WWW.URFC.COM

Website editing guidelines

These instructions are intended as a guide, the editor can perform many functions, an on-line
Tutorial can be accessed by clicking on the Question Mark icon once logged in.

The revised website consists of a number of co-joined websites, a central one for the Senior
Club and an individual one for each of the Midi and Mini age groups. The benefit of this
approach is that it gives each age group more flexibility and control over number of editors and
content of their individual sites. This also minimises the risk of an error in one part of the site
taking the whole site down.

There are a number of ground rules each editor needs to be aware of.

1.

6.

The Club have stated that they want the look and feel of the site to be consistent.
Therefore all text content will be in the Arial font, in sizes 1, 2 or 3.The font colour should
be Black and the background colour white. Bold, Italics and Underlining should be used
minimally and only for highlighting.

The main Editor for each site is responsible for creating sub-editor account logins for
pages on their site.

Bear in mind the site will be visited both by Club members and members of the public of
all ages, please ensure that content is appropriate.

No defamatory, slanderous or obscene comments or remarks will be tolerated.

If posting pictures of children on the site ensure the individual children cannot be
identified by name.

The Club reserves the right to remove any content they believe to be unfit.

Good Practice Notes

1.

Each Editor is responsible for backing up their individual site. This is a simple process
(Step 2), it should be noted that this will be the only copy of the content held on their site.
In the case of a site crash, the only method of recovery will be based upon the last
backup copy, any changes to the site after the backup was taken will be lost.

| recommend that as a minimum, a backup is taken weekly and certainly before editing
the site.

This is an online editing system. As such is subject to the vagaries of the Internet. It is
not unusual for connections to drop whilst editing, resulting in lost work!

| recommend that changes are saved (see Step 3) every few minutes, this should
eliminate lost data.

If possible create the content in a word processor application and cut and paste into
editor, this should leave only minor configuration changes to be made.
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Step 1 — Login
To edit any screen, first browse to the required page.

Press the CTRL and Y keys simultaneously; you will be presented with the following screen.

Type your login name and password and click on the LOGIN button.

The following screen will be shown (as an example the current home page is shown)
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Step 2 — Back-up the website

As recommended at the head of this document, the first stage of any editing process should be
to perform a back-up.

This is achieved by clicking on the circular icon (highlighted below)

O

The following screen will appear



Click on the CREATE button, the system will now perform the backup and return the following
screen

Click on the [@i[s]s}isi{s]f1iEVe]sl Menu item, when the home page loads, browse to the page you
wish to edit.

Press CTRL and Y simultaneously, the editing screen will be shown.

The icons at the top of the editing screen are similar in form to a standard word processor and
perform similar task here.



Step 3 — Saving Changes

As stated at start of document, regular saving of the changes is recommended.

To save changes click on the ‘Floppy Disk’ icon

The screen will refresh, indicating the changes have been saved.



Step 4 — Changing Font
Highlight the text to change

Click on Arrow to the right of ‘FONT NAME’, the following dropdown selection will appear, Select
ARIAL in all instances

To Change Font size, Click on Arrow to the right of ‘SIZE’, the following dropdown selection will
appear, Select 1, 2, or 3



Step 5 — Inserting/Uploading Pictures

Pictures can be inserted in any page. To keep load times to a minimum, please ensure the
picture are saved at a low resolution and are pre-sized and formatted for the web.

Before any picture can be inserted on to the site it has to be uploaded to the Asset area of the
site.

To Upload picture click on the ‘PICTURE’ icon

The following dialog box will appear



Click on the BROWSE icon, the following will appear

Click on the browse button, this will allow you browse on your own PC for the picture, once
selected, click the UPLOAD button. The file will now appear in the list on the right hand side.

Click on OK



The following screen will appear, with the name of the selected file displayed in SOURCE box

You can now fill in details like, Title, the spacing around the picture etc. If the picture is to
replace an existing one, details like width and height will be pre-filled.

Click INSERT, picture will be displayed.

Once inserted the size of the picture can be altered by using ‘drag’ bars.
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Step 6 — Inserting a Table

To Insert a table, click on the CREATE TABLE icon

The following screen will appear,

Click and Drag the required number of boxes in the table
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Release the mouse button and the table will be created.

Once created, the table can be edited by clicking on the EDIT TABLE icon
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Step 7 — Insert a Hyperlink

A hyperlink is an area of text (usually blue and underlined) that directs you to another area of the
page, another website or sets up and email.

Click on the HYPERLINK icon

The following screen will appear
Select the SOURCE type from list

HTTP:// & HTTPS:// - used to direct to another website
mailto: - used to create an email

ftp:// - Ignore

news: - Ilgnore

javascript: - Ignore
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Click on the Browse icon to select relevant path, ie
For HTTP:// - www.rfu.com

For Mailto: fred.blogg@aol.com

The TARGET drop down gives the option to select
SELF — Which replaces current page

BLANK — Creates a New Page

PARENT - Ignore
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