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/I An Introduction to Your Site

Your site is divided into 5 different sections

1. The Banner — This is the image that runs across the top of your site. You are able to load a
custom banner image into this section of your site.

2. The Navigation Menu — These are the names of your pages, visitors to your site can click on
the names to view the various pages of your site. You are able to add new pages, change
existing page names, change the order in which the pages appear on your site and change
the colour of the buttons.

3. The Sponsors Side Bar — If your sponsors have provided you with images of their logo, you
are able to include them in this section of your site. These logos will be seen on every page.
You are able to select which of your sponsor’s logos are visible in this section, and even
order them.

4. Featured News Items — These are the two most recent important news items. They will only
appear on your Home page (the first page of your site). As you update the News on your site
using the News manager, these articles will change.

5. The Content Area — The most important part of your site. In this section you can add
whatever text and images you want. You can also add links to files such as Word documents,
Excel Spreadsheets, PDF files and so on. You can also add links to other pages in your site,
or even to external (third party) Websites if desired.
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/[ Logging into to your Site
To log into your site;

Open an Internet Explorer window and surf to your site. When your site comes up, type
“ladmin.asp” at the end of the web address, so that the name looks like this:

http://yourclubname.gaa.ie/admin.asp

This will bring up the Security window that asks for your Username and Password.

Once you have entered in these details, you will be taken to the front page of your website editor.
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Figure 2 — Site Map (Home Page)
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/I The Site Editor

This is the front page, or Site Map, of the Site Editing Software. All of the pages within the site
editing software look essentially similar. At the top of the screen is the Context Sensitive Menu.
This will change on each page to reflect the various tasks you can complete in each section of the
editor.

From the front page the menu items are:
Site Map: This is the page you are looking at now, it is the Home page of the editing software.
Add a New Page: This option allows you to add a new Content Page to your site.

Image Manager: This is the library of images that are available for you to add to your site. You
must load new images into the manager before you can place them on your site.

File Manager: This is the library of files available for you to link to from your site. You must load
new files into the manager before you can load them onto your site.

Site Details: The Site Details are used within the clubs directory as the primary contact for your
club or association. Keeping these details up to date will ensure the contact details displayed are
always correct. The Site details page also allows you to add your logo and change the banner at
the top of your site.

Site Statistics: The Statistics tracking tool built into your site lists everything from number of
people who visited you site to which pages they looked at most.

Publish Website: This is the last step in making changes to your website. After you have saved
changes you have made to a Content page, you must ‘Publish” your changes to send them live to
the Internet. Note: this is not the case with “Plug-ins” such as the News Manager or Events
Manager, changes to content in a plug-in are instantaneous.

Show / Hide Move Buttons: Clicking on this option will reveal the Move Page buttons, these
buttons allow you to change the order in which the pages appear on your site. The buttons are:

Move Page to the top of the Navigation
Move Page up one place

hdl Move Page down one place

Ak Move page to the bottom of the Navigation

Note that you cannot move the Home page. This page should always be the first page on your
site. To hide the Move Page buttons, click on Show / Hide Move Buttons again.

Edit: Beside the name of each page is a button marked Edit. Click on this button to make
changes to this page.

Delete: You will have the option to delete any Content pages that you add to your site. Note that
you cannot delete any of the Plug-ins (i.e. News Manager, Sponsor Manager etc) or the Home
page. Click on the Delete button next to the name to remove the page.

The first task we’ll look at is adding a new page.
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/I Adding a New Page

To add a new page to your site, click on Add a New Page in the menu of the Site Map.
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Figure 3 - the WYSIWYG editor

This is called the WYSIWYG (What You See Is What You Get) editor. We'll go into further detail
about the WYSIWYG editor later in the manual.

1.

2.

Page Title: This is the name of the page. The Name you type in here will appear in the
navigation menu on the side of your site.

Status: A page can have a status of either Active or Inactive. Active means that the page will
be included in the site and that updates to the page will be made available on the internet the
next time you elect to publish your website. Inactive means that even though you can save
changes you make to this page, they will not be available on the internet after you publish.
This can be an effective way of compiling information on a page over a period of time, until
you make the site active, no one can see it.

The Content Area: This is the Area on the page that you can add Text, Images, and links to.
It is the Information section of your website. For more information on the features of the
Content area see section.

Hide Page From Menu: Checking this box will allow this page to be published with the rest
of the site, but it will not be linked from the site menu. You can still link to this page by using
the @sert link@utton in the content editor. This is useful if you wish to provide supplementary
pages of information without cluttering your site navigation.

Insert Page: These drop down boxes allow you to position the new page in the Navigation
Menu, you can elect to insert the page either before or after any of the existing pages on your
site.

Save / Cancel: Saving your page will keep any changes you have made to the page in this
editing session. Note that you must then Publish your website for those changes to be visible
on the internet. Selecting Cancel will abandon any changes you have made to the page in
this editing session.
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/l Image Manager

Your Web Editing software enables to add images to your web site.

Adding images is a two step process; the first is to load a copy of the image from your PC to your
website. The second is to add the image to a particular page. The second step is explained in
more detail later in the manual.

To load an image onto your site, select Image Manager. This will bring up a screen similar to
figure 4 shown below.
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Figure 4 — Image Manager
This is a list of all images currently loaded into you image manager.

1. Browse: This button allows you to search your PC for images to add to your site. You can
‘queue’ up to five images at a time by clicking on the red text; “Add Another Image”, this will
create a new browse button.

Upload Image: This button uploads the images selected in the Browse field to your website.

Thumbnail and Name of Existing Images: Any images all ready loaded into your Image

manager will appear hear with a small version of the image. Click on this image to see the

picture in it's full size.

4. Size of File, View Image, Delete Image: These options show you how large in file size the
image is, the larger this number the longer it takes to appear on a visitors PC. View will show
you the image in it's full size and Delete allows you to remove the image from the image
manager altogether. If you delete an image from this list, make sure you have removed the
image from any content page it might appear on also, otherwise a “broken Image” will appear
when visitors see your site.

wmn

Note: Images must be loaded into this list before you can add them to a page. The best way to
think of this is as an online library kept on our server for future access.

To Add an Image to the Image Manager;

1. Click on the Browse button (marked “1” above)

2. This will bring up the Windows Explorer window for the computer you are sitting at right now.

3. Browse to the folder that contains the image that you wish to add, select the image and click
Open.

Club Directory Manual v0.1 7



ADE EASY
||||||||||||| ~

4. You will see that the File Name of the image now populates the field next to the Browse

button.

5. You can queue up to a total of 5 images by clicking on the red text that says ““Add Another
Image”, this will create a new browse button. Follow steps 1 to 4.

6. When you have selected the images you wish to add, click on Upload Images (marked “2”
above) to transfer them to the Website.

The images are now loaded into the Image Manager. The next step is to add the images to a
page, this is covered a little later in the manual.

/I Image Rules

There are 4 Rules when it comes to adding images to your website. Keeping these rules in mind
will make adding images much simpler

Rule # 1:

Rule # 2:

Rule # 3:

Rule # 4:

Club Directory Manual v0.1

The Images you add to the image manager must be either a
JPEG (.jpg) or a GIF (.gif) File.

The image file size must be less than 200Kb

The image must be the actual physical size you want the image
to appear in the website before you add it to the Image Manger.
Once the image in on the page, there is no way to resize the
image and maintain quality. You can manipulate images in
editing software such as Paint Shop Pro or PhotoShop. There
are also some free programs such as irfanview available on the
Internet (www.irfanview.com)

You should name the images something that makes sense at a
glance before you load them into the image manager. 12 months
from now if you have 40 images all called “match 1,match 2
match 3, etc you will waste a lot of time.



ADE EASY
nnnnnnnnnnnnn ~

/I File Manager

The File Manager allows you to add files such as Word Documents, Adobe Acrobat (PDF) files
and even small video and audio files. You must add files to the library before you can link to them
in your site for downloading. Linking to the files is covered later in the manual on page 22

From the Site Map, click on File Manager in the navigation at the top. The screen shown below
will appear.
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Figure 5 — File Manager

This is the File Manager. Any files already loaded onto your site will appear here. The sections of
the manager are explained below.

1.

Browse: This button allows you to search your PC for documents and files to add to your
site. You can ‘queue’ up to five files at a time by clicking on the red text; “Add Another file”,
this will create a new Browse button.

Upload File: This button uploads the images selected with the Browse button to your
website.

Icon and Name of Existing Files: Any files already loaded into your File Manager will
appear here with a small icon indicating the type of file. Click on this icon to open the file.
Size of File, View File, Delete File: These options show you how large in file size the
document / file is, the larger this number the longer it takes visitors to open it. View opens
the document / file and Delete allows you to remove the file from the File Manager altogether.
If you delete a file from this list, make sure you have removed the link to the file from any
content page it might appear on also, otherwise a “Broken Link — file not found” error will
appear when visitors try to download the file.

To Add a File to the File Manager:

1.
2.
3

Click on the Browse button (marked “1” above)

This will bring up the Windows Explorer window for the computer you are sitting at right now.
Browse to the folder that contains the document / file that you wish to add, select the file and
click Open.

You can queue up to a total of 5 Files by clicking on the red text that says ““Add Another
File”, this will create a new Browse button. Follow steps 1 to 4.

When you have selected the files you wish to add, click on Upload Files (marked “2” above)
to transfer them to the Website.
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The documents / files are now loaded into the File Manager. The next step is to add links to the
files in the content pages so that visitors can download them. This is covered a little later in the
manual.

// Site Details

The Site Details are used within the clubs directory as the primary contact for your club or
association. Keeping these details up to date will ensure the contact details displayed are always
correct.

Additionally, you can upload a custom banner and change the colour of the background or
navigation buttons on your site.

Figure 6 — Site Details

1. Site Name: You can enter the name of the Site in both English and Gaelic
2. Site Banner: You can upload a custom banner that will appear on the top of every page in
your Site. To Upload a Banner to your Site:

Click on the Browse button near the field titled Site Banner.

Search your PC for the image of the Banner, click on the file and select Open
Click on the Save button at the bottom of the screen

Publish your website for the changes to take effect

Note: if uploading a banner for your site you must ensure that the image size
conforms to the following specs: Width: 775 pixels Height: 88 pixels File Type: .jpg,
.gif or .png files only

oo

3. Site Colours: you can change the colour of the site background and navigation buttons. To
change the colour, click on the Select Colour link. This will bring up a palette of web safe
colours. Select the colour you want.

4. Contact Details: Enter the contact details of the site administrator here.

When you are happy with the Site Details, click on the Save button.
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/[ News Manager

The news manager allows you to add, edit and archive News Items as they need to appear on
your site.

To access the News manager, click on the Edit button next to the page name “News".

This will bring up News Manager; the front page shows a list of all current news items listed on
your site. News items are automatically archived after 30 days. To access News items older than
that, click on List Archived News Items in the navigation at the top of the screen.

To add a News Item click on Add News Item in the navigation. The screen shown below will
appear.

Figure 7 - Add / Edit News Item

This is the Add / edit News item screen to create a new News item, fill in the fields as explained
below:

1. Headline: This will appear as the Heading of the news item, visitors will be able to click on it
to read the entire news article.

2. Start Date: This is the date that the news article will appear in the news page from. 30 days
after this date that News Article will be archived.

3. Summary: The summary will appear beneath the headline of the article on the news page.
This is a great way to pique visitors’ interest in the article. The summary is optional, but
stories with summaries look more professional. If you are stuck for ideas for a summary, the
first sentence of the News Atrticle is always a good idea.

4. News Item Text: This is the Article. Enter the full text of the news item into this field. You will
notice that the News Item Text area has a WYSIWYG editor. You can format the text in this
article as you would a normal web page, including adding images and links to files.
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5. Image (optional): This field enables you to add a small image beside the Headline and
Summary that appears on the News Page. The image will be automatically scaled down to an
appropriate size to fit near the article.

Note: the image will not appear IN the article. To add the same image to the body of the news
article, you will need to add the image using the Image Manager.

6. Featured Iltem?: This tick box allows you to highlight the most important news items. If you
elect to make a News Atrticle a featured item, it will appear at the top of the Home Page.

Note: There is only room for 2 Featured Items at the top of the home page. These will always
be the two most recently added news items that have been made Featured Items.

Save: Click Save to update the news article and make it available to site visitors.

To edit an existing News item, simply click on the Edit button next to the name of the News article
in the front page of the News Manager.

This will bring up the same screen as shown above (figure 6) with all of the existing information
already completed. Simply edit the content and click Save.

The amended item will be updated instantly.
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/l Event Manager

The Event Manager is a great way to spread the word on upcoming events for your club. Events
are listed by the month on your site. A small calendar beneath the navigation menu on your site

allows visitors to scroll forward to see what’s coming up. Under each month the list of events you
have entered will run down the screen

To access the Event Manager, from the Site map click Edit next to the page titled “Events”

This will bring up Events Manager; the front page shows a list of all current Events listed on your
site. Events automatically disappear at the end of each calendar month.

On this page you can change the Title of the Event page by entering a different name into the
field called Page Title. You can also elect to hide the page from the menu or even change the
status of the entire Events manager.

To add a new Event, click on Add Event in the navigation at the top of the screen. The Add / Edit
events screen will appear as below:

Figure 8 — Event Manager
To add a new event, fill in the sections as explained below:

1. Event Name / Title: This is the title of the Event

2. Status: Active means that the event will be displayed on the site as soon as you have
entered all of the details into the Event Manager, Inactive means that all of the details will
have been saved, but the Event will not be visible to visitors to your site. You can later edit
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this Event and change the Status to Active to make it available. This is a great way to be able
to work on adding an event over a period of time.

Start Date / End Date: These are the dates and times that the event will run ‘from” and ‘to’.
Summary: The summary will appear beneath the Title of the Event on the Events page. Like
the News Manager, This is a great way to pique visitors’ interest in the Event. The summary
is optional, but Events with summaries look more professional. If you are stuck for ideas for a
summary, the first sentence of the Event Description is always a good idea.

Event Description: This is the Full Description and details of the Event. Enter the full text of
the Event into this field. You will notice that the Event Description area has a WYSIWYG
editor. You can format the text in this article as you would a normal web page, including
adding images and links to files. For more information on how to use this section, see page
13.

Number of Available Places: Entering a number in this field will add a note to the Event on
the site alerting visitors to the fact that positions for this event are limited.

Note: the Number of Available Positions field does not update itself automatically. To avoid
disappointing your visitors it would be important to manually edit this event and change this
number as places fill up.

Contact / Venue Details: These are the details of the person responsible for the event and
the event location.

Include Enquiry Form: If you elect to include an enquiry form, a small form will appear at the
bottom of the event. This will allow visitors to email questions to the organiser of the event.
Note: To be able to include an Enquiry Form, you must put an email address in the Contact /
Venue details section.

Save: Click Save to update the Event and make it available to visitors.

To edit an existing Event simply click on the Edit button next to the name of the Event in the front

page of the Event Manager.

This will bring up the same screen as shown above (figure 7) with all of the existing information
already completed. Simply edit the content and click Save.

The amended item will be updated instantly.
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/l Sponsor Manager

The Sponsor Manager is a great way to acknowledge the contribution of businesses and
associations that support your club. Business and Associations added to the Sponsor manager
will appear on the Sponsors Page.

Visitors to your site can click on a Sponsors name or Logo and be taken to a page on you site
specifically for that sponsor. This page can contain contact information, address details and any
other information you would like to add.

To access the Sponsor Manager, click on the edit button next to the page named ‘Sponsors”
This will bring up Sponsor Manager; the front page shows a list of all current Sponsors listed on
your site. Sponsors will continue to be displayed on your site until you elect to “hide” them or
delete them.

On this page you can change the Title of the Sponsors page by entering a different name into the
field called Page Title. You can also elect to hide the page from the menu or even change the
status of the entire Sponsor Manager.

To add a Sponsor, click on Add a Sponsor in the navigation at the top of the screen. The screen
below will appear.

Figure 9 — Sponsor Manager

To add a New Sponsor, fill in the details as described below:
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1. Sponsor Name: The name of the Business or association that is supporting your club.

2. Status: There are two types of Status, Active and Inactive. Active means that the sponsor will
be displayed on the site as soon as you have entered all of the details into the Sponsor
Manager, Inactive means that all of the details will have been saved, but the sponsor will not
be visible to visitors to your site. You can later edit this sponsor and change the Status to
Active to make it available. This is a great way to be able to work on adding an sponsor over
a period of time.

3. Description: This is the Full Description and details of the Sponsor. You can add what ever
information you wish to into this field, e.g. testimonials for the business, messages of support
from the sponsor, Sales or Specials details and so on. You will notice that the Sponsor
Description area has a WYSIWYG editor. You can format the text in this article as you would
a normal web page, including adding images and links to files.

4. Logo Image: This allows you to add an image of the Sponsors logo to your site. The logo
must be saved on your computer first. To add the logo to the Sponsors page, click on
“browse” and locate the image on your PC. Double click on the file name or click once and
select ‘open’.

5. Contact Details: These are the contact details of the Sponsor. You can add a Contact

Name, Street address and even a Web address if the Sponsor has a website.

Website URL: If the sponsor has a website, enter their web address here.

Display Options: These options allow you to control what appears on the sponsor’s page.

No

Display Contact Details on Sponsor Page: If this box is ticked, the details you have added
in the Contact Details Section will appear on this sponsor’s page.

Display In Sponsors List: If this box is ticked, then the sponsor will appear on the page
titted ‘Sponsors”. Note; this box is turned off by default, you must tick this box if you want
the sponsor to appear on your site.

Include in Sponsors Side Bar: The ‘Sponsors Side Bar* appears in the template of your
site beneath the navigation menu. If you tick this box, the sponsors logo will appear in

this section. When a visitor clicks on the logo, they will be taken to that sponsors page.
Note: the image will be resized to fit within the space allowed in the Sponsor manager.

Display Order: This option allows you to set the order of the sponsors on your site. The
higher the number the nearer the top of both the Sponsors Page and the Sponsors Side
Bar they will appear_(i.e. a sponsor with a number of 10 will appear before a sponsor with |
a number of 1).

To edit an existing Sponsor simply click on the Edit button next to the name of the sponsor in the
front page of the Sponsor Manager.

This will bring up the same screen as shown above (figure 8) with all of the existing information
already completed. Simply edit the content and click Save.

The amended item will be updated instantly.

Note; If you add the sponsor to the Sponsors Side Bar, the logo will not appear until you publish
the site.
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/l The WYSIWYG Editor

The WYSIWYG (What You See Is What You Get) Editor is the interface for adding and editing
content on your website. Through this interface you are able to add text, images and hyperlinks to
your site and to format the content. The Editor is designed to be familiar to anyone who has used
a word processing program such as MS Word. This section of the handbook will talk about the
editor and its functionality.

From the Site map, click the Edit button next to the page you wish to edit. This will bring up the
Add / edit page screen as shown in figure 2.

At the top of the Content area is the Toolbar, this contains all of the various formatting and editing
tools:

Figure 10 —WYSIWYG Tool Bar

Text Format: The drop down list contains predefined styles as set out for Cricket Victoria. See
below for further explanation of the styles available to you.

Bold: Increase the weight, or thickness, of the selected text

Italics: Italicize the selected text.

Underline: Draw an unbroken line beneath the selected text.

Copy: Enables you to duplicate content from the page in preparation to paste it elsewhere
Cut: Enables you to remove content from the page in preparation to paste it elsewhere
Paste: Relocate the content that you have Cut or Copied as above.

Undo: Undo the last editing command. The undo is sequential; clicking it repeatedly will step
back through all of the changes you have made that session.

Redo: When you have performed an Undo on your content, you can redo the last editing
command. This is useful if you have clicked on Undo too many times.

Justify Left: Text will be aligned against the left margin.

Justify Centre: Text will align to the centre of the page.

Justify Right: Text will be aligned against the right margin.

Justify Block: All text lines will end ad the same margin.

Numbered List: Places a number before each line of selected text. Each new line will start with
the next consecutive number. To end a numbered list, either press the Enter key twice or click on

the Numbered List button again.

Bulleted List: Each new line will start with a bullet (a black dot) and the text will be indented. To
end a bulleted list, either press the Enter key twice or click on the Bulleted List button again.
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Decrease Indent: This feature decreases the indent on the current selected line, moving it closer
to the left margin.

Increase Indent: This feature increases the indent on the current line, moving it further away
from the left margin

Text Colour Palette: This option allows you to change the colour of the highlighted text. To
change the colour, highlight the text you want to change and click on the Text Colour Icon. This
will bring up the Colour Palette. Select the colour you want to change the text to.

Note: While this is a useful tool it is very important not to over-use it. See ‘Adding Text’ below.

Horizontal Rule: Draws a grey line all the way across the Content area of your site. This option
is a great way of separating different topics on your site.

Insert Web Link: This icon allows you to add a Hyperlink, either to a page on your own site or
even to another website altogether. This is discussed in greater detail later in the manual

Insert File Link: This Icon allows you to link a word or image to a File (Word Document, PDF etc)
that you have loaded into the File Manager.

Insert / Modify Image: This Icon is used to add images to your content area. The images must
already have been loaded into the Image Manager. Adding images to the Image Manager is
explained on page 7 of the manual

Insert Table. This feature allows you to insert tables into the content area. Tables are very useful
for content formatting and placing text and images on a page. These features are discussed on
page 20 of the manual.

Switch to Code (HTML) View: Clicking this icon will change to the HTML version of the page.
This is recommended only for users with a sound knowledge of HTML.

/l Adding Text

Adding text to your site is as easy as clicking in the content area and typing. While the interface is
designed to look like a standard word processor there is one major difference:

Enter = Double Space
The Enter key on you keyboard will cause your cursor to drop two lines instead of the usual one.
Enter is usually used to begin a new paragraph. To drop a single line you need to hold down the
SHIFT key and then press enter this is called a “soft return”;

SHIFT + Enter = Single Space

The results you can achieve are limited only by your imagination. However there are a few useful
tips for maintaining the appearance of your website.

Consistency - to maintain an appearance that is not only professional, but also easy to read, it is
important to maintain an element of consistency. This includes ensuring that there is a limited
number of Text colours used throughout your site.

The rule of thumb is that you should not use more than 3-4 colours. The ideal would be:
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Colour 1 — Body text: This is the information on your site.

Colour 2 — Headings: The start of each new topic

Colour 3 — Hyperlinks: Having a separate, consistent colour for hyperlinks lets visitors
know what they can click on.

/l Adding Tables

Tables are a great way of separating and formatting the content on your page. A good example of
how a table can be applied is to be used to order a series of photo’s with a small description
beneath each picture.

To add a table to your page, click on the Insert Table icon, a pop-up dialogue box will appear. In
the dialogue box you can select the properties of the table you want to insert. The dialogue box is
shown below.

Figure 11 — Insert Table Options
The options are explained below:

Rows - Insert the number of rows you would like in your table.

Columns - Insert the number of columns you would like in your table.

Width - Set the width of your table. You can select the width as either a percentage of
the width of the screen or as a number of pixels.

Alignment - Set where the table is to be positioned within the content area by using this
feature.

Border - Set the width of the border (number of pixels) for the table. If the border is set to

a number other than 0 the border will appear for every cell in the table.

Cell Padding - Set the distance (number of pixels) between the edge of the cells and the text
in the cells.

Cell Spacing - You can set the distance (number of pixels) between each cell.

One of the most important steps in adding a table is to draw out your table on a piece of paper
first. Tables are not easily edited once added to your site. Sketching your table will allow you to
see how many columns and rows you need before you start editing the site.

To move or delete an existing table, hold your mouse over the outside border of the table, your
cursor will change to a cross, click on the border and eight white boxes will appear around your
table. Press Delete on you keyboard to remove the table, or drag the table with your mouse to
reposition in within the page.

Club Directory Manual v0.1 19



-~

/l Adding Hyperlinks

Hyperlinks are valuable tools for directing traffic around your site. There are two types of link,
Internal and External. Internal links link to other pages in your own site. External links are links to
other Websites, such as affiliates or associates.

The simplest type of link is a web address or an e-mail address typed directly into the WYSIWYG
Editor. The editor recognises that anything that starts with a “www” and ends in a “.com” etc must
be a web address and as such, automatically turns it into a hyperlink.

Alternatively it is possible to ‘hide’ a link behind a word or an image. To do this, first type the word
or add the image to the WYSIWYG editor, then highlight the word or image and click on the Insert
/ Modify Link icon.

The screen below will appear.

Figure 12 - Insert / Modify Hyperlink
This is the Insert Link dialogue box. It is divided into three main parts:

1. Your Pages: The list of pages on your Site.

2. URL Section: The address bar to enter the web address of an external website.

3. Target: The target section is where you specify how the page that your are linking to will
display. The two most important options are New Window (opens in a new Internet Explorer
window) and Default (Same Internet Explorer Window)

To link to one of your own pages, simply select the page from the list (marked “1” above) and
click on Insert Link.

To link to an external website, type the web address in the URL section marked “2” above, you
must include the “http://” in the web address.. When linking to an external website, it is advisable
to click on the drop box and select “New Window”. This will cause the link to open in a new
Browser Window while your site remains in the background.
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/I Linking to a File

You can add files such as documents (Word documents, Adobe Acrobat files etc) and even small
audio and video files to your site for your visitors to download.

Like adding images, add a file is a two step process.

Step 1: Add the file to your File Manager as explained on page 9.
Step 2: Add a link on your page to the file.

To add a link to a file to your page, open the WYSIWYG editor for that page by clicking on the
Edit button next to the page name in the Site Map.

Highlight the word you want people to click on, and then click on the Insert Link to File icon in the
toolbar of the WYSIWYG editor (fourth icon from the right-hand side)

This will open the Link to a File popup as shown below:

Figure 12 —Hyperlink to a File

Once the window appears, click on the file you want to link to (marked “1” above) and then click
Insert Link

If you highlight text to be your hyperlink, you will now notice that the text has turned blue and is
now underlined.

Note: Hyperlinks do not work in the WYSIWYG Editor. To check the link Save your Page and
then Publish the site.
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/l Adding Images

Images are an important part of your Site. Used and formatted correctly, images can enhance the
effect of your website. Adding an image to your site is a two step process.

Step 1 - Add the image to your image manager, your online library of images, as described on
page ??
Step 2 - Insert the image into your page.

To add an image to your page, open the WYSIWYG editor for that page by clicking on the Edit
button next to the page name in the Site Map.

Place your cursor in the content area of your site where you want your image to appear and click

on the Insert / Modify Image icon (third icon from the left in the toolbar). This will bring up the
Insert Image box as shown below:

Figure 13 — Insert Image

The sections of this pop-up are:

=

Available Images: This is the list of all of the images in your Image Manager.

2. Image Preview: When you click on an image name in the list of available images a preview
of the image will appear here.

3. Layout options: Using these options allows you to create a “wrap” or magazine style layout,
as well as creating a border around the image. This is discussed below.

4. Alternate Text: Text typed into the section will appear when a visitor holds their mouse over

the image.

To insert an image, click on the image name in the list of available images

In the Area marked Layout beneath the preview, specify how you wish the image to appear on
screen:
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If you want to create a ‘magazine’ style layout, where text wraps around the image, you'll need to
select an Alignment of either ‘Left’ or ‘Right’ from the Alignment drop-down box. Aligning an
image can mean the difference between a good and not so good web site.

Once you have selected an Alignment, you will need to specify the spacing that appears around
the image. Leaving the spacing blank will mean that the text will appear to touch the image,
creating a crowded look. Enter a value of ‘5’ in both the Horizontal and Vertical fields; this will
create a space around the image that is approximate to a single press of the space bar on your
keyboard.

You can also choose to place a border around your image by entering a number in the Border
Thickness field. The higher the number, the thicker the border will be. This value is expressed in
pixels, if you would like to have a border around you images, 1 pixel is a recommend border
width.

Once you are happy with your formatting options, click Insert Image to apply the image to your
page.

Remember, you must then Save your page and Publish your site for the changes to appear on
the Internet.
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Il FAQ's

/I Q: I have made changes to a page, saved the page and then Published the site, but when |
look at the site on the Internet, | can’t see the changes | have made.

/I A: This is due to a process known as ‘caching’. You will need to refresh your Internet browser to
be able to see the newest version of your site. To do this hold down the Control key on your

Keyboard and then click “Refresh” in your Internet browser. (Usually fond between ‘stop’ and
‘home’)

/I Q: I have added a Sponsor to my Sponsors Side bar, but even though the logo shows up on the
Sponsors page, it doesn’t appear in the Sponsors Side bar.

/I A: You must publish your Site to make the Sponsor’s logo appear in the Side Bar, don't forget
to refresh you site as well.

/I Q: Why can't | put a single space between the lines on my page.

/I A: In web editing software the Enter key on your Keyboard defaults to Double Space. To drop a
single line, you need to hold down the Shift Key and then press the Enter key.

/I Q: | have created a Link to a website / email address / file, but when [ click on it nothing
happens.

/I A: Links are disabled inside the WYSIWYG editor. To make a link operational, you need to
Save your page and Publish your Site. Once on the Internet, the links become active.

/I Q: Can | add my own Banner or Club Logo to the Site?

/I A: Yes. You can add both a banner and a club logo through the Site Details section of the Site
map. The Images for both must meet a specific set of criteria. Please see page 10 for details

/I Q: Can | customise the colour of the Site?

/I A: Yes. You can change the colour of both the background of the site and the navigation
buttons. See page 10 for details.
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