Instructions for Accessing and Updating Club Pages

1/ From Main Website click Noticeboard & Diary in right hand menu which will take you to the page
shown below
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After clicking the "Noticeboard & Diary" link on main website
you will be taken to this page. T
Scroll to bottom of page and on right hand side :
you will see a "login" link click this i
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See close up in next image
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From hereyou will be taken to the Login Page as shown in the images below

You will now be presented with this page

WORDPRESS

Username

Password

O rernember me

Lost your password?

enter your username and password

click "login”
@WORDPRESS

U=sername

arca

Password

O remnember Me

Lost your password?
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There are many things here you can access and alter but we ask thRt %o Q (i
on this page, so as not to cause us problems for the future.
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Pages -

Personal Options

Your Profile

Yisual Editar

(L Restrictions .
Admin Color Scheme

WordPress 2.9 is available! Please notify the site administratar,
You will now be taken to your "Profile" page
PLEASE DO NOT alter

=== Only click "Pages" to access your club page

This is the only link you should use

[] Disable the visual editar when writing

O . . Blue

L Roles

Fﬁ Tools @ .. Gray
Keyboard Shortcuts [[] Enable keyboard shartcuts for comment moderation. More information

Name
Username Your username cannot be changed.
First name arca
Last name arca
Nickname (required) arca
Display name publicly as area [¥]
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The E.K.S.M.B.A. Noticeboard & Diary = wisicsiee

@ r— WaordPress 2.9 is available! Please notify the site administratar,
Dashboar:
Click Page Name to open "Edit Page"

[ Media

Edit Pages

Edit all (1) | Published (1) | Sch

ed (0] | Pending Review (0) | Drafts (0) | Private (00

Bulk Actions  [w]

A Profile
~ o O Title Author ®  Date Restrict
(L) Restrictions
[0 — ARCA | Parent Page: admin 2009712720 Edit
A Roles League Clubs Published
Tl Tocls
O Title Author % Dpate Restrict

Bulk Actions [V] Apply

f A yiow agshaim belove, where S
you should find listed, just your own club page (We usB€Aas the following example) Click the
Club Name, or you will see when you hover your mouse opirait a menu of options appears
below the club name (where it showsague Clubs the image below) from that menu you can
GORAGE
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Page Roles

Editar

Page Roles
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Now you can make alterations to your page as necessary with the tools you have available. You have
the choice of adding tthe pagevisually or by using html code (whichever you feel most
comfortable with)

Please note however that what you see may not kaatly what you get when you view the page on
the websiteg for example the image below showse Chairpersons details to the right of the map
whereas if you check this page on the website it is actually visible to members as being below the
image and idine with the other club officers. This is a quirk of the Wordpress software we are using
and is why when having made alterations to your own page that you sipoeldew the page to

check how the changes are displayedd if satisfied then update the page as it is visible to

others.

Make your alterations on either the "visual" tab or the "html" tab then click Previelw button
.ﬂ lﬁ Edl'tPage

ARCA Publish

P Ch
Permalink: http:/Awww . short-mat-bowls org uk/noticeboard/?page_id=7 | View Page v review S-S
Status: Published Edit
£ Upload/Insert Wisual
Wisibility: Public Edit
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Delete Update Page

] Published on: Dec 20, 200§ % 7:51 Edit

Click map to view larger version

“ Ashford Road Community Assn SMBC

=4 “ ig1 Ashford Road, Thanington Without, Canterbury CT1 5HR

b Chair: Jan Wright
Club Secretary: Janice Webb Parent
Fixture Secretary: David Oxberry
Committes Rep: Les Wright
Email: Contact Us
Teams: Jumbucks & Lambs

League Clubs| |
If you are satisfied with the preview . )
-~ " . TOU can arrange your pages in hierarchies,
then click Update Page to commit for example you could have an “about”

your Changes to the website page that has "Life Story” and "My Dog”
pages under it. There are no limits to how

deeply nested you can make pages,

Order

u]

Pages are usually ordered alphabetically,
but you can put a number above to change
the order pages appear in. (We know this is
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which werecommend as this will show you what is on the website and thus allow you to make
alterations again before logging out.
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anding Messages |_] Kenk Patish Councils - Minster-in-Thane. .. 3] Minster Matters Magazine | ] Edit Page ¢ The E.K.S.M.B.A. Notic... E3

.S.M.B.A. Noticeboard & Diary wisisic-

Screen Cptions

WordPress 2.9 is available! Please notify the site administrator,
Finally click "view page" to give it a quick check although it may look different when you've logged out

EditPage Please: Remember to "logout” when finished
Page updated. View nage

If page doesn't look correct after you've logged out and rechecked it,
ARCA then please log in again and give it a tweak U

Mew Page arca | Turbo | Log out

Help

Freview Changes

Permalink: http:/fwww short-rat-bowls.arg.uk/naticeboard/?page_id=7 | Wiew Page .
Should you sfi’Ge having problems please contact either

i Status; Published Edit
Les at - les.marsh@gmail.com or ;. o1 1

Upload/Insert [m] O J2 %
Wisibility: Public Edit

B | 7 [z =] «

Ray at - rg.o%en%qmgil.com
1 M == [*] Published on: Dec 20, 2009 @ 7:51 Edit

Click map to view larger version
Delete Update Page

. Ashford Road Community Assn SMBC
i ) 15 ford Road, Thanington Without, Canterbury CT1 ¥R
LiLE Chair: Jan Wright
Club Secretary: Janice Webb
Fiscture Secretary: David Oxberry League Cluhs[v]
Committee Rep: Les Wright

Attributes

Parent

You can arrange your pages in hierarchies,

Email: Contact Us
. for exarnple vou could have an “About”
Teams: Jumbucks & Lambs page that has "Life Story” and "My Dog*
o A

Should you have any problems with getting the updates to display correctly please contact either

Les Marshiwebmaster)at webmaster@shormat-bowls.org.uk

or Ray Owerat ray.owen@gmail.corwho will both be pleased to sort it for you and let you know

what you shold have done, so as you know for the next time.


mailto:webmaster@short-mat-bowls.org.uk
mailto:ray.owen@gmail.com

The following 3 images show what some of the toolbar icons do.

We believe we have pointed out those that are the most likely that you will require

Toolbar icons
These are the ones you are most likey to use

| Edit Page

ARCA Insert Picture; Video; Music/Speech; Media

Permalink: http:/fvf.shortw/-bowl "Uk/notic

Upload/Insert

‘page_id=7 | Wiew Page

Yisual
B | I AR

F
C ckﬂ ap to view larger versfon

Comfpunity Assn EMBC
eanington Without, Canterbiry CT1 s¥R

=l
w
[
o
o
=
z
o)
2

Fikture Secretary:
Cofnmittes Rep:
Erdkil: Contact
Te

Publish
Freview Changes

Status: Published Edit
Wisibility: Public Edit

Published on: Dec 20, 2009 @ 7:51 Edit

Delete Update Page
Attributes
Parent

League C\ubs[v]

You can arrange your pages in hierarchies,
for example you could have an “About”
page that has “Life Stary™ and "My Dog”
pages under it. There are no limits to how
deeply nested you can make pages,

Bold; Italics; Left Justify; Centre text; Right Justify; Open further tools (see image fiiither down this document

Path:

Word count: 40 Last edited by arca on December 29, 2009 at 7:07 pm

| Edit Page
ARCA

Permalink: http: /fwww shart-rnat-bowls org.uk/noticeboard/?page_id=7 | VWiew Page

Upload/Tnsert HTML

b | i | link

b-guote | &gl ins img ol ol | code | more | lookup | close tags

Click map to view larger version

«<a href="http://www.short-mat-bowls.org.uk/noticeboard/wp-content/uploads/2009/12
/farca.gif'=<img class="alignleft size-medium wp-image-72" src="http: /M www.short-
mat-bowls.org.uk/noticeboardwp-content/uploads/2009/12/arca-300x170 gif* alt="arca"
width="150" height="85" /=< /a»

Ashford Road Community Assn SMBC

151 Ashford Road, Thanington Without, Canterbury CT1 3R

=<ul> Chair: <strong=Jan Wright</strong=

Club Secretary: <strong= Janice Webb</strong=

Fixture Secretary: =strong=David Oxbherrv</strong>

Committee Rep: <strong=Les Wright</strong=

Email: <strongz<a href="mailto: arcaweb@short-mat-bowls.org.uk">Contact Us</a=</strong>
Teams: <strong=Jumbuc

This what you will see on HTML tab,
so do not use unless you are comfortable with doing so

word count: 40 Last edited by arca on December 29, 2009 at 7:07 pm

Custnm Fiald<

0

Pages are usually ardered alphabetically,
but you can put a number above to change
the order pages appear in. (We know this is
a little janky, itll be better in future
releases.)

Publish
Preview Changes

sStatus: Published Edit
Wisibility: Public Edit

Published on: Dec 20, 2009 @ 7:51 Edit

Delete Update Page
Attributes
Parent

League Clubs[v]

‘fou can arrange your pages in hierarchies,
for example you could have an "About”
page that has “Life Story” and "My Dog”
pages under it. There are na limits to how
deeply nested vou can make pages.

Order

0

Pages are usually ordered alphabetically,
but you can put a number above to change
the order pages appearin. (We know this is
a little janky, it'll be better in future
releases.)




This shows the extended toolbar icons that are available

ARCA

Permalink: http://w

Upload/Insert

B | 7 2 = f:

Format

Click map to view larger version

Club Secretary: Janice Webb

Underline; Fully Justify text; change font colour; add symbol

short-mat-bowls .ukfnoticeboard/?p d=7 | \iew Page
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Chair: Jan Wright

Fizture Secretary: David Ox
Committee Rep: Les Wrigh
Email: Contaet Us

Teams: Jumbucks & Lambs

You can also add text direct from either a text file or word document
using either of these two icons

Publish

Preview Changes

Status: Published Edit
Wisibility: Public Edit

] Published on: Dec 20, 2009 @ 7:51 Edit

Update Page

Delete

Attributes
Parent

League C\uhs_v:

You can arrange your pages in hierarchies,
for example yvou could have an “About”
page that has "Life Story” and "My Dog”
pages under it. There are nao limits to how
deeply nested you can make pages.

Order

u]

Pages are usually ardered alphabetically,
but you can put a number abave to change
the order pages appear in. (We know this is
a little janky, it1l be better in future

Path: releases.)

wiord count: €0 Last edited by arca on January 1, 2010 at 11:55 am

Custom Fields

@

We hope thesénstructions have been of help, however if you think we could make improvements
then please let us know.

Should you require them, your club login details are available from

webmaster@shormat-bowlsorg.uk

NOTE:

If you have any event dates you would like added to the Calendar then please ktreddatails to
the webmasterfor inclusion as only he has access to this section of the site.

eg: name of event, date, time, cost etc.

You can add anything this list be it club competitions, wine & wisdom evenings, fund raising etc, if
AGQa G2 R2 6AGK @2dzNJ Ot dzo ' yR @2dz ¢l yid 20§KSNA

Please note that there is at present a glitch in the Calendar software thie¢sriashow the wrong
Day; if you click any calendar popup for further detajlthe software writers are looking into this
and hopefully will find a solution soon.

The Date and everything else is correct gl K S & F dzNIi K S NJ AthaFsAoddyd dayA 2 y é
earlier than it should eg Sunday) 6hows as Saturday’&; Try one and see for yourself what we
mean.

LJ2 |
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require at the correct size.

Images must be exctly

760pixels wide
and betweenl1 95/225pixels high,

and in either.jpg or .pngformat.

Please rename your images files similar to #yiesham1.jpgor ayleshamautumn.jpg using your

own club name of course, followed by an individual identifierelach image (note: NO spaces in
filename), before sending them in. This will then help you to distinguish your own images from the
list of those available.

They must be emailed to Les, who is the the EKSMBA webmaster,
at webmaster@shormat-bowls.org.uk

Les will upload them to the website for you and you will then be able to access them from where
you edit your club page.

The following three images show you what tokdor
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Dynamic Headerwhere, if at present you have the image of Dover Castle displayed, you will see it
says

--Default Media Header-

Micasio Dynamic Header

Header Image for This Page

This drop down shows a list of all media you have uploaded through the Upload Page.

This could be a .jpa, .jpeg, .gif, .png, swf file,

If you insert a flash file the plugin will automatically generate the cross browser compatible code to embed
the file,

-- Default Media Header -- %

Readers

[CJrestrict for Page {only selected users/groups are Readers) top
[JRrestrict for Sub-Pages


mailto:webmaster@short-mat-bowls.org.uk

If you nowclick the dropdown arrow beside this you will see a listing of all the available images

Micasio Dynamic Header

Header Image for This Page

This drop down shows a list of all media yvou have uploaded through the Upload Page.

This could be a .jpg, .Jpeg, .gif, .png, swf file.

If vou insert a flash file the plugin will avtomatically generate the cross browser compatible code to embed
the file.

Swhitlu,ipg iw
-- Default Media Header --
-- Randorm Media Header --
| -- No Media Header -- ‘
dover 007sm.jpg |
masthead.jpg
rmastheadbg.jpg
wingharnlsrn.jpg
_notes

whitlu jpg ed users/groups are Readers) top
whitZu.jpg
[ JRestrct for Sub-Fages

Cenunc | 1lsars
Select the image you require as shown above
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Now view pagend image should be inserted.

If you go back to the Edit page and scroll down again you will see a thumbnail of the image you are
using- see example below
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to be uploaded, well they should all appear in the dropdown menu and you can rotate them to your
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