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Destwin uses system documents to manage site content on many screens. This Quick Reference 
Guide describes how to edit system Documents. You must have administrative permissions to access 
Documents.
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Click on the Documents button 
under the Admin Functions 
menu.

Click on the Documents button 
under the Admin Functions 
menu.
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Use the Search for a document 
function to search for the document 
you want to edit. 

Use the Search for a document 
function to search for the document 
you want to edit. 

Tech Note
A list of the most commonly edited 
system Documents is in Appendix A 
of this help document.

Select the Document Name search criteria.

Enter the Document Name you wish to find.

Click on the Search button.

Select the Document Name search criteria.

Enter the Document Name you wish to find.

Click on the Search button.
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Click on the Download link.Click on the Download link.

Choose the Save File optionChoose the Save File option

Tech Note
At this point you are saving a file to 
your local system. Different web 
browsers may behave slightly 
differently and the file will be saved to 
a local system file folder depending 
on your own browser configuration.

Click on the OK button when ready.Click on the OK button when ready.
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Find the file on your local system and 
move it to a folder on your local system 
where you will store Destwin Documents 
for your site.

Find the file on your local system and 
move it to a folder on your local system 
where you will store Destwin Documents 
for your site.

Tech Note
Characters inside <> are HTML tags, 
'<' starts an HTML tag, '>' ends an 
HTML tag. HTML tags may be used 
to control the format and display of 
characters outside the HTML tags. A 
list of common HTML tags is in 
Appendix B of this help document.

Using Notepad, edit the text that is outside the 
HTML Tags. When complete we recommend you 
save the file under a new filename, e.g. if the 
originally downloaded file was named: 
firstlogin13jul10.html, name the new file: 
firstlogin17oct11.html.

Using Notepad, edit the text that is outside the 
HTML Tags. When complete we recommend you 
save the file under a new filename, e.g. if the 
originally downloaded file was named: 
firstlogin13jul10.html, name the new file: 
firstlogin17oct11.html.

Tech Note
Why use Notepad? - Notepad is a 
plain text editor that does not embed 
unseen characters into the text like 
word processing programs. For this 
reason it is best to use it when editing 
html documents for upload to the 
Destwin system.
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Sample of file folder containing the original downloaded file and the new edited file under a new file name.

Tech Note
To view the new file in a web browser, 
prior to uploading it to Destwin you 
can double click on it. Since the file 
has a .html extension it will open in 
your default web browser. 

When you are ready to upload the file to 
Destwin, go back to your Admin screen 
and click on the file Name field for the 
document.

When you are ready to upload the file to 
Destwin, go back to your Admin screen 
and click on the file Name field for the 
document.
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Click on the Browse button.Click on the Browse button.

Locate the new file on your system, 
select it, and click on the open 
button.

Locate the new file on your system, 
select it, and click on the open 
button.
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This will populate the Document 
File field in Destwin with the file 
name including the full path.

This will populate the Document 
File field in Destwin with the file 
name including the full path.

Click on the Update button to add 
the new file to Destwin documents 
and to update your site.

Click on the Update button to add 
the new file to Destwin documents 
and to update your site.

Tips
1. It is useful to work with multiple windows open to easily switch back and forth between Notepad, Destwin 
Admin, and Destwin Customer portal.
2. After executing the update, make sure to refresh the Destwin Customer portal to confirm the updated 
document is displaying as desired. If it is not, you can update the file in Notepad and reload it.
3. If for whatever reason the file appears seriously wrong, you can always upload the original file provided 
you saved a copy.



Appendix A - Most Used System Documents

In this Appendix common page screenshots are provided. System documents are identified by a pink 
box and the document Name is shown in the yellow box that points to it. This Appendix identifies the 
most commonly edited system documents and is not a comprehensive list of all system documents. If 
you have a question about particular information on the portal that is not identified in this Appendix, 
contact Destwin.
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Typical Login screen.

firstloginfirstlogin

passwd_msgpasswd_msg
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Typical Welcome screen.

welcomewelcome

welcome_imagewelcome_image

Tech Note
On most 2.0 sites the welcome 
document and welcome_image 
document are not used. Most 2.0 
sites use the Marketing Tools module 
to set the message and image that 
appears on this page.
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Typical Make a Payment page with Policies drop down selected.

privacypolicy
securitypolicy
refundpolicy
deliverypolicy

privacypolicy
securitypolicy
refundpolicy
deliverypolicy
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Typical Price Protection page.

contractInfocontractInfo
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Typical Contract page.

contractHeadingcontractHeading

The Terms & Conditions document name is 
set for each individual price protection 
program under Contract Mgmt - Contract 
Setup - Contract in the field named:
Terms Document Name

The Terms & Conditions document name is 
set for each individual price protection 
program under Contract Mgmt - Contract 
Setup - Contract in the field named:
Terms Document Name



Appendix A - Summary Table of Common Documents

Name Description / Comments Page ref (above)

firstlogin First time login instructions 8

passwd_msg Help contact information on login page 8

welcome General message on landing page (not used on many 2.0 sites, 
replaced with Marketing Tools entry) 9

welcome_image CSR image on landing page (not used on many 2.0 sites, 
replaced with Marketing Tools entry)) 9

privacypolicy Privacy Policy on Make a Payment page 10

securitypolicy Security Policy on Make a Payment page 10

refundpolicy Refund Policy on Make a Payment page 10

deliverypolicy Delivery Policy on Make a Payment page 10

contractInfo Text at bottom of Price Protection page 11

contractHeading Text at top of Contract, usually contains fuel dealer address 12

Terms & Conditions

Contract Terms & Conditions - the specific document name is 
controlled within Contracts Setup. The document name is 
specified in the Terms Document Name field for each individual 
price protection program.

12

contractCheckPayment Text displayed when customer selects Pay by Check option, 
provides remittance information. Not shown
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Appendix B - Common HTML Tags

This Appendix provides a table of common html tags for controlling the display of text on a web page. 
For most of the tags shown there is a start tag and an end tag. A start tag is a tag in between '<' and 
'>' while an end tag is between '<' and '/>', for example:

<b> start tag for bold text
</b> end tag for bold text

In this example all the text between <B> and </B> will be bold.

Tag Description

<b></b> bold text

<i></i> italic text

<u></u> underline text

<sub></sub> subscript text

<sup></sup> superscript text

<center></center> center text

<p></p> paragraph

<br> line break

<ul></ul> unordered (bulletted) list

<ol></ol> ordered (numbered) list

<li></li> line item in unordered or ordered list
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