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This document provides a simple tutorial of how to load a news item, image, file and update the menus. There is an extensive
manual available to assist you in maintaining your website (available as a menu link when you logon), butif you are the sort
of person who doesn'tread manuals, this is the quick start guide to getyou going. Even if you do intend to read the manual,
print off these pages, following the instructions will give you a quick overview of how to maintain the system. Included in the
full manual are some strategies to help you plan and launch your site. In this document, itis assumed that the URL of your
site and your sportiswww.XXX.yoursport.com.au. This could be

www.RBYC.yachting.org.au, or www.Eagles.baseball.com.au, etc.

Logging on

From your browser, go to Login
www . XXX.yoursport.org.au/admin (this is

referred to as the Admin screen in the rest
of the document) User ID

Password .

Dor't know your passwards Click here

Logon using the User ID / password that
you used to request the website

Your first News item




1. From the Admin screen, click on "Add
a new Page” from the menu on the
left hand side.

Add a new Page

D

Add a new Page
(new editor)

Find a Page
Add a photograph

2. Enter some text in the body of the
page
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3. Scroll down and enter some text in
the Headline

Additional Information

Type of Page ® News O web
Page Template _F"age W

Headline f'-.GM this Fnda)-{

4. Click on the Save button at the top of
the screen

5. Click on Exit, then Home, and your
news item should be on the front
page in the News section

Save ] | Exit *}
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Don't forget thus Fnday's AGM

Your first Image

From the front page of the website, click
on the headline of the news item that you
just entered

In the top of the body of the page will be a
link 'Edit Page 9999'". Click on this link and
the system will open up a new window
and will put you back in the editor to
change your page.

Mens Finals

Edit Page 13055 ﬁji‘t Page 13058 - New Edi‘ta
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Scroll down to find Main Image Number
under the heading Main Image

Click on Search the image library

Main Image

Main Irmage Mumber |0

Saarch the Irmane Librarmg
F
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Irmage Caption |
Oweridz the standard caption for this image
Image Size O Thurnbnail O Fullsize

Image Alignment

iLeft O cCentre O Rioht (only for fullsize imea:

From the popup window, select Changed
‘Today', and Site 'All' to find all the images
added to the system in the last day. If

Changed in the last

0 days (today) 1K

. site ®@all Oprisb
none appear, increase the 'Changed’ drop i frisbane S
down (don't select too long a timel)
Next to an image, click on the SELECT 1mage coption select Image
button on the right of the popup
vewsnonzor  ((mesr)
STREETS

The image number will appear in the
'Main Image Number' box on the main
screen

Main Imaoe

Main Irnage Nurnber (145680 Soarch the Irmans Libram

Irmage Capticn |
Swerrids the standard caption for thiz image=

OThurnbnail O Fullsize

Image Size

Image Alignment Cieeft Ohcentre O Right [(only for fullzsiza imag

Click on Save, and swap back to the
window that displayed your page. Click on
refresh and you should have a thumbnail
image in the page

Edit Page 13058 | Edit
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Mens Finals start this w
click here

STREETS

Maw Sponsor

To upload your own image, from the
Admin Menu', click on 'Add a
photograph’, and follow the prompts to
upload an image. To include this image in
your page, following the same directions
as above.

Add a new Page

&dd a new Page
inew editor)

Find a Page
|
&dd a photograph

2

=
Find a Photograph

File Manager

Upload and Link to your first File

To upload a PDF, Word document,
Excel spreadsheet, or perhaps a
flat HTML file produced from a PC
based results program, from the
Admin menu, click on File
Manager

add a new Page

Add a new Page
{new editar)

Find a Page
add a photograph
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q File Manaager )

Click on the Browse button, find
the file on your PC to upload

New Directory name:

Delete Files |

Upload File

Make Directory

Click on 'Upload File'

To create a link from your page,
display the page, click on the Edit
Page 9999 to start the editor.
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Scroll down the page in the editor
and find 'Additional Links'

wx 1 omm T

Additional Links
Link Text
Example More Information

Link 1 | |

Add in some text in the Link 1 box
to describe the link

Additional Links

Link Text
Example Maore Infarmation
UL |C|:|a|:h Agreement Form
Click on Select URL in the right URL

hand side of the page

ww .google.com
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Find your file using the File
Manager, and click on SELECT at
the right of the screen
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The URL will be returned to the
main editor screen

URL

Wy .google.com

/sitefsoftballfbrishane/downloads/2006/15
Select URL

Click on Save

Swap windows back to your main

page, click on Refresh and there
chmtild lha a linlk tA tha fila
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Your first menu update

From the Admin Screen, click on List User 1D=

Edit main menu _
Edit User IDs

{ Edit main menu )
Edit Site Information

User manuals

A second “editable” copy of the S prr—
main menu will be displayed on |
the left margin (in most templates) Fd Mews

Ed Calendar

Ed Draws, Results

Ed About the

Association
Ed Links
. 1 ”
f:lllck on “Add to the menu above Edd to the mery ah@
in the menu at left

Add a new Page

Add a new Page
{new editor)

Find a Page
add a photograph

Enter some text in the Short Name Type of ® Link to a Web Page
field Hnk O Link to a URL or a File
O Link to a Web Service
O Link to a Sub Menu
@_ﬂ"'t Name Resu1ts>

Long Name

Position in

Menu e
Next to Web Page ID, click on Long Name
Search for Existing Page Position in 22
Eenu
}H‘[r;:b Page ~reate Mew Page O earch for Existing P-a@
In the popup window, just leave
—Anyime— ¥

everything and click on Search
O all @ Brisbane Softball Association

@al Oulews Cweb Page

Entar 2%* to view all 200 numbers

[ e [
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fl | Search-T Cancel ] ‘

Find the page that you created
above, and click on SELECT at
the right of the screen

Type of First Last

Article  Publish Publish Publish Action

MNews 13 Mar 12 apr Yes SELECT
Mews 22 Mar 21 Apr Yes
Mews 16 May 15Jun  Yes SELECT
Mews 31 May 30 Jun Yes SELECT

The page number will have
appeared in the Web Page ID
input box

Short Name pgelts
Lung Mame

Position in

Menu =
;I'.Dph Page 12479 Create New Page

Click on Add to Menu button

q Add to Menu D Cancel

The new menu item should now
be on the Main Menu

| additional Links 14

Special Links 1

The usual thing to do from the
Main Menu is to create a 'Sub
Menu' and have this 'Sub Menu'
link to various pages

Popup “sub menu”

Most websites are big enough to require menus within menus. The BvIT system uses JavaScript popup menus
(see www.canoe.org.au and mouse over the main menu along the top). To setup a popup “sub menu” do the following:

From the Admin Screen. click on
Edit main menu

List User IDs

Edit User IDs

§ Edit main menu

Edit Site Information

User manuals

The main menu will be displayed on
the left margin (in most templates)

| Ed Home

rd Rlsaas
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Ed Calendar
Ed Draws, Results

Ed &bout the

Association

Ed Links
Click on 'Add to the menu above'in -

Add to the menu above
the menu at left e

Add a new Page

&dd a new Page
{new editar)

Find a Page

&dd a photograph

Next to “Type of Link” select Link to
Sub Menu

Im';ce of (O Link to a Web Page
O Link to a URL or a File
O Link to a Web Service
® Link to a Sub MenD

Short Name History of the Club

Enter some text in the Short Name
field

;ri'-‘:ie of O Uink to a Web Page
(O Link to a URL or a File
(O Link to a Web Service

@ Link to a Sub Me@
Short Name History of the Club

Click on Add to Menu @
T ——
fl add tn Menn 1Y cancel |

| Now click on Home and Refresh | Additional Links 14 Public 000

and your new popup menu should IR“”F"I = R T

now be available with one dummy sRere s

entry with a title of XXX.

|Fr| Harme
Click on the name in the main | Additional Links 14 public = 10 N
menu, e.g. “History of the Club”. [esute o ik

NOT the popup part, but the static
text in the main menu.

| special Links 1

HH K

|Frl Harne

This will then display in the left
menu all the items in this menu. At
present there will only be one, the
dummy entry of XXX.

I Special Links 1
I Histary of the Club

Add to the menu above

Add a new Page

Click on “Ed” link to the left of the
XXX and go through the routine to
edit this link to be something
meaningful.

I Special Links 1
I History of the Club

Ed Jxxx
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Add to the menu above

Add a new Page

Keep adding more items to the it e T L S BT e ana
menu and you will see them appear Hismary of sofezl ssociatien,

Addibanal Links 5 fmards
on the popup‘ menu. additional Links & Glympic Team Members B Australhan Mens ar players, lebm
g A Board Foll of H d good times, T
Additianal Links 7 mard Fall of fanour I of softball in Bt
additianal Unks 3 Spason Team Awards

Additianal Links 9 .
- : The challenge remains for ell of us to further pramote aur sport to
Additinnal Links 10 public. we cartainly have the fadlitiz s to cope with mare team s pl:
. . It is important far our future @well-being as an Association and as a
Additianal Links 11 Clyrmpians that we confinae fgrow our sport, The hest pram otion
Additianal Links 12 and that is something that ewery regist=red play=r can do.

You can then put further “sub
menus” under this “sub menu”.
There is no limit to the number of
levels of menus.

If you followed all of that, then you understand about 90 % of the system. To learn more, itis suggested that you now go back
and try out the various different options at each of the steps above.

Related Articles

[template("related")]



