Destwin® Quick Reference Guide
Console Version 2.0

How to Edit System Documents
04-SEP-11

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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Found 1 document.
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textto show 2010-06-05 documentto show users with

1 firstiogin about first - 1] 1] 4490 160559 instructions for first time Fragment firstlogin1 3jul1 0.htm! Web_Page Assign  Delete Download
time login T logging in

Digplaying 1-1 of 1

*  Find: et Breviows & Highlight &l [~ Match case
Done |T A

Opening firstloginl 3jul10.html ﬂ
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{+ i Save File

™| Do this autematically: for files like Ehis From now an,

Tech Note

At this point you are saving a file to

your local system. Different web ok | _ cance
browsers may behawe slightly i

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.
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20 Make a new folder

ﬂ Fublish this Folder to the
Yeh

l=? share this Folder

1 KE Firefox Document 1041652011 11:42 AM

Find the file on your local system and
mowe it to a folder on your local system
where you will store Destwin Documents

for your site.

I firstlogini 3jul10.html - Notepad 10l =|
File Edit Format Wew Help
<h2 class="firstlogin-heading'>First Time Login Instructions</h2> =]
<h2 class="firstlogin-text'>Please enter your account number and your temporary password, which is the digits from
the street number of wour mailing address. For example, if wour mailing address was '39 Elm Street’ your
temporary password would be "39'  (without the quotes). when you Tog in for
the first time, wou will be asked to choose a new password, and you can create an
optional username, if you wish.</h2>
|
-
Kl o

Using Notepad, edit the text that is outside the
HTML Tags. When complete we recommend you
sawe the file under a new filename, e.g. if the
originally downloaded file was named:
firstlogin13jul10.html, name the new file:
firstlogin17oct11.html.
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Sample of file folder containing the original downloaded file and the new edited file under a new file name.

) New England Bioheat - Search for Documents - Mozilla Firefox

fle Edt Wiew History Bookmarks Tools Help

=lolx|

|- C % o [ rutessinenengland. destwin, comfscriptsfsearch.document. phyt 77 - | [28=] cooge

(( 0TRS i Marual {( OTRS ::Lagn | | [INT] Signin | | my.intinc.net @ Destwin, LLC. CRM | | Inbox - Outlok Web &4 Dropbox - Login - Onl. & Desbwin Document: D | | RCB Bank - ACH Fils F

J | | Mew England Bioheat - Search for Da... |

I[N

Search for Documerts by:

o fommnn When you are ready to upload the file t
gﬂ:iﬂﬂ;m Destwin, go back to your Admin screen
€ o e e and click on the file Name field for the
I: t:f document.

Search | Clear

Found 1 document.

Displaving 1-1 of 1

# MName  Titlagh gi:ﬂ %te ote Size Modified Description Type File (click to view) Species Products
show about first 2010-08-05 document to show users with instructions for first
1 firstlogin lime login - 1) a 490 16:05:59 lime logging in Fragment firstlogin1 3jult 0.html Weh_Page Assign  Delete Download

Done

How to Edit System Documents page 5 of 14




) New England Bicheat - Update - Mozilla Firefox -3l x|

File Edit Yiew History Bookmarks Tools  Help

‘;'- |~ c x ey mhttps:,l',l'newengland.destwin.com,l's iR I'.'..l"|Google )'T:' %

(( otrs ::Marual (( OTRS i Lagin | ] [INT] Sianin | ] my.intinc.net @ Destwin, LLC. CRM | | Inbox - Outlock Wweb .. =

J |_-"] Mew England Bicheat - Update IT‘ F
=l

Name Iﬂrstlogin

Title |text to show about first tin
Species IWeb_F‘age

Rew Hum ID

Site 1D ID

Cortext 10 ID

Rewvision |

Documsrt Data [1989-12-31 19:00:00

Page Type I Fragment VI Add Mew Twpe
Aocess Type I Public 'l Add New

i
Is Available? . ::s
o Yes
Is Binary?
= Blnar (:' Ho )
. Click on the Browse button.
document to show users with
instructions for first time logging
Description n
Abstract Add Mew Abstract

Documert File Browse..!

-
1 | »

| Done EI'T v

21
Look in: IE)SileﬁDUcuments j O ? 9 G-

irstlogin13jul10, hkml

e

ock10, htrl

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

/

File name: Ifirstlogin‘l Foct10 kel j Open
Files aof type: IAII Files j Cancel |
7

How to Edit System Documents page 6 of 14



) New England Bioheat - Update - Mozilla Firefox I ]
File Edit Wiew History Bookmarks Tools Help

W c x @ 'i_f destwin, com https:,l',l'newengland.destwin.com,l's{\j‘ d I?"|Google p E

(( o™RS :: Manual (( OTRS ::Login | ] [INT]Signin | | my.ntinc.net @ Destwin, LLC. CRM | | Inbox - Outlack Web . 3
I | ‘| New England Bioheat - Update
- Tﬁmm__rh "
I= Aailable? . ::s
Is Binary? ;: This will populate the Document
document to show users with s ﬁe.ld n pestmn wiin W2 il
instructions for first time logging L '“C'Ud'"g the full path.
Description in
Abstract Add Hew Abstract
Docurert Fils IH:\rDbenDHDestwin\Cus Browse.. |
Filenames ffirstiogin13jul0. html
Docurment Extension Im Add New
Mime Type |text!htm| j Add New
File Size |4QD
File Madified I2D1D-DB—DS 16:05:53
Record Crested |2DDQ-1 1-10010:05:00
Record Updated |201D-DB—DS 16:05:59
Last Backup J000-00-00 00:00:00
Update | Clear
;l |
4| | _’I_
[oone B
Click on the Update button to add |

the new file to Destwin documents
and to update your site.
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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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Kevy England Bioteat

Already have an account? Log in below.

Username or Account Number Password e
|| agin |

First Time Login Instructions

Please enter your account number and your temporary password, which is the digits from the street number of yaur mailing address.
Faor example, ifyour mailing address weas 39 Elm Street your temporary password would be 38" fwithout the guotes). When you log in
for the first tirme, you will be asked to choose a new password, and you can create an optional usermarne, ifyou wish.

firstlogin

Forgot your password?  Click here fo get a new password.

Forgot your account number or could not create a new password?

Give Us a call at 877-DESTWIN A/F)aSSWd_mSQ I

ar e-mail us at sales@destwin.cam

Don't have an account? ClickHere |to experience the New England Bioheat
difference!

Poweerad by Destwin Energy Systems

| Daone E,;T 7

Typical Login screen.
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Do vau want Firefox to remember the passward Far "-12345" on destwin.com?

Home / Logout My Account Info

Remermber | Iewver For This Sike | ok Mow | E
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Hew England Biobeal

Payrments Manage Account Plan Enrollment

Protection Plan right an-ling!

Your Customer Care Team

Welcome to our Customer Care Center

Our Customer care Center offers a convenient place to look up
information about your account like your balance, transaction history,
delivery history, active service plans or your custormer loyalty points,

You can also make payments an line by credit card or e-check, or sign up
for anyone of our popular payment plans, You can even enroll in a Price

Az always, we value your loyal patronage and continued support!

Account
Account Balance
Customer Mame welcome

Delivery Address

Delivery City

Last Payment Amaunt
Last Payment Date
Tank Capacity

-12345
£124.87

John Doe

123 Dak Drive

anytawn - welcome_image
£-170.10

10/10/2011
275 gallons

| Done

hd
Dy s ik ed s Do mtuasie D sreeins Choe b e - J
A

HE

Typical Welcome screen.
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Kew Enoland Biotleat

Home / Logout My Account Info Payments Manage Account Flan Enroliment

Make a Payment

Looking for an easy way to pay your bills?

Check out our EZ Pay Plan!

Cur EZ Pay plan is a great way to simplify your life by automating your hill pay
process, We can automatically bill a credit or debit card or a checking

account, You will receive an electronic or paper statement and will never
hawve to worry about paying your bill on time.

For a limited time, sign up now for automatic bill
pay and get a $25 sign-up credit, CLICK HERE TO

-

SIGN UP

First Mame * Billing Address Line 1+
[John 123 Oak Drive

Last Mame * Billing Address Line 2
IDDE I

Ermail * City *

I IAnytown

Fhone Mumber * State *

I ICunnedicut j
Company or Organization Fipcode *

| 5000

Current Balance Due: $124.87 Pay Balance & Enter Armount $(0.00

Payment Method ¢ creditcard ¢ eCheck

Privacy Palicy i=

Review Credit Card Policies
us information.

Security Foli \
We respectyour privacy and the purpase forwhich|\Befynd Policy : ; ;
infortmation when you visit our site. We also autom| Daliven: Poli orHformation Ldellverypollcy

including your IP address, cookie information and the page(si youvisited. We do not share, sell, or rent any ofthe information
caollected to any third parties and do not intend to do soin the future.

Itiﬂable
er

| Dane

i
[a[=

Typical Make a Payment page with Policies drop down selected.
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|_1'] New England Bioheat Oil Price Protec...
. N B |

Horme / Logout My Account Info Payments Manage Account Plan Enrollment

Oil Price Protection Plans Available For 10/17/2011

Flan Available Pricing Options Mot to exceed Feelgal Select

FPre-payment (Best Price) §3.649 F014
Capped Price

1 12 Equal Monthly Payments F3.7449 F0.25

Fay as delivered F3.7949 F0.25

This Plan is strongly RECOMMENDED!

This plan prevents your delivered heating oil price from ever exceeding the cap level, but allowing for lower delivered prices

shauld retail prices fall. By choasing the Capped Price Plan, you will know in advance the highest price you will pay for yaur
heating ail.

-

Now available with a Pre-Payment discount!
This plan covers a fixed quantity of gallons, up to one year of estimated usage

Capped Price Flan is protected by a WYMEX commodity option, that works like "insurance” to protect you no matter if
heating oil prices go up or down!

e Ayailahle with a 12 month budget payment plan can also include your service plan cost)

-

Flan Available Pricing Options Currently at Fee Select

Flex Price Monthly Budget F3.870 Mone Mext Step |

This is a floating price plan for our exclusive high performance heating oil

& Heating oil prices for Flex Pricing are not fixed, but are set competitively based on a state-wide average of retail prices.
Flex prices have historically ranged somewhere in between capped and fixed prices

« Depending upon your usage, you may even gualify far a prompt payment discount! contractinfo I

» This program does not provide protection for increases or decreases in heating oil prices

Have GQuestions?
Wiould you like to enroll over the phone instead?

Callus 4t BBB-B88-8B8B88 and one of our Customer Service Representatives
wiill he glad to assistyoul

Wihat is Oil Price Protection, and is it for me?

il price protection programs fwhich are optional) provide "toals” that can help you manage your energy costs. o=

I
| Dane ’_:’F v

Typical Price Protection page.
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%) New England Bioheat 0il Price Protection - Mozilla Firefox

File
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Bookmarks
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i; - c y O |||jwhttps:,l',l'newengland.destwin.com,l'contract,l'plan,l’S,l’conl birdd
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(( oTRS i Manual (( OTRS ::Login | ] [INT]Signin | ] my.inkinc.net @ Deskwin, LLC, CRM | ] Inbox - Outlook Web ..

J |j Mew England Bioheat 0il Price Protec... | -

Home f Logout

My Account Info

Payments

Fuel Dealer, Inc.
123 Main Street Monroe, CT 05468
288-885-8888  info@fusldealer.com

Program Terms

Manage Account

Delivery Address

Anytown, CT 06000

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

Plan Enrollment

contractHeading

Account Murmber 12345 Plan Ca
Rate Per Gal not to "
Enter Gallons First
exceed
John Doe Fee Per Gal. £0.25
Purchaser . .
123 Oak Drive Maximum Purchase 1320 gallons

STEP 1: Enter your
gallons and
press 'Next’

I et

Program Cost

Enter gallons to cover and
press "Next'

Total Program Cost

Enter gallons to cover
and press 'Mext'

Total Amount Due Mo

Enter gallons to cover and
press ‘Next'

Terms & Conditions

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Duis sit amet tellus
vitae quam porta volutpat. Vestibulum fermentum, augue vel convallis
venhenatis, arcu magna facilisis nisl, at convallis ante metus tempor elit.
Donec sem. Curabitur enim mi, tristique eu, porttitor in, venenatis eu, odio.
Aenean feugiat justo quis ipsum. Donec aliquet, ligula rhoncus eleifend
pellentesque, felis nisl venenatis mi, sodales ultricies justo lorem et enim.
Fusce porta congue sem. Mauris massa. In dictum nisl at est. Donec odio
erat, posuere a, consequat ac, interdum vitae, pede. Nam sapien. Nunc
ullamcorper magna in odio. Morbi accumsan enim id mauris. Cras risus
metus, eleifend in, porta vitae, aliquet non, est. Praesent ut libero. Nulla
metus libero, vulputate vitae, posuere sit amet, venenatis eget, libero.

Etiam hanua Manrie at matue id nulla nharatra tineichint Pallantacana an

| Dare

=l
al= ,

Typical Contract page.
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Appendix A - Summary Table of Common Documents

provides remittance information.

Name Description / Comments Page ref (above)
firstlogin First time login instructions 8
passwd_msg Help contact information on login page 8
General message on landing page (not used on many 2.0 sites,
welcome ; . 9
replaced with Marketing Tools entry)
welcome image CSR image on landing page (not used on many 2.0 sites, 9
—imag replaced with Marketing Tools entry))
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
Contract Terms & Conditions - the specific document name is
Terms & Conditions controlled within Contracts Setup. The document name is 12
specified in the Terms Document Name field for each individual
price protection program.
contractCheckPayment Text displayed when customer selects Pay by Check option, 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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