
Getting Started Training Guide
Building a New Page 

Hello!

We really appreciate your interest in EZ-NetTools. 

Here at EZ-NetTools we strive to make building your own website as 
easy as possible. 

With EZ-NetTools you have full access to your website. You can edit 
everything 24/7 and anywhere in the world too. With our software you 
never have to download anything, the website can be customized for 
your needs and best of all, you can do it yourself! 

We offer many training resources for your use and hope that you find the 
following information helpful in getting started.

You can also call our Technical Support line at 1-800-627-4780.

As always, if you have questions please don't hesitate to email us or give 
us a call. We'd love to hear from you!

Sincerely, 

The EZ-NetTools Team

sales@eznettools.com
1-800-627-4780 

mailto:sales@eznettools.com


Step 1: Go to www.eznettools.com and log-in in the upper right hand corner

Step 2: Enter your User ID and Password

http://www.eznettools.com/


Step 3: You will see this screen after you have successfully entered your log-in 
information 

Step 4: From here click the “Construction Tools” Tab and click on “EZ-PageBuilder”



Step 5: Click “New Page-Blank”

Step 6: This is where you will start to build your page. We will first start with a Title 
Block, so just click “Next Step”



Step 7: Now you will see a large box come up. Don't get too overwhelmed, we'll do this 
together 

Step 8: Let's start with the first part. You will see a field that says “Text.” There, enter in 
your desired text for the title of your page. Align it according to your wishes. Add a link 
if you wish



Step 9.01: Let's move on to the next part of the box. You can see that if you would like, 
you can enter a background color. Click “EZ-Color Picker” 

Step 9.02: You will now see an array of colors come up on your screen. Pick one that 
you would like to use

Step 9.1: You will now be brought back to the large form. Below the EZ-Color Picker 
you will see a button that says “Font/Color/Size.” Click it



Step 9.2: Here you can change your font size, face style and color. Go ahead and change 
the settings

Step 9.3: Once you have changed your settings push “ok” (You can not see my text 
because I chose the color white)



Step 10: At the end of the form you can choose to make your borders a certain size 
and/or color. Click “EZ-Color Picker” again 

Step 11: You will see that the Color Menu comes up again. Pick a color



Step 12: Once you have chosen a color, click “Submit”

Step 13: Now you can see what your title looks like! That was easy! Let's add some 
more things to our page



Step 14: You'll notice some red numbers in the left hand corner of each block. These 
help you to distinguish the order or position of the block. It will also display the block 
type if you hover over the red number

Step 15: These symbols at the top of each block are your construction tools 

   Add a New Block
   Edit the Block
   Move your block up one space
   Move your block down one space
   Move the Block to a specific area on the page

       Copy a block to another area of the page or to another page.
       Delete the block 

Step 16: In the upper right hand corner of your screen you will see a menu across the 
top. We're going to add a text block, so click “Add”



Step 17: Hopefully things are starting to look familiar. From this drop down menu select 
“Text-Simple”

Step 18: You will notice that the same box came up when you selected “Text-Simple.” 
Let's fill out these fields too



Step 19: Type in your desired text, align as wanted and then pick your colors

Step 20: There is one extra portion to this box. If you want, you can have your text 
move. For this training I will not have my text move but if you would like to try it go 
and do so. Then click “Submit”



Step 21: Wow! Now you have a title AND body text!

Step 22: Let's add one more thing before we save our page. Click “Add” again 

Step 23: This time choose “Graphic & Bulleted Text”



Step 24: This form is different then the last two, but we'll go through it together

Step 25: The first field you see says “Graphic.” This is where you will add a graphic to 
your page. Click “Browse”



Step 26: You now can choose a picture to put on your page. Once you have selected the 
picture that you want click “Open”

Step 27: Now align the graphic, choose bullet type, enter desired bullet information, 
align the block and then click “Submit”



Step 28: Once you have clicked submit, look to the top left hand corner of your screen. 
You will see this: “File” and “View.” Click “View”

Step 29: We want to view the page we just made so click “Preview Current”

Step 30: There you are! You've just created your first web page. (You will notice that it  
doesn't look the same as the first preview and that's because I changed some colors and text sizes to 
better suit my desires. You can also always change anything you've created!)



Now that we are done creating our first page lets learn how to save it.

Step 31: In the upper left hand corner there is a field that says “File.” Click on it

Step 32: Then click “Save As”



Step 33: This screen will now come up. Click “EZ-Browse”

Step 34: The file manager will come up

Step 35: In the “File Name” field you will want to save your new page. Title it whatever 
you would like. Make sure it's memorable. Be sure to add “.html” to the end of your 
page or it won't save correctly. Then click “Save As”



Step 36: Once you have clicked “Save As” go back to the drop down menu and click 
“Exit.” It's very important that you always use this process when saving your changes. If 
you do not save and exit properly your changes will not be saved. 

Step 37: Once you have exited, you will be taken back to the Main Menu



Step 38: Go back to the “Administrative Tools” and click “View Home Page” to see the 
changes you have just made and how it looks with the rest of your website!

That's it! You're done! You have just successfully built your first website page! 

Be sure to visit www.eznetu.com for in-depth training resources. 
If you ever have questions please give us a call!
1-800-627-4780

http://www.eznetu.com/

