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1. Logging in to you club's site unique site

1a. In you web browsers address bar type the following:
http://(yourclubname).maryboroughtennis.com.au/login

(eqg: http://calgully.maryboroughtennis.com.au/login)
1b. Here you will see the following login screen.

Enter your username and password and click login.

If you need your password reset at any time please send your request to me at daniel.regan@Ilive.com
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2. Editing Your Clubs Account Details

2a. Once logged in, you will be taken to the following screen, where you can change
any of your clubs contact and location details.

2b. If any details are not correct simply click on the "Edit Details" button toward the
bottom of the page.

Account details Editpage content Edit | atest news Mlanage gslleries Manage files Logout

ACCOUNT DETAILS

Site name: Cal Gully Tennis Club
Contact address: 932 Burns Street
Marybarough W
Contact email: hillierterspioe o@adumail vic.gowv.au, danielregani@live.com
Contact phone number: 03 SO0 0000
Lagin detail=
Username: calgully
Login email: calgull wed@g mail com
P assmard - mmmmmmmn
Edit details

2c. If you need multiple contact e-mail addresses, enter them as per below example.
emaill@gmail.com, email2@gmail.com
Here you can also change your current password if required.

Account details Editpage content Edit latest news hdanage

ACCOUNT DETAILS

Site name: Cal Gulty Tennis Club -

Contact address: 0% Burns Steet ”
hdaryb oraugh Wic

-

Contact email: hilligrterrence. o@edum ailvic gow, au, danielreg ani@in

Contact phone number: 032 S000 000

Login det=il=s

Loginemail: a lg ullyte @@ gm ail.com

Fasamard: Fanlyifchanging

Fazamard again:

Update details ] [ Cancel ]




2d. Once all changes have been made, click "Update Details" to save the updates.

3. Editing Your Clubs Home | Welcome page

3a. To begin editing your clubs pages, click on the "Edit Pages Link" in the blue menu.

3b.  And then select the page you wish to edit forthe drop down menu.

Account details Edit page content Edit | atest news vlanage galleries Manage files ogo

EDIT PAGE CONTENT

Pleaze chooze a page to edit
Flease choose a page to edit
Home
About aur club

3c. This will then open a basic text editor, similar to Microsoft word, where you can type a greeting,
or add information about you club to the Home or About The Club Pages,
You can also add photos to either page. (see next page for details)
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3d. Once all changes are complete make sure to click "SAVE" at the bottom of the page.

3. Uploading Photos To "Home" Or "About The Club" Pages (Page

To Upload images to you pages, begin by clicking on the "Image" button in the lower toolbar

Logout

Manzge files

Edit page content

Edit latest news

Account details

EDIT PAGE CONTENT
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Editing: About our club
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Image Info  Link  Advanced
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/ "Choose File"

UploadfFile: | ChooseFile | Mo §le chosen

3. Uploading Photos To "Home" Or "About The Club" Pages (Page :

& Open ==
OO ’E v Daniel » Pictures - ‘ 4,| | Search P

‘ Organize ~ E‘ Views - ‘ New Folder

Pt binke Marme Date taken Tags Size Rating .

s — Now you can find any
v | N photo on your computer
s and click "Open"

E}" Music

& Recently Changed
P2 Searches

, Public

Folders ~

File name: - [ Files -]

P Asset Manager - Goo

[9 calgully.maryboroughtennis.com.au/assetrmanager/assetmanager php?CKEditor =page_
Assets [w| Mew Folder Del Folder &l Files [
g aulvelondiipa & 65,345 cel It will then return you
o imal.ipg & 514k del
@ it & oo e to this page, where you
will need to click on
n I Il.
_—~ "upload
And then click "Ok" and
and "Ok" again.
Upload File: download. jpg
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4. Adding photo galleries to your clubs page (Page 1)

To start editing your clubs galleries first click on the "Manage Galleries" menu button.

Account details  Edit page content  Edit latest news Manaoe files Logout

GALLERIES

Here you can create
Gallery name Actions .

new galleries as well as
Season 2012-13 4
Ere 2012 a8 ‘/change the order they
Premiership Flags & appear by the buttons

on the right hand side.

Account details  Editpadge content  Editlatest news  Manadge galleries Logout

GALLERIES

Gallery nhame Actions

cemsan 01713 3 To create a new gallery
Pre 2012 &+s click on "Add Gallery"
Fremiership Flags e

Account details  Edit page content  Edit latest news Logout

GALLERY DETAILS

Enter a gallery name and



Gallery name: . " "
click "Save" to create the

Farent gallery: Mone |E|

gallery
Aitive: fes E|

[ Save oallery details |

4. Adding photo galleries to your clubs page (Page 2)

Account details  Editpage cantent  Edit latest news Logout
GALLERIES Once the gallery has been
Add gallery created, add photos by
Gallery name Actions CIICkmg on Manage
Season 201213 Edit Delete] Manage galleryimages ;{}/ Gallery Images"
Pre 2012 Edit Delete] Manadge galleryimaces |4 %
Fremiership Flags Edit Delete Manade gallery images |4

Account details  Edit page content  Edit latest news Manage files Logout You can add photos to
GALLERY - SEASON 2012-13 — your gallery, by clicking
g Add images | 4= "Add Images"

Name Active Actions Image
Fremierss & iy

Premiers1 N Wi

Account details  Edit page content  Edit latest news

Click "Choose File"
and in this window

.....................................................................................................

Imaae name . find a photo on your

EDescriptiDn

computer and hit open.
N

_______________________________________________________________________

___________

I P Add a description




and a name for your

photo.
And click Save at the
bottom of the screen

Vmage name |Tennis| |

EDescriptinn Tennis 2012

Save these items

_____________________________________________________________________________________________________

Account details  Edit page content  Edit latest news

FILES . .
To start adding files to

Add category our clubs site, start
by clicking on

REFERENCE  Edit Add file to ‘Refersnce’ cateqory 8 " S
Manage Files

MOTA Canstitution E2kB Editfile Delete file &

ITF Rules of Tennis BB Editfile Delete file 4@ %

Guide To Lmpiring Finals 24kB Editfile Delete file 4

Account details  Edit page content  Edit latest news  Manage galleries anage files  Logout

Here you can create

FILES , :
file categories, to help

Add categary: Save \ sort your Uploaded files.

—
REFERENCE  Edit Add file to ‘Reference' category M I

To create a category
MOTA Constitution E2kB Editfile Delete file & SImpIy type a name in the
ITF Rules of Tennis EMB Editfile Delete file s %

add category field and

Guide To Ulmpiring Finals 24kB Editfile Delete file 45

click save

Account details  Editpadge content  Edit latest news anane galleries Wanace files  Logout

FILES Once the category has



been created, add files

Add calegory: by clicking on "Add files
REFEREMNCE ‘{} o Category"
MDTA Constitution G2kE Editfile Delete file &
ITF Rules of Tenhis GnB Editfile Delete file 45 &
Guide To Urmpiring Finals 24kB Editfile Delete file 4

5. Adding Files And Documents (Page 2)

Account details Edit page content  Edit latest news anage galleries Wanage files Logout

FILE DETAILS Find the file you want to
upload by clicking
"Choose File", select a

Mame
Catedor [ Reference El Category, type a nhame
File mlofile chosen and "Save Deta”S"

Active Yes El

Save details

Your file will now be on
the publications page.

6. Editing Your Clubs Latest News Section

6a. To edit your clubs latest news section (on the right hand side of all pages), simply click on
the "Edit Latest News" button in the top menu.
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CONGRATULATIONS AL S0:

To all Cal Gully Teams managing
to reach the finals in the 2012-13
SEAS0N.

A Grade: Cal Gulhy White
C Special: Cal Gully Red {Premiers)
C Grade: Cal Gullr Yellow



6b.

6C.

QUICK ACCESS FILES

Here you can add any information in the same way as the home pages, just make sure to keep
the text fairly short as there is not much space in the Latest News column.

Once all changes are complete make sure to click "SAVE" at the bottom of the page.

7. Adding Links to External Pages

7a.

7hb.

In order to add hyperlinks / links to external pages or websites, start by typing the text you
wish for people to click on, as per below "2012-13 Season Photo Gallery". Once typed, highlight
the text and click on the "Link" button in the bottom toolbar.
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CONGRATULATIONS ALSO:

To all Cal Gully Teams managing
to reach the finals in the 2012-13
season.

A Grade: Cal Gully White

C Special: Cal Gully Red {Premiers)
C Grade: Cal Gully Yellow

QUICK ACCESS FILES
2012-13 Season Photo Gallery)

A little window will open, and in the "URL" cell, simply type or paste the address you wish to



link the button to and click ok to complete. The text will now show as a green colour to indicate

link is present. Link ®

LinkInfo Target Agvanced

Link Type

URL [~]

Pratacal URL
hitpri E| calgully. maryboroughtennis. com.auigalleny.php’

For further assistance on any part of the maryborough tennis website please
contact me by email on daniel.regan@live.com and I'll get back to you as
soon as | can.
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