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INTRODUCTION
The ClubNet platform allows you to publish information quickly and easily on your club website without the need for any specific
knowledge of creating web pages. Any authorised editor can easily update a club’s website via a normal web browser. It can be
compared to simple word-processing.
No special skills are needed to be able to create web pages, and you will be able to create pages and publish them without any
previous knowledge of HTML. Nevertheless, this will in no way reduce the functionality of your website. The ClubNet platform
offers a number of complete functions that each editor can use to develop their website.
All editing work is carried out directly via a web browser, which means that you will always be able to log on via the Internet to
create and update information, irrespective of time and place.
Whilst the platform has been designed to be as intuitive as possible, the objective of this document is to give editors the key skills
they will need to perform their job, provide a document for ongoing reference, and make learning and using the site a breeze.
Happy editing!
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GETTING STARTED WITH YOUR CLUBNET WEBSITE
LOGGING ON
ClubNet provides a web publishing system that is easy for editors to use and does not require large hardware and software
resources.
All you will need is basic word processing skills and a modern web browser – we recommend using Mozilla Firefox which you can
download for free from http://www.mozilla.com/firefox/.
To access edit mode, follow the Admin link in the bottom right hand corner of any page of your Club website. This will take you
directly to the website admin login screen if you only have a website from ClubNet. If you also have other ClubNet modules,
select “Website Admin” from your Admin page. Alternatively, you can open your web browser and go to
http://[www.yourclub.co.uk]/umbraco/.
A login box will appear for you to enter your username and password, which will be supplied to you by ClubNet. Please note that
your editor login is totally independent from any login you may have as a member of your website. If you try to enter your
member login details here, they will not be recognised.

THE EDIT MODE INTERFACE
Once you have logged on to edit mode, the following Content Dashboard will be shown in your browser. On the left of the
window is the Content Panel showing the pages of the website in the form of a tree structure. Below the Content Panel is the
Sections Panel, which contains links to the different sections of the edit mode interface. The right side of the window either
displays the current page or, as in this case, the start page in edit mode – depending on your installation, you may see different
tabs on the right side of the window.
Quick create button to start creating content
Quick search field to find existing content

The sections panel is used to navigate around edit
mode sections. Different users may have different
sections that they can access.
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THE CONTENT DASHBOARD
The Content Dashboard is the page that you see when you log in to the website’s edit interface. The tabs on the right side of the
window enable you to perform some key tasks – NB depending on your installation, not all of these tabs may appear:

LATEST EDITS
Shows you the pages, sections and media uploads that you edited most recently – you can click on the link for each item to take
you directly to it, so that you can make further changes if required. NB when you first log in, this will be blank (as you will not yet
have edited anything!).

CHANGE PASSWORD
This enables you to change the password for your editor login. Please remember that this is independent of any login you may
have to the front of the website as a member. This will ONLY update your editor login.

DISK SPACE MONITOR
This tool shows you how much of your permitted website storage is currently in use. If the graphic is amber, you should think
about how to reduce your website size (usually it’s media items that take up most space) to allow new content to be added, or
alternatively contact us to discuss adding more storage (fees apply). If the graphic is red, you should take urgent action to reduce
your content or contact us to add more storage, to prevent your website being locked. The monitor updates regularly, but is not
real time – so don’t worry if you delete something and it’s not immediately reflected.

SPEEDY CONTENT CREATOR
This is a useful feature if you want to create a large number of pages or page sections in one go – generally, this is only necessary
when creating a site (which we have done for you) or if you are adding a series of new pages (e.g. for a new Junior Section at the
club).

FORUM POST CHECK
If your site has a live Forum, members may flag items if they are either spam or otherwise inappropriate. You can review those
posts here and decide what you wish to do with them.

CREATE BLOG POST
This is where you create all your News items. This feature will automatically generate a new post for you, ready for you to add
your content, and will place the post in the correct place in the content tree. As news items are stored in date folders (for the
year, month and day), these will automatically be created for you if they do not already exist.

BLOG COMMENTS
Depending on the settings in your Blog / News pages, comments on News Items may require your approval before being posted.
If that is the case, any comments pending approval will display here. However, the standard setup for clubs is for comments to
be restricted so that only logged-in members can comment, and therefore the default is for comments to be auto-approved.
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WEBSITE CONTENT STRUCTURE
CONTENT TREE
The content tree appears on the left of the screen whenever you are in the Content section. Navigating and understanding the
content tree is essential for managing your website.
Your website content is made up of Folders, Pages and Sections. Each Folder, Page and Section is represented by an item in the
content tree – each item in the content tree is known as a “Node”. There are also some specialised nodes which can only be used
in specific locations (such as map markers, which can only be added beneath a Map section, or committee profiles which can only
be added beneath a Committee List page).
You can tell whether content is published (i.e. live on the website) at a glance – unpublished content is greyed out.
You can also quickly identify pages where there is saved content which is different from the currently published version – for
example if you have drafted some changes to some existing content but have not yet published the changes. A red star appears
next to the node’s icon.
If a node has been protected, you can see a “No Entry” symbol in front of the icon for that node. Protection restricts access to a
page or a section so that it can only be viewed only by logged in users with the appropriate access rights.
The red star indicates that there is saved content in
this node which has not yet been published – the
page may still be live with the last published version

The “No Entry” symbol indicates that this page has
been protected and can only be viewed by users who
have logged in with the necessary access rights

This node is greyed out, so you can immediately tell
that this page is not published and so cannot be seen
on the live website
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CONTEXT MENU
To access the Context Menu, simply right click on any node in the content tree. The options may vary depending on the rights of
the particular editor who has logged in, but the options are:












Create
Delete
Move
Copy
Sort
Rollback
Publish
Public Access
Audit Trail – you will probably never need to access this, but is a useful tool for us to use to assist you if you experience
any issues
Notifications – if you wish to receive an email whenever a page is modified, you can set up a notification. Use these
sparingly though, as you may find yourself deluged with emails if you set up too many!
Reload Nodes – from time to time, you may add a node but wonder why it doesn’t necessarily appear in the content
tree. Generally this is because the page hasn’t been refreshed since you added the content. If you cannot see a node
that you think should be displayed, select reload nodes to refresh the view.

FOLDERS
Typically your site will have a Folder for the home page, which contains site-wide settings such as the Club Name and Sport, and
Header Content.

PAGES AND SECTIONS
Every page on your website has a corresponding node in the website content tree. This is where you set the page settings (such
as the column widths and the page name). However, all the content for the page is contained in the Sections of the page.
In the content tree, for each page node, there may be a series of sub-nodes – these represent any sub-pages (i.e. pages at the
next level down in the site’s navigation) and the content sections. To view the sub-nodes, simply click the triangle to the left of
the parent node, and the tree will open up. Click the triangle again to close down that part of the tree.
Each page or section type has an icon associated with it, to help you identify each item at a glance. For example:
Folder – this contains the site-wide settings
Page – this contains the page settings, in this
case for a “Content Page”

The Map is a special Section type
which allows you to add Map
Markers onto the map – these
are shown as sub-nodes of the
Map
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CREATE, SAVE AND PUBLISH CONTENT
Exceptions: News Items, Forum Topics and Forum Posts
The procedure for creating Pages or Sections can be described in six easy steps. Start by deciding where to locate the Page or
Section, then create it, add content and/or set settings, save, preview and finally publish.
1.

Select the Page to which you would like the new Page to be a sub-page of, or which should contain the new Section.

2.

Right click the Page, and click Create from the context menu, then select your chosen document type and enter a
name for the Page or Section – NB this is a reference for you only, and is how this node will be labelled in the content
tree.

3.

Add content / set settings for the Page or Section – in most cases, there will be several tabs available where you can
enter different information. The tabs vary according to the type of content applicable to the Page or Section that you
have created.

4.

Click Save.

5.

Click Preview to preview how the Page will appear on the live website. NB if you have created a Section, the preview
will show only the individual section of the page you are creating / editing. To preview the whole page, you will need
to Preview the Page on which the Section will be displayed.

6.

Once you are satisfied, click Save and Publish to make the changes live.
1. Select a page in the content tree

ClubNet Websites // Editors Manual
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2b. Select the document type and enter a name for the new Page or Section
(Tip: you will often want to select a “Page - Content” as your Document Type if you are creating a new Page, or a “Section –
Rich Text” if you are creating a new Section – only certain Document Types are allowed in specific parts of the content tree. A
description of the Document Type appears below, so you can see what each will enable you to do)

6. Click Save and Publish
4. Click Save

5. Click Preview to preview the Page or Section

3. Add content or settings as available for
the Page or Section type that you have
selected
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DELETING A PAGE OR SECTION
If you have a large number of pages on your website that are no longer published, you can delete them from the website. Once
you have deleted a page, it is sent to the Recycle Bin, which you can empty or may otherwise be cleared out periodically by
ClubNet. If you change your mind, you can restore the deleted item from the Recycle Bin (provided it has not been emptied) by
using the Move technique described below. Once the recycle bin has been emptied, the deleted items cannot be retrieved.
Therefore you should take great care before deleting items that you may need in future.
1.

Select the page or section you want to delete (NB this will include all sub-nodes).

2.

Right click the node, and click Delete from the context menu.

3.

Click OK to confirm deletion of the page, or click Cancel to cancel deletion.

If you do not wish to delete an item (e.g. because you might wish to use it again in future), you can “Unpublish” it instead. To do
this, click on the node in the content tree, then go to the Properties tab and click on Unpublish. You may need to reload nodes
for the item to appear greyed out in the content tree.

MOVING A PAGE OR SECTION
You can easily move pages within the site structure (e.g. so a page becomes a sub-page of a different parent page) using the
move function. You can also move sections from one page to another.
1.

Select the page or section that you want to move.

2.

Right click the node, and click Move from the context menu.

3.

Select the parent page you want to move the node to.

4.

Click OK

ClubNet Websites // Editors Manual
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COPYING A PAGE OR SECTION
If you want to reuse a page or section you have created previously (or indeed the whole structure beneath a particular node), you
can copy the page or section and all its sub-nodes to a different point within the site structure. When you copy a node, all its
sub-nodes will also be copied. You can also define whether links should be automatically updated, or keep the linkage with the
original pages.
1.

Select the page or section that you want to copy.

2.

Right click the node, and click Copy from the context menu.

3.

Select the parent page you want to copy the page to.

4.

Select whether to Relate copied items to the original page.

5.

Click OK

If you wish to replicate identical content on several, or even all, pages, you can set up the content as a section within the
Reusable Content folder in the content tree. This might be useful, for example, for your club address or opening hours. To add
the content to your pages, add a Reusable Content section to each page. If you ever need to update the content, you only need
to update it once in the Reusable Content folder, and the changes will be applied automatically to all instances of that section
across the site.
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ORDERING PAGES AND SECTIONS
For pages, the order they appear in the content tree will reflect the order in which they are listed in the navigation on the main
website. For sections, the order in the content tree determines the order they will appear within their respective columns on the
page. By re-ordering the nodes, you can easily change the layout of the page by showing sections in a different order.
The nodes are sorted in the tree structure according to a predefined sort order. It is most common for the node that has been
created most recently to be placed at the bottom of the tree structure. You can easily change the sort order of the pages in a
section of the website by using the sort function.
1.

Select the parent page of the nodes you wish to sort.

2.

Right click the node, and click Sort from the context menu.

3.

Drag the nodes into the required order. Alternatively, click on the Name or Creation date column header to sort the
items automatically by Name or Creation date. Clicking on a column header again reverses the sort order.

4.

Click Save

ClubNet Websites // Editors Manual
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EDITING EXISTING CONTENT
To edit existing content:
1.

Browse to the Page or Section you want to edit in the tree structure within the content panel, and select the page by
clicking its name. The edit interface for the page is then displayed on the right.
(Tip: You can browse sub Pages and Sections in the tree structure by clicking the triangle in front of the Page name).

2.

Make your changes to the settings or content, as available for the node type you have selected.

3.

Click Save.

4.

Click Preview to preview how the page or section will appear on the live website.

5.

Once you are satisfied, click Save and Publish to make the changes live.
1. Select a Page or Section in the content tree
3. Click Save

5. Click Save and Publish
4. Click Preview to preview the page or section

2. Make your changes to the content or
settings available for the Page or Section
type that you have selected

ClubNet Websites // Editors Manual
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ABOUT DOCUMENT TYPES
Document Types determine the type of content which can be added to a Page or Section, and also how that content will be
displayed on your website. Once a Page or Section has been created, the document type cannot be changed. You can always
check the document type of a page by looking at the Properties tab for that page.
Not all document types are available in every part of the Content Tree. If you are trying to add some content to a particular
location, and it does not seem to be possible, please contact us. It may be that we can enable this for you.
The most common examples available are listed below, though this is not a complete list as there are some other specialised
document types which you may see in the dropdown list of available document types – however it is extremely unlikely that you
will ever need to use a type that is not listed below (except for types which may have been custom-developed for your club):

FOLDERS



Folder - Site Settings
Already set up for you, so you will probably never need to edit or change this
Folder - Sub Site Settings
Used for multi-sport clubs which are structured with sub-sites for individual sections – use these with care as they can
affect the cost of your site, so please call ClubNet to discuss using this option

PAGES














Page - Blog
This is the root folder of your blog / news, where you can apply your settings – WARNING we will have set this up for
you if your site contains a News section and we strongly recommend that you do NOT change the settings, or add a new
Blog Page unless you are certain about what you are doing. Of course, you can add Blog Posts / News Articles freely.
Page - Committee List
The committee list shows all the committee members for whom a committee profile (a special node type which can be
created beneath the Page - Committee List only) is completed.
Page - Content
This document type is the most common, and enables you to build a page with multiple sections, including Rich Text,
Twitter Feeds, Activity Feeds, Maps, Photos, and much more
Page - Directory
Useful for categorised listings of sponsors or member offers, for example.
Page - FAQ
Use for frequently asked questions, for example about how to join, membership terms, etc.
Page - Forum
This is the root folder of your forum, where you can apply your settings – WARNING we will have set this up for you if
your site contains a Forum section and we strongly recommend that you do NOT change the settings unless you are
certain about what you are doing. Each site can contain only ONE Forum. The forum is intended for use via the front
end of the website – that is where members (and administrators) contribute to, and maintain, the Forum – you should
rarely, if ever, edit any Forum posts or settings directly in the Edit Mode Interface
Page - Gallery Home
This document type displays an index of galleries, each with a title and thumbnail image – also available as a Section of a
Page also containing other content (see “Section - Photo Gallery Index” below)
Page - Redirect
Page that immediately forwards to another page within your website or an external URL.

ClubNet Websites // Editors Manual
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SECTIONS


























Section - Activity Feed
The activity feed automatically displays a list of recent additions and amendments to your site, so that members and
visitors can easily find new content. Most updates in most Sections are included in the activity feed by default, but you
may sometimes not want these to display (e.g. if you make a minor text change or add a new full stop). In this case,
when editing the Section, you can tick the box opt to “Hide from Activity Feed” in the settings tab of the Section being
edited.
Section - Bookings
The bookings section displays your bookings page for members. NB only available to clubs with our Bookings module.
Section - Contact Form
The contact form enables you to place a simple contact form on your site so that members or visitors can contact you your email address is not displayed publicly.
Section - Event List
The event list section enables you to show a list of forthcoming events for the club, in date order. As time passes, old
events drop out automatically, and new events will be included. Events are special nodes which can only be created
beneath a Section - Event List.
Section - Facebook - Like Box
The Like Box is a social plugin that enables Facebook Page owners to attract and gain Likes from their own website. The
Like Box enables users to: See how many users already like this Page, and which of their friends like it too; Read recent
posts from the Page; Like the Page with one click, without needing to visit the Page.
Section - Facebook - Like Button
The Like Button lets a user share your content with friends on Facebook. When the user clicks the Like button on your
site, a story appears in the user's friends' News Feed with a link back to your website.
Section - File Library
The file library is a way of displaying a list of files from the media section - you might use this for a set of club policies /
rules, entry forms, membership forms, meeting agendas and minutes etc.
Section - Fixture List
The fixture list section enables you to show a list of forthcoming fixtures for the club, in date order. As time passes, old
fixtures drop out automatically, and new fixtures will be included. (Currently available for certain sports only, but may
be customisable on request – please contact us).
Section - Iframe
The iframe section enables you to display a page from another website within your site.
Section - Leagues
The leagues section displays your leagues page for members. NB only available to clubs with our Leagues module.
Section - Map
The map section enables you to add a map to your site. Optionally, you can then add map markers to your map (e.g. to
point to your facilities, other venues in your area). Map markers are special nodes created beneath a Section - Map
only.
Section - Photo Gallery
This photo gallery section displays a lightbox gallery of photos from a single folder in the media section.
Section - Photo Gallery Index
This photo gallery index section displays an index of galleries, each with a title and thumbnail image.
Section - Photo Slideshow
The photo slideshow section displays a slideshow of images from a single folder in the media section.
Section - Reusable Content
The reusable content section enables you to display content from the reusable content folder on this page. When data is
updated in the reusable content folder, it will automatically be updated on this page.
Section - Rich Text
The rich text section enables you to write content, wrap it around images, add links and more. The formatting of the text
is governed by the overall stylesheet for the website.

ClubNet Websites // Editors Manual

Page 16

www.clubnet.org.uk















Section - RSS Feed Viewer
The RSS feed viewer shows a list of entries for any RSS news feed.
Section - Search
The search section enables you to add a search facility to any page.
Section - Twitter - Faves Widget
The Twitter Faves widget shows off your favorite tweets! Also in real time, this widget will pull in the tweets you've
starred as favorites. It's great for moderation. See http://twitter.com/about/resources/widgets for more info
Section - Twitter - Follow Button
The Twitter Follow Button enables you to increase engagement and create a lasting connection with your audience. See
http://twitter.com/about/resources/followbutton for more info
Section - Twitter - List Widget
The Twitter List widget puts your favorite tweeps into a list! Then show them off on your webpage. Great for
moderation. See http://twitter.com/about/resources/widgets for more info
Section - Twitter - Profile Widget
The Twitter Profile widget shows your most recent Twitter updates on your webpage. See
http://twitter.com/about/resources/widgets for more info
Section - Twitter - Search Widget
The Twitter Search widget Displays search results in real time! Ideal for live events, broadcastings, conferences, TV
Shows, or even just keeping up with the news. See http://twitter.com/about/resources/widgets for more info
Section - Weather
The Weather section enables you to display a Met Office weather forecast for your selected location on your website.
Section - Widget
The Widget section enables you to add custom html to your site - this is sometimes provided by other websites who
enable you to place their content on your website. WARNING: You are responsible for ensuring that any code you add
to your site is safe AND that you trust its source. Some code can be dangerous. If you are not certain, do not use it. We'll
be happy to assist you if you have any queries - better in advance than after the event!
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PAGE LAYOUT
The Page Layout for most Page document types is pre-set so that it can accommodate the specific type of content for that page.
However, the most common and versatile Page document type, Page - Content, has a flexible column structure. You can place
Sections of this page in up to 3 columns, and you can set the width of these columns as required.
On the Style tab of a Content Page, you will see a slider – you simply drag the markers to where you want the column boundaries
to be on the page – the boundaries are measured as a % of the way across the page from the left border. So in the example
below, the first column boundary is 30% of the way across the page, and the second is 70% of the way across the page.
Click and drag the sliders
to adjust the column
widths. Remember to
Save, Preview, then Save
and Publish your changes
for them to take effect

If you want a 2-column layout, you can drag the markers on top of each other – the central column then has zero width, so does
not display. For a 1-column layout (i.e. one column across the full page width), drag both markers to the far right end of the
slider.
Some content items may have fixed widths – these include, for example, the Weather section, Photo sections etc – if this is the
case, the setting for that section will override the page column settings, and may not give you the desired result. If you change
the column width, you should Save, then Preview, your changes before publishing.
Once your column widths have been set, you can then allocate the Sections to their respective columns on the Page. For each
Section, simply select the correct column from the dropdown list for Position on Page. Of course, if the selected column has zero
width on this Page, the Section cannot be displayed.

Select the column where you
want this Section to appear from
the dropdown list
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NEWS / BLOG POSTS
News / Blog Posts are added direct from the Content Dashboard. Each News Post is represented by its own node in the Content
Tree beneath the parent News page.
When you log in to the Edit Mode interface, you will land on the Content Dashboard.
To return to the Content Dashboard later in a session click Content.

Select the Create Blog Post tab

If your site has more than one News section, select the
correct one where this post should be added from the
dropdown list. Otherwise, the default will be correct.
Then click on the link to create your new News Post.

When you create a News Post, you will see that it is filed into Date Folders (created automatically for you) beneath the News
page, first by year, then by month, then by day. The post is ready for you to start adding your News story.
A new node for the Blog / News Post is created for you
and placed in the correct date folders (auto-created if
they don’t already exist)

Enter the Title – this is the heading for the news item as
it will appear on the site

Optional: the Summary enables you
to place a short introduction to the
news item on the main news page,
with a “Read More” link to the full
article – this prevents the News page
from becoming unmanageably long.
The main Content area for your news item is where the
full news article should always be entered. Unlike the
Summary, which is plain text only, the main content can
accept formatting, images and links. Tip: if you are
pasting the content from another programme, you
should use the “Paste from Word” feature – this
removes formatting tags from other programmes which
can cause a distorted display in some web browsers.
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You can add additional information about the post on the Post Info tab:
You can change this to whoever wrote this particular article. In the
website, a list of all the authors will appear and users will be able to view
all news items by the same author. It is important that you spell the
name consistently – for example “J Smith” and “John Smith” will appear
as two separate authors

The Post Date will default to the date the post was
created. Normally this will be correct, but you can
change the date by clicking on the small calendar icon.

News items can be allocated to one, several, or even no
categories. They are helpful for visitors to the site for
finding relevant content. When setting up your site, we
will have created your categories for you. Typically
these will not change over time. However, if you require
any changes, please contact us.

Click the “Show all tags” link and select tags from the existing list wherever possible. If the tag
you require is not in the existing list, type the tag in the Tags field (by convention, use lowercase
characters), then click Add

TAGS

Tags provide a useful way for visitors to your website to find relevant content quickly. For example, you might want to tag items
relating to an event, a person, a club or anything else that you think is relevant (e.g. the club championships).
You will use tags most frequently in News / Blog Posts. It is important to enter tags regularly for all news items, and to ensure
the tags are consistent to avoid multiple similar tags which will confuse visitors and each one will not return all relevant results.
For example, if you use the tag “club championships” for all items related to the Club Championships, try to avoid tagging other
items “club champs”, “champs 2013” etc.
To enter tags, click to “Show all tags”, and click the tag(s) you wish to add. If the tag you require is not in the existing list, type
the tag in the Tags field, then click Add.
Remember to Save / Save & Publish for your changes to take effect.

FORUM
The Forum will have been set up for you if this is a feature of your site. We recommend that you do not change the settings
unless you are sure what you are doing. Please call us if you have any questions.
The Forum is designed mainly to be used on the front end of the website, so there is very little for you to do in edit mode. The
key actions you may want to perform are:
1.

To add a Forum Category – these are the main groupings within which your users / members will post their topics. To
add a new category, simply right click on the Forum node and select Create from the context menu. Enter the name of
the new category, ensure that the Forum Category document type is selected from the dropdown list, then click Create.
(Tip: if you do not see Forum Category in the dropdown list, then you are creating a new node in the wrong place – cancel out of the
Create window and start again, ensuring that you right click on the Forum node.)

2.
3.

To edit a Forum Category – navigate to the category in the content tree and click on the category node. Make your
changes, then Save, Preview and Save and Publish.
To review posts marked as possible spam – you can do this from the Content Dashboard
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VARIOUS SAVING AND PUBLISHING OPTIONS
It is possible to save the contents of page in several different ways. The various alternatives suit different occasions, depending
on what you want to do after you have saved.

SAVE
The Save button is ideal for when you are working on one page or section for a long period of time, or if you are drafting
content but want to review it again before publishing it.
To be sure that you won’t lose any of the changes, you should save regularly. When you select Save, the content is stored but
not published to the live website. (Tip: You can use the Preview button to preview how the page will appear on the live website)

SAVE AND PUBLISH
The Save and Publish button is ideal for when you want to publish a previously saved page / section to the live website,
or to just publish content without previewing it (only recommended if you are confident in your abilities!).

PUBLISH (CONTEXT MENU)
The Publish option within the context menu is ideal for when you want to publish a node and
all of its sub-nodes all at once. When you click Publish, a dialog is displayed for you to choose
which nodes should be published.

SCHEDULED PUBLISHING
Scheduled publishing is ideal when you need content to go live at a specific
date and time when it is not convenient to do so manually. The scheduled
publish settings can be found on the properties tab of the node you wish to
publish. Simply select a Publish at date then click Save and the node will
publish itself automatically when the selected date occurs.
Note: Be careful! If you use this on your club homepage, for example, and set a “remove at” date, then on that date your
homepage will be unpublished. This can result in your entire site being unpublished! So only use this feature with caution, and
ask for advice first if in doubt.
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CONTROLLING ACCESS
Within your site, you are able to decide who can view each page and also each section within a page. This is achieved using the
“Public Access” feature, accessed via the Context Menu.
By default, content is public when you create it. That means that when it is published, anyone on the internet will be able to view
it. This is suitable for most pages of your site – after all, you want prospective members to be able to find out about the club so
that they can join up, and you probably want members of other clubs to be able to see content on your site such as directions to
the club, or team contacts etc.
However, you may wish to restrict some pages so that they can be viewed by members only (such as AGM minutes, or member
contact details etc), or you may want certain pages to be restricted to club administrators only (e.g. a page containing committee
minutes). When a user visits a restricted page, they will see:




Login page – if they are not currently logged in
The full page – if they are logged in with the correct access rights
Access denied message – if they are logged in, but they do not have access rights to this page (e.g. if a member tries to
access a page restricted to administrators)

Alternatively, you can restrict access to a section of a page, if you want the rest of the page to be accessed by the public. In this
case, when a user visits a public page with one (or more) restricted section, they will see:



The public sections of the page and a message that there is restricted content on the page - if they are not currently
logged in, or if they are logged in but without access rights to the restricted section(s)
The full page – if they are logged in with the correct access rights

To protect a page or section, the process is the same:
1.
2.
3.
4.
5.

6.

Right click on the node you want to protect, and select Public Access from the Context Menu.
Select Role based protection from the dialog box, then click Select.
Click the role(s) which you want to have access to the page or section that you are protecting, and click the arrows to
select them.
For the Login page, click Choose and select the page which should be displayed when a non-logged in user visits this
page. This is the Login page, normally found in the Members area of the content tree.
For the Error page, click Choose and select the page which should be displayed when a logged-in user visits this page but
does not have the correct access rights. This is the Access Denied page, normally found in the Members area of the
content tree.
Click update to save your changes – you will see that the node (and any sub-nodes) have a “no entry” symbol showing
on the icon in the content tree as visual confirmation that this node is protected.

ClubNet Websites // Editors Manual

Page 22

www.clubnet.org.uk

ClubNet Websites // Editors Manual

Page 23

www.clubnet.org.uk

WORKING WITH CONTENT
In this section, we will show how to work with different data types. In practice, you build up your entire website with the aid of
ready-made page templates instead of building it using HTML and programming, which is normal when you do not have a tool
like ClubNet Websites. Basically, you only need to fill in the information, since the functionality is contained in the page
template.

RICH TEXT EDITOR
You will see the Rich Text Editor (sometimes referred to as the “RTE” for short) most commonly in Rich Text Sections and in Blog /
News Posts.
The Rich Text Editor is the field where you, as editor, can be creative. You select how much you want to do yourself. You can
work on text content, format the text, or simply leave it the way it is. If you want to do more, you can insert images, create
tables or create links to other page or documents. You are only limited by the scope of your own imagination.

EDITOR BUTTONS
Below are all the default editor buttons available. Your system administrator is able to determine which buttons are displayed in
different templates. You could therefore have access to more or fewer buttons than those shown here.

Show/Hide HTML code

Bold

Remove formatting
Undo

Italic
Underline

Redo

Cut
Copy
Paste from Word
Styles

Bulleted list
Numbered list
Outdent

Strikethrough

Left align
Center align
Right align
Justify

Indent

Insert hyperlink
Remove hyperlink
Insert anchor
Insert image
Insert table
Third party media
Horizontal rule
Subscript
Superscript
Special characters
Spellchecker

PARAGRAPH BREAK/LINE BREAK
The Editor is like any other word processing program. You write the text, and the text wraps around when the line reaches the
end. When you press ENTER in the editor, you get a paragraph break, which means there is space between the paragraphs. If you
do not want a space, you have to make a line break instead. You do this by pressing SHIFT+ENTER.
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SHORTCUT KEYS
To make your work easier, there are shortcut keys for certain editor functions. Shortcut keys let you use the keyboard to carry
out certain commands.
Command

Shortcut Key

Ctrl + Z

Undo

Ctrl + Y

Redo

Ctrl + X

Cut

Ctrl + C

Copy

Ctrl + V

Paste

Ctrl + B

Bold

Ctrl + I

Italic

Ctrl + A

Select all

EDITOR CONTEXT MENU (RIGHT-CLICK)
As well as the editor toolbar, you also have access to all the standard tools via a
context menu. To display the context menu, simply right click anywhere within
the editor content area.

TEXT FORMATTING
You do not normally need to spend much time formatting text because ClubNet
takes care of a lot of the formatting for you. We set up a “stylesheet” specific to
your club which determines the colours and fonts etc which are displayed on your website.
When the default formatting is not enough however, there are a number of options for controlling the formatting of text.

FORMATTING BUTTONS
The most basic, and probably the most familiar way to control formatting
are via the formatting buttons. These work much the same as those
found in most word processing applications such as Microsoft Word. With these you can apply simple formatting such as Bold,
Italic and underline as well as altering text alignment and creating bulleted and numbered lists.
Regardless of the formatting being applied, the process for applying a format using the formatting buttons is always the same.
1.

Select the text you want to apply the formatting to.

2.

Click the formatting button to apply the formatting you wish to add.
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STYLES
Another way of apply formatting is via the Styles dropdown list. The styles list provides a set of predefined
styles that can be applied to text whilst maintaining a consistent look and feel through the site. These
styles often incorporate more advanced formatting functionality, such as headings, sub headings and
paragraphs. Whilst the styles available on your site may differ, the process for applying styles is always
the same.
1.

Select the text you want to apply the style to.

2.

Select the style to apply from the Styles dropdown list.

REMOVING FORMATTING
If you have formatted a paragraph or selection using the formatting buttons, you can remove a formatting rule by selecting the
text, and click the relevant formatting button to remove that formatting rule.
Alternatively, if you have applied formatting using the Styles dropdown, or if you have pasted in formatted text from
another program, you can remove all formatting by selecting the text and clicking the Remove Formatting button.

COPYING CONTENT FROM OTHER PROGRAMS
You can copy text to your website from any program you like. The important thing is to paste the text in the right way, so as to
maintain the look and feel of the website.
1.

Select and copy the text in the program you want to copy from.

2.

Switch to your website admin area and navigate to the page you wish to copy the text into.

3.

Position the cursor in the editor at the point where you want to place the text.

4.

Click Paste from Word in the editor toolbar.

5.

In the dialog, press Ctrl + V to paste in the text.

6.

Click Insert to complete the process.

By pasting content in this way, it ensures that only those formatting rules allowed by the system are kept and that the integrity of
the site is maintained. If you do paste in formatted text from another application without using the Paste from Word feature,
you can remove all formatting from the text by following the process as detailed in Removing Formatting.

SHOW/HIDE HTML CODE
If you are proficient in the use of HTML, you can switch to HTML mode and create your page by writing HTML code. You
can also check the code and make minor adjustments here to get the page exactly as you want it.
Please note that some HTML is not allowed in the editor and should be created by using the appropriate Section (if available)
instead – for example, you can create an iframe by adding a “Section – Iframe” to the page.
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LINKS
The Insert Link button is used to create links to internal pages and media files, external pages, e-mail links and anchors.
The process for inserting a hyperlink differs depending on the type of hyperlink you wish to create.

LINK TO A PAGE ON ANOTHER WEBSITE
1.

Select the text that will form the hyperlink.

2.

Click the Insert Link button to launch the link properties dialog box.

3.

In the URL field, enter the URL of the web page you wish to link to.

4.

In the Title field, enter the text that will be shown as a pointer to the link. This is important information for everyone
reading the website with different accessibility aids.

5.

In the Target field, select the target window / frame the link should be opened in.

6.

Click Insert
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LINK TO A PAGE IN YOUR SITE
1.

Select the text that will form the hyperlink.

2.

Click the Insert Link button to launch the link properties dialog box.

3.

Select a page from the Content tab to link to.

4.

In the Title field, enter the text that will be shown as a pointer to the link. This is important information for everyone
reading the website with different accessibility aids.
(By default the name of the selected page will automatically be enter for your convenience)

5.

In the Target field, select the target window / frame the link should be opened in.
Tip: normally open pages on your own site in this window.

6.

Click Insert
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LINK TO A MEDIA FILE
1.

Select the text that will form the hyperlink.

2.

Click the Insert Link button to launch the link properties dialog box.

3.

Select a media file from the Media tab to link to.

4.

In the Title field, enter the text that will be shown as a pointer to the link. This is important information for everyone
reading the website with different accessibility aids.

5.

In the Target field, select the target window / frame the link should be opened in
Tip: normally open files in a new window.

6.

Click Insert
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LINK TO AN EMAIL ADDRESS
1.

Select the text that will form the hyperlink.

2.

Click the Insert Link button to launch the link properties dialog box.

3.

In the URL field, enter the text mailto: followed by the email address you wish to link to.
(e.g. mailto:name@company.com)

4.

In the Title field, enter the text that will be shown as a pointer to the link. This is important information for everyone
reading the website with different accessibility aids.

5.

In the Target field, select the target window / frame the link should be opened in.

6.

Click Insert

ClubNet Websites // Editors Manual

Page 30

www.clubnet.org.uk

LINK TO AN ANCHOR ON THE SAME PAGE
Sometimes it can be useful to be able to link to a place on the same webpage. This can be the case if you have a long
piece of text divided into several different sections for example. In order to be able to link to a specific place on a page,
you must add an ‘anchor’, so that the web browser knows where it should go.
Insert an anchor
1.

Select the text where you want to place a bookmark.

2.

Click Insert Anchor in the toolbar.

3.

In the Name field, enter a name for your anchor. If possible, avoid using special characters or spaces.

4.

Select Insert.

5.

The anchor is displayed in the editor as a yellow anchor symbol.

Change an Anchor
1.

Select the anchor symbol in the editor.

2.

Click Insert Anchor in the toolbar.

3.

In the Name field, update the name for your anchor. If possible, avoid using special characters or spaces.

4.

Select Insert.

Delete an Anchor
1.

Select the anchor symbol in the editor.

2.

Press the Delete key.
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Link to an Anchor
1.

Select the text that will form the hyperlink.

2.

Click the Insert Link button to launch the link properties dialog box.

3.

In the Title field, enter the text that will be shown as a pointer to the link. This is important information for everyone
reading the website with different accessibility aids.

4.

In the Target field, select the target window / frame the link should be opened in.
Tip: normally open anchors on your own site in this window.

5.

Select the anchor to link to from the Anchor dropdown list.

6.

Click Insert

CREATE A LINK FROM AN IMAGE
You can make images into clickable links:
1.

Insert an image into the editor.
(See Working with Images for more details)

2.

Select the image that will form the hyperlink.

3.

From here, follow the same instructions as for inserting a normal hyperlink, starting at step 2.
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WORKING WITH IMAGES
To display images on a page they must be stored on the web server. Your website has a media library, containing images
that editors can use on their pages.
You can upload images in bulk as described in the Media Management section. For individual images, you can upload them one
at a time directly in the editor.
Unlike many other computer applications, a web page does not embed images. Instead, it uses a link to the image and location
on the web server upon which the image is stored. This means that if you delete an image from the web server it will also
disappear from the page.
For a variety of reasons, some visitors will not be able to see the images on your website. It is also common that many people
disable the display of images when browsing the web if their modem connection is slow. People who are visually impaired can
‘read’ web pages using various accessibility tools; however, images are often difficult to ‘read’. So that both these groups of
people can understand what an image represents, it is important to provide a text option where the image is described in words.
You enter the description of the image in the Name field.

INSERTING AN IMAGE FROM THE MEDIA LIBRARY
1.

Place the cursor in the editor where you want to insert your image.

2.

Click the Insert Image button from the toolbar to open the image properties dialog box.

3.

Select an image from the Choose tab to insert.

4.

In the Name field, enter a name/description for the image.
(By default the name of the file will be automatically entered for your convenience)

5.

Enter the desired dimensions of the image in the Width and Height fields. If you choose to enter your own values,
the image maintains its aspect ratio and prevents distortion of your image (i.e. if you change the width, the height will
automatically be updated too).
(By default the actual width and height of the image will be automatically entered for you convenience)

6.

Click Insert to add the image.
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INSERTING AN IMAGE FROM YOUR COMPUTER
1.

Place the cursor in the editor where you want to insert your image.

2.

Click the Insert Image button from the toolbar to open the image properties dialog box.

3.

Click the Create New tab.

4.

In the Name field, enter a name for the image.

5.

In the File field, choose a file to upload by clicking Browse... button and selecting the file to be uploaded.

6.

In the Save at... field, choose a location within the media folder to upload the image to by clicking the Choose... link
and selecting the appropriate folder.

7.

Click Save to upload the image

8.

In the Name field, enter a name/description for the image.
(By default the name of the file will be automatically entered for your convenience)

9.

Enter the desired dimensions of the image in the Width and Height fields. If you choose to enter your own values, the
image maintains its aspect ratio and prevents distortion of your image (i.e. if you change the width, the height will
automatically be updated too).
(By default the actual width and height of the image will be automatically entered for you convenience)

10. Click Insert to add the image.

DELETING AN IMAGE FROM A WEB PAGE
If you want to delete an image from the page, simply click on the image in the editor and press Delete. The image disappears
from this section of content, but is not deleted from the web server, and so remains available for use on other pages.
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TABLES
Tables are used to format information in a grid based structure. When you insert a table, you select how many rows and
columns the table should comprise of, as well as fill in a number of additional optional formatting properties. These
values can be altered later, so you do not need to know exactly what your table will look like when you create it.

TABLE PROPERTIES
Once you have created a table, you can tailor it to your requirements. You can change its position
on the page, change the width of table and enter colors and background images. Make these
changes in the Insert/Modify table dialog box, which you can open by right-clicking anywhere in
the table and selecting Table Properties

GENERAL TAB

COLS / ROWS
The cols and rows fields define how many columns and rows will make up your table.

CELLPADDING
Cell padding is the distance from the edge of the cell to its content. The distance is given in pixels. The default value for cell
padding is 1 pixel. If you do not want any distance, you must specify the value 0.

CELLSPACING
Cell spacing is the distance between the cells in a table. The distance is given in pixels. The default value for cell spacing is 2
pixels. If you do not want any distance, you must specify the value 0.

ALIGNMENT
Using alignment, you can decide where on the page the table will be placed. Here you can select to position the table to the left,
to the right or have it centered.
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BORDER
The border field defines, in pixels, the thickness of a border line to go around the table. If you do not want any border, you must
specify the value 0.

WIDTH / HEIGHT
The width and height fields define the physical dimensions of the table, and can be defined in either pixels or as a percentage of
the containing element. To enter a pixel dimension, simply enter the number of pixels you want the table to be, or alternatively
for a percentage based dimension, enter a number between 1 and 100 followed by the ‘%’ character. Setting the height of a
table is generally not common practice, although it can be done. If a height is not defined, then the height of the table is
generally governed by its content.

CLASS
The class dropdown provides a list of stylesheet classes that can be assigned to the table. These allow you to apply predefined
styles so that you do not have to style the whole table yourself. The number of options within this list may differ between
installs.

TABLE CAPTION
Checking the table caption field will provide a caption area at the top of the table to allow you to define a caption for the table.

ADVANCED TAB

ID
The id field allows you to define a unique id for the table. This is often used for scripting or styling purposes.

SUMMARY
Use the summary option to briefly describe the content of the table.
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STYLE
The style field allows you to define inline CSS code to style the table.
(You should not need to use this as styles are determined by the pre-defined stylesheet set up for your site. Also, please be aware that inline CSS
may invalidate your page if it conflicts with certain web standards protocols)

LANGUAGE CODE
The language code field allows you to define in which language the content of the table is targeted. The code itself should be an
ISO 639 language code.

BACKGROUND IMAGE
The background image field allows you to define the URL of an image to use as a background for the table.

FRAME
The frame dropdown allows you to choose how the outer borders of the table are displayed.

RULES
The rules dropdown allows you to choose when internal borders should be displayed.

LANGUAGE DIRECTION
The language direction field allows you to define in which direction the content of the table should flow, either left to right or
right to left.

BORDER COLOR
The border colour field allows you to define the colour of the table’s border.
(The tables border field must be set to a number greater than 0 for a colour to take effect)

BACKGROUND COLOR
The background colour field allows you to define a background colour for the table.
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CELL PROPERTIES
To modify the properties of cell, you would need to do this via the
Table cell properties dialog box, which you can open by right clicking
anywhere in the table cell and selecting Cell > Table cell properties.

GENERAL TAB

ALIGNMENT
Using alignment, you can decide how the content of the cell should be aligned. Here you can select to position the contents of
the cell to the left, to the right or have it centred.

CELL TYPE
Use the Cell type option to indicate whether the cell is a data cell or a header cell. This determines which pre-defined style will
be applied to the cell.

VERTICAL ALIGNMENT
Using vertical alignment, you can decide how the content of the cell should be vertically aligned. Here you can select to position
the content of the cell to the top, to the bottom or have it centred.

SCOPE
The scope field allows you to define the scope of a cell. The scope is a way of associating header and data cells in a table. The
scope identifies whether a cell is a header for a column, row, or group of columns or rows. The scope will generally make no
visual difference in your web browser.

WIDTH / HEIGHT
The width and height fields define the physical dimensions of the cell, and can be defined in either pixels or as a percentage of
the containing element. To enter a pixel dimension, simply enter the number of pixels you want the cell to be, or alternatively
for a percentage based dimension, enter a number between 1 and 100 followed by the ‘%’ character.
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CLASS
The class dropdown provides a list of stylesheet classes that can be assigned to the cell. These allow you apply predefined styles
to the cell. The number of options within this list may differ between installs.

ADVANCED TAB

The advanced tab allows you to define advanced properties for the table cell.
(See Table Properties - Advanced Tab for more details)
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ROW PROPERTIES
To modify the properties of a row, you would do this via the Table
row properties dialog box, which you can open by right clicking
anywhere in the table and selecting
Row > Table row properties.

GENERAL TAB

ROW IN TABLE PART
The row in table part dropdown allows you to define whether the row should appear in the head, body or foot of the table. This
is often used to allow different styling for header and footer rows to that of the main body of the table. If you are unsure which
to use, you should leave the field set to Table Body.

ALIGNMENT
Using alignment, you can decide how the content of the row should be aligned. Here you can select to position the contents of
the row to the left, to the right or have it centred.

VERTICAL ALIGNMENT
Using vertical alignment, you can decide how the content of the row should be vertically aligned. Here you can select to position
the content of the row to the top, to the bottom or have it centred.

CLASS
The class dropdown provides a list of stylesheet classes that can be assigned to the row. These allow you apply predefined styles
to the row. The number of options within this list may differ between installs.
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HEIGHT
The height field defines the physical dimensions of the row, and can be defined in either pixels or as a percentage of the
containing element. To enter a pixel dimension, simply enter the number of pixels you want the row to be, or alternatively for a
percentage based dimension, enter a number between 1 and 100 followed by the ‘%’ character.

ROW DROPDOWN
The row dropdown allows you to define which rows the changes should apply to. Here you can select to apply the changes to the
current row, to odd rows, to even rows or to all rows.

ADVANCED TAB

The advanced tab allows you to define advanced properties for the table row.
(See Table Properties - Advanced Tab for more details)

MODIFY THE NUMBER OF ROWS AND COLUMNS IN A TABLE
If you have a table on a page that you want to add or remove rows or columns
from at a later point, you can do this by right clicking the table, and selecting
one of the insert or remove options from either the row or columns sub menu.

MERGING CELLS
If you want to merge two or more cells in a table, you can do this via the Merge table
cells dialog box, by right clicking the left / top most cell you want to merge and
selecting Cell > Merge tables cells. From the dialog, you can say how many columns or
rows you want to merge the cell over.

SPLITTING CELLS
You can re-split two or more cells that you previously merged by right clicking in the cell, and selecting Cell > Split merged table
cell.
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VERSION MANAGEMENT
Your ClubNet website allows you to work with multiple versions of the same page. Previously published pages are saved in a
version history list. You then have the opportunity to access and re-publish older versions if necessary. For good housekeeping,
we may clear your version history from time to time, but we will always leave at least the current and previous versions, and
normally up to 5 previous versions of each page / section.

COMPARING VERSIONS
To compare a page on the site with its previous versions:
1.

Right-click on the page and choose the Rollback option

2.

In the Rollback dialogue box, select a version from the Rollback To dropdown list

3.

When you select a version from the dropdown list, you are presented with a comparison of the current page with the
version you selected. Red, struck-out text is text that will not appear in the selected version and green means text that
will be added, should you choose to rollback to that version of the page.

4.

If you check the Html checkbox, you will be shown the selected version of the page as Html. Check the Diff checkbox to
see the differences between the versions as a list of fields.
1. Right-click on a page in the Content tree and choose Rollback
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2. Select a version from the Rollback To dropdown list

4. Check the Diff checkbox to see the differences
between the two versions as a list of fields

4. Check the Html checkbox to see a comparison of the
versions as html

3. The differences between the current version of the
page and the selected version are displayed
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ROLLBACK TO A PREVIOUS VERSION
To rollback to a previous version of the page:
1.

Follow the steps in Comparing Versions

2.

When you have chosen the version of the page that you wish to rollback to, click the Rollback button.

3.

Click OK to confirm the rollback. Your content has now been rolled back to the selected version of the page.

4.

Click the “Close this Window” link to return to the Content tree.
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MEDIA MANAGEMENT
All photos and images (e.g. logos) and files (e.g. PDF files, Word documents or Excel spreadsheets) within your site first need to
be loaded into the Media section. The Media section is basically a media library for the site. Within the Media section you can
create folders and files in a similar manner to that of your desktop computer.

WORKING WITH FOLDERS
Folders can be used to help organise the Media section and to keep similar items in a logical structure.

CREATING A FOLDER
1.

Select the folder to which you would like the new folder to be a sub-folder of.

2.

Right click the folder in the media tree, and click Create from the context menu, then select Folder from the media
type dropdown and enter a name for the folder.

3.

Click Create.


1. Select a folder in the media tree
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3. Click Create

DELETING A FOLDER
If you wish to tidy up the Media section of your site, you can easily delete existing folders.
1.

Select the folder you want to delete.

2.

Right click the folder in the media tree, and click Delete from the context menu.

3.

Click OK to confirm deletion of the page, or click Cancel to cancel deletion.

Note that the contents of the folder are also deleted. You may be able to restore items from the recycle bin in the same way as
the Content section.
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MOVING A FOLDER
You can easily move folders within the Media section using the move function.
1.

Select the folder you want to move.

2.

Right click the folder, and click Move from the context menu.

3.

Select the parent folder you want to move the folder below.

4.

Click OK
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SORTING THE CONTENTS OF A FOLDER
Media items are sorted in the tree structure according to a predefined sort order. It is most common for the item that has been
created most recently to be placed at the bottom of the tree structure. You can easily change the sort order of the items in a
folder by using the sort function.
1.

Select the folder to sort.

2.

Right click the folder, and click Sort from the context menu.

3.

Drag the folders, images and files into the required order. Alternatively, click on the Name or
Creation date column header to sort the items automatically by Name or Creation date. Clicking on a
column header again reverses the sort order.

4.

Click Save

3b.Click on the column headings to sort
by Name or Creation date

You can also “drag and drop” files and photos in a different order direct from the folder preview which shows thumbnail images
of all items in the folder.
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WORKING WITH IMAGES AND FILES
UPLOADING AN IMAGE OR FILE
1.

Select the folder where you would like to create your new image or file.

2.

Right click the folder in the media tree, and click Create from the context menu

3.

Enter a name for the new item and select the media type (Image or File).

4.

Click Create.

5.

In the next screen, click on the Browse... button to choose the image or file from your computer that you want to
upload to the site.
Tip 1: We strongly recommend that you compress your photo / image files before uploading them – you can use a program such as
Microsoft Office Picture Manager to do this – as this will reduce the upload time for your photos and improve the page loading speed
when your visitors view the website. For assistance with Picture Manager, see http://office.microsoft.com/en-us/help/compress-apicture-HP010379706.aspx?CTT=1
Tip 2: You may find it helpful to give your photos meaningful filenames before upload, as these may be displayed on the website
depending on the method used for displaying the photo (e.g. via the text editor or via one of the Photo galleries).

6.

When you have chosen, click the Save icon to save your image.
2. Right click the folder and click Create
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3a. Enter a name for your new item

3b. Select the media type

4. Click Create

6. Click the Save icon
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UPLOADING MULTIPLE IMAGES OR FILES – NEW METHOD (ONLY WORKS ON MODERN BROWSERS)
1.

Select the folder where you would like to upload your new images or files.

2.

Either drag the images or files from your computer onto the web page or click the Upload... button

3.

To add more images or files, simply drag more onto the window or click the Browse button

4.

When you have finished adding images or files, click the upload button – when the uploading is complete you will
automatically return to the folder view showing thumbnails of all files or images in the folder
Tip 1: We strongly recommend that you compress your photo / image files before uploading them – you can use a program such as
Microsoft Office Picture Manager to do this – as this will reduce the upload time for your photos and improve the page loading speed
when your visitors view the website. For assistance with Picture Manager, see http://office.microsoft.com/en-us/help/compress-apicture-HP010379706.aspx?CTT=1
Tip 2: You may find it helpful to give your photos meaningful filenames before upload, as these may be displayed on the website
depending on the method used for displaying the photo (e.g. via the text editor or via one of the Photos macros).
2.Drag files or photos from your computer over this
area or click the icon to browse to where the images
are stored on your computer

3. Drag more files or photos over the
window, or click Browse to add more

4.Click Upload to start uploading
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UPLOADING MULTIPLE IMAGES OR FILES – OLD METHOD (STILL WORKS AS BEFORE FOR EXISTING USERS)
1. Select the folder where you would like to upload your new images or files.
2. Select the Upload tab
3. Click the Upload Files button
(NB if the button is not displayed, this indicates that you may not have the latest version of Flash Player installed on your PC – you
should visit the Adobe website to download and install Flash Player, then restart your browser for the changes to take effect)

5.

In the window which opens, select the images or files on your computer which you wish to upload (you can select
multiple files by holding the Shift key on your keyboard to select a sequence of files, or the Ctrl key to select a number
of individual files), then click Open
Tip 1: We strongly recommend that you compress your photo / image files before uploading them – you can use a program such as
Microsoft Office Picture Manager to do this – as this will reduce the upload time for your photos and improve the page loading speed
when your visitors view the website. For assistance with Picture Manager, see http://office.microsoft.com/en-us/help/compress-apicture-HP010379706.aspx?CTT=1
Tip 2: You may find it helpful to give your photos meaningful filenames before upload, as these may be displayed on the website
depending on the method used for displaying the photo (e.g. via the text editor or via one of the Photos macros).

6.

Your files will begin to upload automatically, and you will see a progress bar for each file – when the uploads are
complete, you will be returned automatically to the Contents tab. (NB do not interrupt this process before it is
complete or your uploads may not be successful)

3. Click the Upload Files button
2. Select the Upload tab
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PHOTO GALLERY AND SLIDESHOW LABELS
PHOTO GALLERY
The Photo Gallery displays thumbnails of photos in a folder in the media section. When clicked, each photo is displayed in a
lightbox at a pre-determined size (which you set in the Page or Section which includes the gallery). The term lightbox simply
means that the photo is displayed “in front of” the page while the rest of the page is greyed out slightly in the background.
You can add a caption for each photo, which will appear beneath that photo when displayed as a lightbox – you add this in the
Lightbox Settings tab for each photo in the media section. Remember to click Save after entering your caption.

PHOTO SLIDESHOW
The Photo Slideshow section displays a rotation of images from a folder in the media section. As each image appears, it is
possible for you to add:


A header, date and label – these appear at the bottom of the picture (optional).
(Tip: if the photo is small, you should keep the label etc to a minimum to avoid the text dominating a large part of the picture. If the
picture “tells the story” on its own, you can leave these fields blank, and the picture will appear with no text)



ToolTip text – this is the text which will appear when a user hovers over the picture when it appears in the slideshow
(optional).

You add these via the Rotator Settings tab for each photo in the media section. Remember to click Save after entering your
caption.

DELETING AN IMAGE OR FILE
If you wish to tidy up the Media section of your site, you can easily delete existing images or files.
CAUTION: Beware, however, that if your site includes any images which you subsequently delete, these will no longer be
displayed. Also, if your site includes a link to a file which you delete, the link will no longer work correctly.
1.

Select the image you want to delete.

2.

Right click the image, and click Delete from the context menu.

3.

Click OK to confirm deletion of the image, or click Cancel to cancel deletion.
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MOVING AN IMAGE OR FILE
You can easily move images and files between folders within the Media section using the move function.
1.

Select the image or file you want to move.

2.

Right click the image in the media tree, and click Move from the context menu.

3.

Select the parent folder you want to move the image below.

4.

Click OK
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SEARCH ENGINE OPTIMISATION
Search Engine Optimisation (SEO) is the process of improving the visibility of your website by ensuring it appears as high as
possible in the search engine listings (e.g. Google) when someone searches for a term which is relevant to your club. This is
especially important for commercial organisations in highly competitive sectors (e.g. retail), but is also a consideration for sports
clubs. Try searching in Google or another search engine using the terms that you think a prospective member might use, for
example if they are moving to your area. If your club appears at, or near the top of the listing for most of the key searches that
you try, then you probably don’t need to spend any more time on this.
A few tips:










Inbound Links – it’s helpful for your search engine ranking if you can persuade other reputable websites to include links
to your website. Wherever possible, try to encourage them to link some relevant text (e.g. mysport in mytown) to your
website rather than “click here” – it’s vastly more effective that way
Page content – try to ensure that your content is rich in the most important keywords that internet browsers might be
looking for – so if you have a page about coaching for juniors, try to include words like “coaching”, “coaching in
mytown”, “coaching courses” etc through the page. On the flipside, try to avoid confusing too many messages on a
page, which would dilute the effect of the relevant words and phrases
Page titles – ensure that your page names (Properties tab for each page) are relevant to the page content, and ideally
include one or two highly relevant keywords. Your site’s page titles are in the format “[clubname] – [pageName]”. So
you might name a page about junior tennis coaching “Junior Tennis Coaching”
Meta keywords and meta descriptions – we will have set up some meta keywords and descriptions for you when
creating your site. These are part of the information for each page which the search engines can read when they visit
your site, even though they are not displayed on the page for a visitor to read. These are of declining importance in the
algorithms used by the search engines these days, but they do no harm. You will see an SEO tab on many nodes in your
content section, so you can add descriptions and or keywords for each page or section if you wish. However, this is
probably not necessary is most cases, as the site wide keywords and description are probably sufficient. You can view
and edit those on the top level node (Folder – Site Settings). In any case, try to keep the description to no more than
250 characters including spaces, and the keep the keywords focused, relevant (with no repeats!) and no more than
1,024 characters including spaces. NB a “keyword” can be a single word or a short phrase. Whilst you may have several
phrases as keywords containing the same word (e.g. “coaching” and “junior coaching”), try to avoid the same word
appearing more than 5 times in different keywords. Remember to include in your keywords any common misspellings of
search terms. You may find that it takes several weeks, perhaps up to 6 weeks, for changes you make to your site to be
found by the search engines and reflected in their listings.
Pay Per Click – most search engines offer a paid service whereby you can buy adverts to appear on the top of the right
panel of the search listings when a user searches for certain keywords. You pay a fee each time your advert is clicked.
Whilst this is helpful for many commercial organisations who want to be seen prominently at the top of the listings, it is
far better (and free!) to appear at or near the top of the “natural” listings – so it would be rare that a members’ sports
club would need a PPC campaign
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TIPS & TRICKS
HIDE CONTENT TREE
To the left of the content tree, at the edge of the window, you will see the three small arrows. Click those if you wish to
hide the content tree and the Sections panel. This will enable you to edit content in the full window.
To return to the default view click the icon (now pointing to the right) again.

HIDE FROM NAVIGATION
From time to time, you may have a page that you want to keep live on your website, but which you do not wish to appear in the
site’s navigation. If you wish to hide a page so that it does not appear in the navigation, you can (for all Content Pages and
selected other page document types) tick the “Hide in Navigation” box in the Properties tab for that page. Remember to Save
and Publish for the change to take effect.

INTERNAL REDIRECT
If you wish to redirect a user from the page they select in the navigation to another page, you can use the Internal Redirect
feature, located in the Properties tab for all Content Pages and selected other page document types. Simply click on “Choose...”
then select the page which you want users to see instead of the page you are editing, then Save and Publish for your changes to
take effect.
This method is helpful for temporary redirections. A more permanent solution, which also enables redirection to external
websites, is to create a Page – Redirect.

RELOAD NODES
When editing content, the content tree will generally refresh itself when content is saved. If
the tree doesn’t refresh, or if multiple editors are working on the site, and you want to have
their changes loaded into your content tree, you can do this by reloading parts of the content tree. To reload a section of the
content tree, simply right-click on an item in the tree, and choose the Reload nodes option from the context menu. Choosing this
option causes the content tree to refresh itself, and its child nodes, to reflect any new changes.
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