able to keep 
adding and editing products continually. Once your shop is set up we will show you how to 
do this yourself. If we are also setting up a Woocommerce solution for you we will assist you 
in setting up a few products (product number 1-10) to make sure we have all in place, after 
that we will assist you with adding some products (product numbers 11-20) on your own to 
make sure you can manage your shop. 

 

PHOTOS OF YOUR PRODUCTS 
You probably started with a 1GB plan. E-commerce, specifically the photos of your product, 
can quickly use up your allocated space and you may soon be forced to upgrade to a 2GB or 
larger plan. We suggest that you downsize all photos of your products to a maximum width 
of 512 pixels with a maximum of 72 dpi. There are many tools available to use for resizing 
and resampling photos. We love a freeware product called FastStone Photo Resizer as it 
allows for batch editing and also has renaming function included. It can be downloaded at 
https://www.faststone.org/.  

 

INFORMATION TABS DISPLAYED WITH YOUR PRODUCTS 
You may display various tabs with your products eg as in the example below: 

 

The Description Tab is required and contains full information on the product. Give as much 
as possible, e.g. colours, functions, features, possible uses, etc.. Below is an example from 
a secondhand charity bookstore. An example from a secondhand bookstore: 

 

The Additional Information Tab is required and contains information such as dimensions 
(length X width X height) in centimetres, and weight in grams. An example of the same book: 
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The Shipping Tab is not a requirement but is a tab answering repeated frequently asked 
questions and has the information that applies to most or all of your products. For example: 

 

The Payment Tab is not a requirement but is a tab answering repeated frequently asked 
questions and has the information that applies to most or all of your products. For example: 
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The Collections Tab is not a requirement but is a tab answering repeated frequently asked 
questions and has the information that applies to most or all of your products. For example: 

 

The “Short Description” field is another field you need to take note of. Our secondhand 
charity bookstore opted to have a short description of their home, rather than descriptions of 
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the items in that field. This usually appears next to the item as in below example: 
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A SUMMARY OF REQUIRED INFORMATION TO SET UP YOUR SHOP 

GENERAL SHOP INFORMATION 
This is some basic information to get your shop going as soon as possible, Further 
refinements can be made at a later stage, eg adding the use of coupons, TAX calculations, 
etc. 

STORE ADDRESS 
 

 

Address Line 1: ____________________________________________________________ 

Address Line 2: ____________________________________________________________ 

City: _____________________________________________________________________ 

Province: _________________________________________________________________ 

Postal Code: ______________________________________________________________ 

 

MEASUREMENTS 
In general, we use grams and centimetres as a measurement standard. This falls well int 
acceptable definitions of measurements used by courier companies. However, some shops 
may sell eg steel products where own arrangements are used for shipping and kilograms etc 
may be more acceptable units of measurement. Please indicate preferred units of 
measurement: 

Weight:   Kilogram /   Grams – either or, not both 

Dimensions:   Meters /   Centimetres – either or, not both 
 

REVIEWS 
 

Would you like reviews enabled on your products:   Yes /   No 
If no answer we disable reviews. 
 

INVENTORY MANAGEMENT 

Would you like to enable stock management on your products:   Yes /   No (YES if you 
sell any tangible products, NO if you sell unlimited products, eg downloadable digital items.) 
 
 If YES to above please answer this section in grey: 
 Hold stock (for unpaid orders) for x minutes. When this limit is reached, the pending 
order will be cancelled. Leave blank to disable. Munites to hold stock: ________________. 
This can be changed at any time should you require. Most of our shops are set to 2880 
minutes – 48 hours. 
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Enable low stock notifications:   Yes /   No 

Enable out of stock notifications:   Yes /   No 
If YES on any of the above two which address should notifications be e-mailed to  
 
___________________________________________________________________ 

 
 Low stock threshold (default =  “2”): _____________ 
 No stock threshold (default =  “0”): _____________ 
 

Would you like to hide items that are out of stock:   Yes /   No (YES is the default.) 
 
In which format would you like to display stock quantities? 

 Always show quantity remaining in stock e.g.  “12 in stock” 

 Only show quantity remaining in stock when low e.g. “Only 2 left in stock” 

 Never show quantity remaining in stock. 
 

SHIPPING METHODS 
Which of the following shipping methods would you like to use: 

 Collections – Only select this option if you are confident about security.  

 Courier – You will need an account with your preferred courier company and we will set 
up a fee structure based on The Courier Guy’s fees, This can be edited at any time. 

 The SA Post Office – No account needed. Can be configured but we do not recommend 
this option for various reasons, including cost and service. 

 Pargo – You will need an account with them and you will have to provide us with account 
details of this account.  

 Postnet Counter to Postnet Counter – This is a convenient and also relatively affordable 
way of shipping. You don’t need an account and you take your parcel to PostNet for 
shipment and your customer collects at the Postnet office they requested your parcel be 
shipped to. 

If you would like to make use of any other services let us discuss this first. 
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PAYMENT METHODS 
Which of the following payment methods would you like to use: 

 Payfast – You will need an account with them and you will have to provide us with 
account details of this account. This is our recommended e-commerce payment solution. If 
you use this option please provide : 
 
 Merchant ID: _________________________________________________________ 
 Merchant Key: _______________________________________________________ 
 Passphrase: _________________________________________________________ 
 

 EFT–You will need to provide us with banking details. This will not be available to the 
general public but only to buyers when they check out. If you are using this option please 
provide the following: 
 
 Account name: _________________________________________________ 
 Account number: ________________________________________________ 
 Bank name: ____________________________________________________ 
 Branch code: ___________________________________________________ 
 

 CASH ON COLLECTION – Only select this option if you are confident about security.  
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GENERAL PRODUCT INFORMATION 
There are some common areas used for ALL products, all described under “INFORMATION 
TABS DISPLAYED WITH YOUR PRODUCTS” earlier. We will need the following 
information: 

Shipping Tab: ______________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 

 

Payment Tab: ______________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 

 

Collection Tab: _____________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
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Short Description Field: ______________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
_________________________________________________________________________ 
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SPECIFIC PRODUCT INFORMATION – SINGLE PRODUCTS 
For each product you will need to load the following information – this is based on loading 
products for a bookshop. These are just the basics, requirements may be different for 
different types of products. This will show you how to load your products and the information 
you will have to have ready when loading: 

1. Start by logging into WordPress and clicking on Products on the toolbar on the left: 
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2. The easiest is to start by copying an existing product – that will ensure uniformity in 

your display.  
3. Provide a Title

 
4. Then change the URL of your product so it matches the title of your product. Copy 

the title

Click on edit

Select all text in the permalink field and then past

Click on OK

 

5. Select all applicable categories  
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6. Add product tags  

7. Add a Product Image  
First remove existing product image if it is incorrect 

 
Upload product image if it does not exist already
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Select image if it already exists  
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8. Load other images if applicable  

First, remove other images if incorrect by clicking on the cross in the top right corner 
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of images   
Add additional images by clicking on Add product gallery images

 
Upload product image if it does not exist already

Select image/s if it already exists  
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You may change the order of the images by dragging and dropping 
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9. Provided detailed information about your product. You may use all the formatting 
tools available.

 
10. Set your product price on the General tab. You may also set a sale price. If you wish 

not to have the product on a permanent sale you may set a start end date for your 
product 
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11. Set all required info and settings on the Inventory tab 

 
12. Provide info on the shipping tab  - remember to use the maximum of expected real 

mass and volumetric mass after packed for the weight.

  

 

These are the most basic information required for loading individual products. To summarise 
you will need the following: 

1. Title 
2. Category 
3. Tags 
4. Product Image 
5. Additional Images – optional 
6. Full/complete description 
7. If you use a courier company, you may need to indicate the number of these 

products that you may ship in one parcel before a second parcel will be required. 
This is based on The Courier Guy’s limitations of a suggested maximum 
weight/volumetric weight of 30 kilograms. 

8. General Information (Item ID (SKU), Inventory detail. 
9. Pricing: (standard price, sale price – optional, sale start and end dates – also 

optional). 
10. Shipping information (dimensions and weight) 
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SPECIFIC PRODUCT INFORMATION – VARIABLE  PRODUCTS 
 

Single	attribute	variable	products.	
Work on this section still in progress. We added instructions below should you use a single 
attribute in your variable products. Instructions on adding variable products with multiple 
attributes will be added later. 

A good example will be where you have a product in different sizes and/or colours and 
customers may choose their item accordingly. 

1. Add a new product (we recommend you copy a previous product but in this case, we 
will add one): 

 
2. Add a product name: 

 
3. If permalink is different to product name edit the permalink and copy product name 

into it: 
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4. Edit your Product Categories 
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5. Add your Product Tags (use previous ones or add new ones) 
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6. Set your Product Image: 
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7. Add more images to the product gallery if you have any: 

 
8. Enter the description – more technical/descriptive information can be added here. 

This will form the Description TAB UNDERNEATH the main picture of your product. 
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9. Edit the Product Short Description – This is the short description that appears next to you 

featured picture and is ideal for a short description AND most importantly, your sales line 

convincing a customer to purchase: 
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10. Next step is your product data: 
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Change Simple Product to Variable Product: 

 
11. Then start working your way from the top down. Let’s start with Inventory: 

SKU: ‐ This is a unique code or name for your product ( Stock Number). (You would use this 

with single products but no need with Variable products as you will enable this for each 

Variable product if you need to). 

Manage Stock: Tick if you want to enable stock control (You would use this with single 

products but no need with Variable products as you will enable this for each Variable 

product if you need to). 

Sold individually: Tick this if you want to allow users to purchase only one of these products 

at a time. 
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12. Shipping: 

Weight: Enter weight‐ this is important for shipping and should be the max of physical or 
volumetric weight of the broduct once packed. Remember to do a spreadsheet for your 
products before packaged and after in order to determine an average markup. (You would 
use this with single products but no need with Variable products as you will enable this for 
each Variable product if you need to). 
Dimensions: Length X Width X Height in the unit of measurements configured for your site. 
(You would use this with single products but no need with Variable products as you will 
enable this for each Variable product if you need to). 
Shipping Class: Select you shipping class. 

13. Linked Products: We usually make use of “Related Products” and seldom use this, but you 
are welcom to list products here if you think it will be appropriate.  
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14. We will skip to Custom Tabs for a moment. We usually will have preconfigured tabs with all 

your “Payment” and “Shipping” information – sometimes other tabs also. Click on “Add a 
Saved Tab” and select the appropriate tabs to add to the product: 

Click on the + next to “Shipping Tab” 
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Click on “Add a Saved tab” again 

Select the + next to the Payment tab 
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When done adding tabs click on “Save Tabs” at the bottom 

 
15. We seldom use the “Advanced” and “Get more Options” functions so you may ignore those 

for now 

 
16. Next, we will look at Variations: Variations allows us to have a single product listed, and let 

buyers choose from colours, sizes, etc. In this example, we will use only one Variation (which 
means we almost could have listed single products, however, this may appear neater on the 
product listing. FIRST we need to define the attributes. These are all possible items 
customers may choose from, eg. T‐Hirts may have different sizes and different colours. In 
this example, we will start with only one attribute, and that is Patterns of our clutch bags. 
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(We will add examples later with multiple attributes). Click on Add. 

 
17. Name your Attribute, Add all the attributes and separate them with the ePipe Character (|), 

Tick both options below (“Visible on the product page” and “Used for variations”), and save: 

 
18. Save your attribute (you may add more if you wish): 
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19. Now we will create the variations – Select Create variations from all attributes and then click 
on Go: 

 
20. Confirm that you wish to proceed and click on OK: 

 
21. Up to 50 variations will be created at a time – if you have more than 50 variations repeat the 

above process. Click on OK: 
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22. You will see your variations have now been created. 

To set a default Pattern that will appear in the shop listing choose one from “DefaultValues”. 
If you wish to manually add a variation select “Add variation” and click on Go. 
If you need to add more variations from your attributes (e.g. you only created 50 in your first 
run), select “Create variations from all attributes” (see below) and click on Go. 

 
23. You now may start Editing each variation. If you hover your mouse in the line next to the 

name (on the right‐hand‐side) three items will appear to the right. Three horizontal bars to 
move the item up or down, a solid down‐arrow, and the word Remove in red.  

To change the position of the item clcik on the horizontal bars and drag up or down. To 
remove the item click on the word Remove, and to see the properties of the item (our next 
step) click on the down arrow. 
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24. We will now complete the information for each product: 
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Save the changes after each edit: 
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25. Repeat the process for EACH other variable, e.g.: 

 
 
 

26. Once all done Publish your item: 
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27. When your client views the product in your shop they will have the option to choose a 
Pattern (Pattern was the name you gave to your attribute), and when they select one of the 
variables the detail of that item will appear: 
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Multiple	attribute	variable	products.	
 
More information to follow in this section. 
 

SPECIFIC PRODUCT INFORMATION – SUBSCRIPTIONS 
 

It is possible to accept subscriptions using Woocommerce but with an add-on (last price-
check almost US$300 per year). Should you want to go this route we will assist you. 

 

SPONSORED WEBSITES 
Information to follow. This only applies to subdomains on information.za.org and door-to-
door businesses where their sites are sponsored via information.za.org. 

 

REVISION 
Always make sure you use information from the last revision. 

This revision: 2021/07/09 12:01 PM  


