WebManage Quick Start Guide

Welcome to WebManage, RapidHost’s self service online tool to help you manage your
hosting account. Within WebManage, you can control all aspects of your account with us,
from editing contact data to invoice payments, service upgrades to support requests,
database uploads to domain renewals. This quick start guide is intended to walk you
through the various parts of the WebManage Client Area and give you basic instructions for
the most frequent tasks you are likely to carry out.
To access the WebManage system you should go to the following URL in your browser:
https://webmanage.rapidhost.co.uk/
You will be prompted to enter your email address and password. You should have received
your login details in an email when you signed up to a RapidHost service or when you were
added to the WebManage system by a member of the RapidHost Team. If you cannot
remember your password, follow the “Forgot Password?” link to issue a new one. Doing so
will cause an email to be sent to your registered email address with the new password.
You can change this password to one you find more memorable once you have logged into
the system.

Once you have logged in, you will see the Home screen which will look similar to the one
below with a number of links or ‘tabs’ placed horizontally along the top of the page.
These allow you to navigate around the system. Each tab will be detailed separately
below.
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The home page contains a brief overview of your account with details of any unpaid
invoices, any domains requiring action and quick links to your active services. The area to
the left of the screen contains shortcuts to some of the main functions you may wish to
access. For example, from the Home screen you can place new orders by following the
‘Order New Services’ link within this menu. This will take you to a ‘Shopping Cart’ area
where you can configure products to meet your requirements.

2. Services
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This page lists both the active and historical hosting accounts and other services you have
with us. To view a particular service, click on the relevant row in the table which will take
you to the service details page. From here you can view the current configuration details
of the service and the billing information and also request upgrades / downgrades, order
product add-ons , or, if necessary, submit a cancellation request. The ability to upgrade /
downgrade your current service depends on the type of package you have with us and is
also dependant on you having paid for any outstanding invoices.

3. Domains
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This page lists any domains you have registered with RapidHost. If you want to access the
domain details, click anywhere in the table row for the relevant record. This will take you
to a page where you can view the domain expiry date, edit the nameservers (for certain
domains), renew the domain and enable / disable auto renewals for this domain. Disabling
auto renewal will mean that the domain is allowed to lapse when it is due for expiry. If
you do want to renew your domain, ensure that auto-renewal is enabled, then simply pay
the renewal invoice when it is generated. If your credit / debit card details are stored
within the system this payment will be taken automatically.
If your domain is registered on RapidHost’s Domain Name Server, you will have the option
to ‘Edit DNS Records’. This link appears at the bottom of the domain details page under
‘What would you like to do today?’ :

Click here to edit DNS
records

This will load the DNS editor which allows you to make changes to your domain’s A
records, MX records, CNAME records and TXT records. You can also see a history of
changes made to your domain.
A series of help pages is available within the DNS editor to guide you through each of
the various sections. Just click the question mark icon to load the help window.

4. Billing
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This page contains a historical list of all invoices generated for your account, plus any
outstanding invoices waiting to be paid. You can view invoices and download them for
printing if required simply by clicking anywhere in the table row of the relevant record.
You can also pay invoices online. To do this, simply click ‘Pay Now’ at the top of any
unpaid invoice and you will be directed to a page where you can enter your credit card
information.

5. Support / Open Ticket

Enter your
WebManage logon
details here to access
the Support Suite

The support area is linked to RapidHost’s online support suite. To access this system you
will need to re-enter the same logon details you used to access WebManage. Once you
have logged in, you can view any outstanding tickets you have submitted and check for
responses, you can enter your own replies and also create new tickets. You can also view
knowledgebase articles to help with common problems you may be experiencing.
The support portal will open in a new browser window. If you are having difficulty opening
the window, please ensure your browser settings allow pop-ups from the Webmanage site
or paste the following link into your browser manually : http://support.rapidhost.co.uk.

6. My FileMaker (only present if you have a FileMaker hosting account)
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If you have a FileMaker hosting account with us, you will have access to a further screen
which allows you to control your databases from within WebManage.
At the top of the screen, you can access your ftp account details by clicking on the ‘Show’
link. You can also upload a new database (if you have enough disk space remaining).
Clicking within the row on any of your database filenames at the bottom of the screen will
open a further set of options allowing you to open, pause, close or delete the selected
database as necessary. From here you can also make backups of an open database, upload
a replacement database (if you have enough space remaining), and download any existing
log files.
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This page is where you should go to edit your company details and contact data. It is
accessed from the top navigation bar on the far right (‘Hello <Name>’). This menu also
contains links in the left shortcut menu to other functions for your account, such as
editing contact details, adding new contacts, changing your credit card details, changing
your WebManage password and changing your security question. If you add further
contacts to your account you can select any of these individuals to be the default billing
contact. They will then receive all invoice notifications to their email address.
It is important that you keep your details up to date so that you can receive renewal
notices, invoice receipts and other communications dealing with your account. Take care
to always click ‘Save Changes’ at the bottom of the page to commit your changes to the
database before leaving the page.

8. Email History
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This area, accessed via the navigation link on the right of the menu (‘Hello, <Name>),
contains details of any emails that have been sent to you via the WebManage system,
including payment confirmation, invoice reminders and hosting account information.
Clicking on an email subject link will open a pop up window with a copy of the email text
that you were sent.

