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INTRODUCTION

The ParishCouncil.net Site Administration Section (SAS) has been designed to allow you to amend and edit selected
LI NXia 2F @2dzNJ 6S0aAiGS gAGK2dzG KFE@Ay3a G2 t€SIENYy ¢So6aAras
the SAS is secure, and wibt let anyone else edit your websiteithout your consent.You can navigate around the

SAS using the buttons in the temht of the screen with forward, back, close and help buttons (which will take

you to the Customer Service / Update Request Toolesag

2 KSNBE @&2dz aSS (KS NBR WwWalLl yySNR aeégvozfx AG YSIkya GKIFG
going through to the main SAS Settings page. You do not normally have to do this, and if in doubt about any of it,
just contact us.

THE START SCREEN

You can access the start page of the administration section by clicking on the small adnmimtkeybottom-right
of your website home page and entering your username and password:

o= Username: [refer to site administrator]

Password: [refer to site administrator]

This will load the start screen:

ncil.net

non (SAS) va4.5

Logged In as xxxcouncilnamexxx Parish Council

Chek on the buttons sbove 1o edit the oocouncinamecos Parsh Councl webstn. Latest sonosrcements or warnings are Saglayed befow:

Parishooomcll set Aanouncosents

23/34zh Tebzuary all Farishoocncil nat sarvices ¥ill be unavailablas
ve txansfer e nav servers. Pleate Dear with us during chis cise and all

ices will be 2ally sestzced by the mcrning of Monday 3Btk February

#, “pdates oF Bug-fixes o your webeite That cancet be mansged weing your
plesse use the znlise Update Paguest Tool, viuich L available st

pxil caz, of by clicking < the ? dottan in tXe top-xighs of yous §it

© Fanshcouncld net | Pansh Websites Lid
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This screen lets you access all the features that come with your website (actual features available depends on your
contract and package level with ParishCouncil.net). You can access these feature by clicking on their names at the
top of the screen or theAdditionalfeatures button on the right of the screen

You can also view the Network Announcements from ParishCouncil.net. These are automated messages that
appear on the SAS screen of all Parish Councils on the ParishCouncil.net network.
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CALENDAR (BVENTS

TheCALENDAIR one of the core features of the SAS system, and is used to add content for the following features:

1 Calendar (Standard Feature)
1 Village Hall Events Calendar (Additional Feature)
i CalendarXtra (Additional Feature)

Standard Calendar

By clicking onCALENDARLt the top of the screen you start the online calendar program. You will sskxading
screen This screen will appear whenever you go to load the different site features and applications

+ HEHR
Parishcouncil.net
Site Admin Section [SAS) v4.5

Calendar Links Meetings & Minutes Page Editor + additional Features

Calendar

= Go to Council Meetings

Add Event View / Edit Events

Mumber of events currently in database:

22

© Parishcoundl.net | Parish Websites Ltd.

You will then be taken to the main calendar scredris screen tells you how marBvents there are in the
database. This calendar h@2 events listed. You are also presented witho options. You maydd a new event
View/ Edit Events(to edit ordelete).

IMPORTANT, The Calendar is only for listing events that are happening in the village or local area. For Council
meetings, click on thdleetingsbutton at the top of the page.
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Adding a New Event
I £A01 2y W!I RR 90SyiOffllowingBereér2 dz ¢ Aft o6NRYy3I dzlJ G KS

Start Date: 29 [v]|| 3 v || 2013 ][] | dd-mm-yyyy
Event Length: 1 ﬂ no. of days

Event Reoccurs: Does not recccur ﬂ

Start Time:

{optional}

Title of Event

Descniption:

Show Event: (tick to show event)

+ Add Event § x Cancel Add

Complete all the details of the Everihcluding a title and pressAdd Event W9 @Sy G [ Sy3aGKQ A a dza
lasts more than one day (e.g. a villafgge etc.), and you can also add a start time if applicable (just clicthén

TIME box to bring up a pepp time-selector), 2dz Oly Ff a2 OK224&S G2 IRR Iy WI9yR
2T K2¢g (G2 FTRR WI9YR ¢AYSaQ { MarageSieBatting@y R SDSIENVYWI &S NBTFS

You will then be asked to confirm thesthils of the Event:

Confirm Event Addition:

Start Date: 15-07-2011
End Date: 15-07-2011
Start Time: 7:30 PM

Title: Mew Event

Description: Description of the Event...

Click onSave Evento continue, Editif you have made a mistake that you want to correct,Gancel Addo cancel
the adding of a new meeting / Event.
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You will then receive confirmation that your event has been added, and youpraoeed to add a new event, or to
use a different program on the SAS.

Recurring Events

You also have an option to reoccur events if they happen weekly, monthly or even on the same day of the month
(e.g. every second Monday, third Thursday etc.).

Whereita I € a4 W9 @Syid wS200dzNEQ> OK22a$8S FNRY (GKS 2LIiAz2yay
1 Reoccurs Weeklfi.e. the same day of the week)

1 Reoccurs Monthlyi.e. the same calendar day of the month)
1 Reoccurs on théi.e. the same day of the month)

For events that occur on the same weekday or calenday each, you set the number of weeks/months that you
want it to reoccur:

Event Reoccurs: Reoccurs Weekly ﬂ for| 1 ﬂ FEOCUrTances.

For events reoccurring on a given day of the month (such as second Monday of the month), you have more options:

Event Reoccurs: Reoccurs on the [v] || second[v] || Monday  [v]|for| 6 [v]|months.

It is really important that when you have reoccurring events start date is correct. As with nerreoccurring
events, you will be asked to confirm the addition before it is saved:

Confirm Event Addition:
Start Date: 08-04-2013
End Date: 08-04-2013
Start Time: 7:00 PM
Reaccurs: Reoccurs on the second Monday of the month for & months

Title: Yoga Classes

Introduction: Yoga clazses will take place in the Village Hall at 7pm. For more information please call on 01234 567890.

Show Event:

Editing an Existing Event

This is very similar to adding a new event. ClickvoBW/ EDITEVENTSYou will then get a list of all thevents in

your databaseshown in date order from the current date (this is so that you do not have to view all the old / past
events). If you do want to view / edit the past events, you can do so by clicking on the link just underneath the
buttons. Pleaseote that there is no need to go back and delete old events, as the database automatically archives
them for you.
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Add Event # View [ Edit Events

Below are all events from 15-07-2011 onwards, Click here to view past events.

Edit Delete Start Days Time Title

23-07-2011 i 9:00 AM Summer Event

Click onEDITto edit an event. Then follow the onscréen.nstructions as with adding an event. Events will show up

as blue squares orhe live website immediately.

Deleting an Existing Event

To delete an existing event, follow the instructions aboveview/edit, andSA § KSNJ Of A 01 2y {(KS
where all events are listed, or you can go in to edit the event (useful to view all the details and make sure it is the
right one) andclick onDELETE EVEMithe bottomof the editing screen.

Edit Event:
Type: Event

Title: \QDLgars Football Match
RN

Start Date: 1 \E 5 El 2011 El dd-mm-yyyy
|

Event Length: | 1[+]

5.30am a0

+ Change Event
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VILLAGE HALL EVENA&ditional Feature)

If you have subscribed to the Village Hall additional feature, you will see a new option appear when you add or edit
Events. By ticking this option the event will be added to the standard calendar AND the dedicated Village Hall
calendar and page (so that people can see when the hall is booked out). If you have two or more Village Halls /
Amenities then you will get a dremenu to choose which one the event is for.

Adding / Editing an Event

Here you can see the tickbox to dendteat the event is to be held in the Village Hall:

T~

Village Hall Event: (tick to show as a Village Hall Event)

Viewing Events

Here you can see which events have been listed to take place in the Village Hall (red ticks means they are Village
Hall Events):

Add Event + View / Edit Events

Below are all events from 01-05-2011 cnwards. Click here to view past events.

Edit Start End Days Hall Title
01-05-2011 01-05-2011 1 [ x| Cougars Football Match
03-05-2011 03-05-2011 1 Mother & Toddlers Group
03-05-2011 03-05-2011 1 Chobham Poors Meeting
03-05-2011 03-05-2011 1 Tern Jayne School of Dance

You RR k NBY2@S (KS WI I feditingit® WM& nyobimalTvhlyXor the Sfahdas B&8efidar 6 @
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CALENDAR XTRAdditional Feature)

Calendar Xtra is a series of additional ping for the Calendar application which include:

1 Events Xtrag where you can add additional content and details to certain calendar events;
1 Featured Events; where you can tick events to show top of the list on the homepage feed and with a

different colour.

Events Extra
If you have subscribed to the Events Xadditional feature, you will see a new option appear when you add or edit
Events. By ticking this option you will see an additional WYSIWYG content box where you can add much more

complete content, including different fonts, images, documents etc. Thesntsvwill be shown in the main
calendar page with a special icon to let visitors view the additional content.

Events which have been denoted as Events Extra will be shown in red in the standard calendar screen:

Atra

13-05-2013 1 7:00 PM Yoga Classes

Fa GKS {GFryRFENR /FftSYRINE odzi o8

You can add or edit events in the samd & a
new editing bax will appear:

Type: Event

Title: | Cougars Football Match

1 B][5 [ 201130 | ammyyyy

9.30am

2 (tick to including in Events Extra section)

El souce [& [ FERF R # o M@ fa
B I U = X x2 == ElE=E=EE @& [
~| j| Font STl & A- | BOGBEHE & O =

This is where the Xira Description about the event would go.

Here you can add images, documents and rich text formatting.

+ Change Event | x Cancel Changes
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Featured Events

Simply tick the box to set your event as a Featured Event. It will show up top of the list of events on the homepage
feed, and wil have a different coloured background too

.

Featured Event: L] (tick to show as a Featured Event)

COUNCILLORS

You can add or amend your Councillors details at will. To do so, cli€kooncillorsat the top of the screen. This
will give you the options tcadd a new councillor, oredit or delete an existing councillor entry. Also, if your
Councillorsare inseparate Committee®r represent different Wards in your Parish argmu can edit the list of

Committeesand Wardgthat are shown both in the SAS and the live website:

Parishcouncil .net
Site Admin Section [SAS) v4.5

Counallors Links Meetings & Minutes Mews Page Editor + additional Features

Councillors Editor

Manage Committees / Wards

Add Councillor Wiew / Edit Counallors

Mumber of Councillors currently in database:

1

@ ParishCouncil.net | Parish Websites Ltd.

Adding a Councillo

Click onADD COUNCILLO&d O2 Y LI SiGS GKS / #2dzy @AdE f 2B RSHEI N GKS /1 2
surname,type (you can just have Parish Councillors, but the system will also let you add the Clerk, District, County
Councillors etc., and even MPs or MEPs if you want), thegition within the Council (i.e. Chairman, \{iCkairman

¢ oryou can leave blank ifgud I a4l yRIFENR [/ 2dzyOAf 2NV FYyR SYIFAf O6AF
FRRNBaa akKz2gysx &2dz Oy 2dzad AyLdzi GKS Ot SNl Qa SYIFAf IF
that this the email is for that Councillor.

NOTE Thesystem lists all Councillors automatically by surname. Therefore, to get one Councillor to appear at the
top of the list (i.e. if a Chairman or Vi€hair) simply add a space before their surname (as a space comes before

letters in alphanumeric order). © get to the very top, just add more than one space and so on. The additional
spaces are not shown on the live site.
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Add Councilior:

Ty Patish Coundiler v
Wansded — — - - s |

Tick from the ssfecton baiow tn indiude in the CounciBiors’” Details on the live site:

Show Warts
Show Committees
Show Addveis
Show Teleghane
Show Fhoto

Shiow Regume
Show Interests

You will note that there is a list @PTIONAL DETAIW&h tick-boxes. Clicking on one of these will bring up a text
box for you tocomplete. All ticked details will also show up on the live site

TheWARDand COMMITTEERust be selected using the drapenu (which is filled in depending on what you have
added to the Wards and Committees lisisee below). WithCOMMITTEESimply selecthe committee and it will
appear in the textoox below. For more than one committee, just select again and it will appear below the first one.
Do not edit in the textbox itself, as the system needs the committees to be spelt exactly right to be abiehsea

the live site. ADDRESS ELEPHONdhd RESUMEre standard text boxes to complete.

To add aPHOTQ left-click your mouse into the phototexda 2 E 0 6 KSNBS A a &l &a wOapwAy3Iy
window inviting you to upload a photo will appear:

Click Browse then Upload to upload Photo. Photo
MUST be NO BIGGER than 200px wide.

Browse. .

+ Upload

Click on BROWSE to find the photo on your PC, and then UPLOAD to add it to the site. The photo must be in a
standard format (such as .jpg, .jpeg, .gif, .png) andst be no bigger than 200px wideOnce it has been uploaded,
click on SAVE PHOTO to saveitti KS / 2dzy OAf f 2NXQR&a RSOFAfAY

Your photo has been uploaded. Select "Save® below to
save file.

click here... (]

click here. .
SAVE PHOTO

=
puf
(0p))
—

hy®S @&2dz KIS RRSR Fff (GKS NBIARD KBUWRCILLDRoY Wil be ke
confirm the addition before proceeding.
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Editing / Deleting a Councillor

Clicking onView / Edit Councillorsbrings up the list of added Councillors. Click Bdit to edit or delete the
Councillor:

Add Councillors + \iew / Edit Councillors

Edit

Name Position
Edit Graham Alleway Chairman
Edit Adrian Page Vice Chanman

Edit Tony Dredge

Edit Dave Elliott

Edit David Gubbins

Edit John Medhurst

Edit Allen Moss

This will bring up the main editing screen, which is very similar to the add screen:
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[ e '
e |
_ ‘ clerk@exampleparishcouncil.org.uk |

Tick from the selection below to include in the Councillors” Details on the live site:

Show Wards
Show Committees
Show Address
Show Telephone
Show Photo

<1 <1 <1 71 < 71

Show Resume

Select from drop-list to add to text-box: % Clear Committees

Highway and Transport
Full Parish Council

Example resident for 28 years, married with 3 children. Professional engineer
working locally in Example. Served as Parish Councillor for Example since 2007,
last 2 years as Chairman. Previously served as Vice Chairman Example village
Society, continue to be commitiee member as Parish representative. Committee
member Example Social Club since 2007.

4

Make the changes the same way as you would when adding a councillor, andayoclear the committee list by
Oft AO1TAY3 (GKS W/t SI Nilick2ntNeAWIARRS Box @r the ddaiT® Yok to[ bBnF lip smalupsp
which give you instructions on how to add this information.

At the bottom of the screen you will have an option ktake or Cancel the changes or BELETE KS / 2 dzy OA f
details. Please note that once deleted the details cannot be recovered.

+ Make Changes J x Cancel Changes

X Delete Coundillor

Parish Websites Limited Company No. 05417450 Director. Neil C Pfister BA(Hons),LLB
Registered Office: 3 Great George Street, Godalming, Surrey, GU7 1EE




Managing Committees / Wards

! dza SFdzf LI NI 2F GKS /2dzyOAtt 2NBRQ 5S0 AWakdoniGd@nitted(as K S
applicable).The initial list of committees will be created for you by us during the website development phase, but
you can add and edit@nmittees by clicking oMANAGE COMMITTEES / WAR&$he top of thescreen. Here,

you can choose whether your website shows Wards or Committees at all (in practice you will very rarely need to
OKlFy3aS GKA&AZ odzi G2 R2 &2z /GAND®ID92 Y 9degchin@y{thRidist 8f WardlsEof | y R
/I 2YYAGGSSas QCOMMIMIEREDITAR WKBDNEDITFARD

H+ HHEE
Parishcouncil.net
Site Admin Section (SAS) vd.5

Counaillors i cetings & Minutes GLE Page Editor + Additional Features

Manage Committees / Wards

Back to Councillors® Details Editor + Manage Committees / Wards Committee Editor Ward Editor

Tick box to turn on Committee / Ward display boxes on the live website.
Once selected, the Committee / Ward list editors will appear above:

Display Committees:

Display Wards):

+ Change Settings | x Cancel Change

© PanshCouncil.net | Pansh Websites Ltd.

Click onADD WARDr COMMITTEE add a newentry, or VIEW / EDIT WARSr COMMITTEB view, edit or
delete wards. The editing and addingwérds and committeesises the same process:

Simply type the name of the new Waot Committeeand pressSAVEe.g.:

Add a new Committee below and press SAVE:

Committee Type:

NOTEC¢ KS &aeadasSy gAatft y20 Ftft2g OSNIIAY OKIFNIOGSNE Ay (K
O2y @SNI GKAa (G2 WIYyRQ F2N &2dz

NOTE; Please take care when editing or deleting Ward and Committee types, as the system does not automatically
crossNEFSNSBSy O0S (2 SEA&AGAY3 /2dzyOAtt2NBRQ RSGIAt&aszs a2 A4 O
site. We recommend that if you are planning on editing the spelling or wording of a Committee you first make a list
on the live site of allCouncillors listed to that Committee and editing their details after changing the Committee
name.
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DOCUMENTS

Council documents used on site can be uploaded using this section, whether they be the Newsletters, Committee
Reports, Accounts or anything elséat the Council publishes other thaMinutes and Agendasq these are
uploading using théleetingstool as described later in this User Guide.

9 OK waSOlAz2yQ 2ROLOBRBhesa mainSfoldérs BaveAbéedt hagddeyl by us, and are required to
make the site work correctlyTherefore, please do not delete these first folder&8enerally they are:

1 PUBLIC $Document Archive)
1 PUBLIC > NEWSLETTERSvsletter Section)
1 PUBLIC STATUTORY DOCUMENStatutory Documents)
You may also have a first folder calle&IVATHEor secure access areas.

¢KS R20dzYSyid I NOKA@GS Fff2ga @&2dz (2 WdzLJ 2+ RQ R20OdzySy i a
print off. It is an ideal application for storing and publishing elentcoversions of Parish Newsletters, or indeed
whatever material you wish to make available for members of the local community.

The document archive works in the same way as your PC or home compufi¢h a list of folders, and documents,
2 NJ WT A bI8 & thosk BItekst The exact copy of what you set using this administration section can be seen by
visitors to the website, but without the ability to upload new or edit existing documents.

By clicking orDOCUMENT&t the top of the screen you start thonline document archive program. You will see
the following screen:

Document Archive

Directory: fPublic

[] || Name ‘ Size Type Modified Perm's  Actions
) ) 2011/04/P3 drwr-
1 | Minutes and Agendas 75 Bytes Directory 10:05 %
) ) 2011/04/03 drwr-
[ I Miscellaneous & Bytes Directory 10:05 %
) 2011/{4/05 drwr-
| I2) Newsletters 17 Bytes Directory (5 wrx
. 2014/04/03 d =
|:| |5 Statutory Documents 1338 Bytes Directory /o4 o
16:33 X=X
236
Item(s
) Bytes
These are the Folders, or These buttons allow you This allows you to create
6Directorieso to control the folders and new folders
files
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CREATING A NEW FOLDERECTORY

Type the name of your intended directory / folder in the box and clickCB®EATEThis will create a folder at the
alrysS wisS@gStQ 2F GKS F2f RSNA ZNJT\AI Sa aKz2gy dzy RSNYSI (Kd

New Folder... | 2011 Accounts|

Uploading Documents
Click on UPLOAD to bring up the following screen:

Document Archive

Upload file(s)

Note: Minutes and Agendas are now uploaded using the meetings application.

Note: You must not have the character '&' in your document title - use 'and’ instead, a5 will cause site to crash.

+ Upload | x Cancel

You must select documents from your computer to upload to the website. To do this, cliBR@WSENd select
the correct document. Then click dsPLOADO upload them. You may upload up odocuments at a time, though

note that the larger, or greater quantity of documents that you upload will take more tikkease take note
of the warning that you cannot use punctuation in your filenames or folder names
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Deleting Documents / Folders

Select the document / folder that you want to delete by ticking the box next to its title. Then click oDEhETE
button.

Doqument Archive

Directory: fPublic/Minutes and Agendas

|l Name ‘ Size Type Modified Perm's  Actions
|C5) Finance and General Purposes & Bytes Directory 533520#03 ::\_-\:(r—
[ &) Full Council & Bytes Directory 533520#03 ::\_-\:(r—
[ =) Planning & Bytes Directory 533520#03 ::\_-\:(r—
3 Item(s) 18 Bytes

You will be asked to confirm that you wish to delete the document before proceeding.

Windows Internet Explorer L&

|9I Are you sure you want to delete these 1 item(s)?

F OK J [ Cancel

If you are sure you want to delete the document, cl@K To cancel the delete at this point, cli@ANCELONnce a
document has been deleted, it cannot be recovered.
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Moving / Renaming Documents or Folders

Select the document or entire folder that yowant to move or rename by ticking the box next to its title. Then click
on the MOVE / RENAME button. This will bring up the following screen (here we are moving or renaming one of the
Statutory Documents):

Move / Rename item(s):

b Move from fPublicfStatutory Documents to /Public/Statutory Documents

Select where you want to move the item(s), confirm the names and press 'SAVE CHANGES'.

# Rename item(s):

Bl FCHET.Madel Code of Conduct.pdf ‘ PCNET.Model Code of Conduct pdf

+ Save Changes | x Cancel

This screen lets you both move and / or renanhe tdocument at the same time. By clicking on SAVE CHANGES the
system will save both the MOVE and RENAME elements (but will leave these the same if left unchanged).

MOVING

Click on BACK UP to view the foldere for that file / folder. When you click onA¥YE CHANGES, the item will be
moved to the folder you are currently in, which is shown in the red #itée next to MOVE. Here we are moving the
item from /Public/Statutory Documentsto /Public

¥ Move from fPublic/Statutory Documents to fPublic

Select where you want to move the itemis), confirm the name and press "SAVE CHANGES'.

[C5) Minutes and Agendas
) Miscellanegus

L) Newsletters

[C3) Statutory Documents

RENAMING
Enter the new name for the documenNQOTEc no LJdzy O dzl G A 2 y LIS NJyand preSRSAVEAGRANGES. a8 W
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LINKS

Click onLINKSto start the Links EditorYou can click oMDD LINKor VIEW / EDIT LINK#® bring up the list of
existing links:

¥ view / Edit Link
Edit Delete Name Link Thumbnail Show
I e e e )

Parishcouncil.net www. parishcouncil.net ‘

Links shown with the red tick under SHOW willdb®wn on the live site, whilst a black cross will not be shown.

Adding / Editing a Link

Adding or editing a link brings up the same screen. You must enteNth®IE (where each link is displayed in
alphabetical order); the.INK a shortDESCRIPTION the link / website that you are linking to, and finally a small
thumbnailIMAGE / LOGOf the website.

Important ¢ this image must be smal¢ no larger than 20px wide. Left-click in the THUMBNAIL box to bring up
the image uploader.

Tick the SHOW button tmake sure that the link is shown on the live site:

% | Panshcouncil net |
| www_parishcouncil.net |

20110412-18-18 penet_lo| (click in text-box to add / edit thumbnail)

[=]
The website of Parishcouncil.net.

Leading supplier of websites for Parish and Town Councils.
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You will be asked to confirm the addition / change, and a small ruler will appear to let you confirm that you have
uploaded a photo that is the correct size:

Name: Parishcouncil.net
Link: www.parishcouncil.net
e —

.1 26 px.
Your thumbnail should be no wider than 120px. If it
is larger than this ruler, re-edit the thumbnail and re-
upload by clicking 'EDIT' below.

The website of Parishcouncil.net.

Leading supplier of websites for Parish and Town
Councils.

Last Update:  01-05-2011

lﬂ—
+ Save Changes x Cancel Changes

Local / National Links

By clicking orthe red SETTINGS SPANNER in theigip of the screen you will bring up the Settings page which

will let you tick the box for Local/National links. When this is saved, return to the LINKS EDITOR and you will have
an option to tick a box to designated datink as a LOCAL LINK, which will then be shown on a different partition

on the live website.
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MEETINGS, MINUTES & AGENDAS EDITOR

By clicking oMEETING&t the top of the screen and starting the Meetings, Minutes & Agenalditor, you will see
the following:

Parishcouncil.net

Site Admun Section {SAS) v4.5

Moetings & Mnutes

Meetings, Minutes & Agendas

Edit Mecting Types

Adil Mewting View ¢ Edit Montings

Number of Meetings currently in database:

© ParishCouncl.net | Parsh Websites Lt

The application is based heavily on the Calendar application, so it is very easy and intuitive to use. However, it
differs in that you are able to upload Minutes and Agendas next to meeting dates so that users can view dates and
times of megings as well as download any associated documents at the same ¥wmoe.can also ediMEETING
TYPE$more below), which are used both in the SAS and the live site to search for specific meetings.

Adding a New Meeting
/ £ A01 Megting®!ZRR y R bring waz thg folfowing screen:

Start Date: | 29 ﬂ” 3 ﬂH 2013ﬂ|dd-mm-ww

Meeting Reoccurs: | Does not reoccur ﬂ|

Meeting Type |Parish Council Meeting ﬂ‘

Agenda: | | (click in text-box to add document)
I —

Minutes: | | (click in text-baox to add document)
I —

Show Meeting: (tick to show meeting)

+ Add Meeting | x Cancel Add
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Enter the date and select thMMEETING TITLEhis is set using th¢MEETING TYPES EDITi2Rw). The default
Parish Council Meetingvill show up first. Next add the ENUE/TIME/DETAILS

To upload an agenda or minutdsft-click your mouse into theAGENDAor MINUTESext-boxes to bring up the
uploader popup (NOTE; Please make sure that your browser allows pagps for this feature to work:

Click Browse then Upload to upload Agenda:

Browse. .

+ Upload

Follow the onscreen instructions to upload the Agenda, including clicking on SRANVE once ithas been
successfully uploadedNOTEC You should not attempt to upload large documents using this systenplease
ensure that they are no larger than 1MB.

Your file has been uploaded. Select 'Save' below to
save file.

click here . [~]
click here. ..
SAVE FILE

If you have the Village Hall additional feature selected, you can also tick solsay that the meeting will be held
in the village hall on that date (so other people cannot book it).

Meeting in Village Hall: [ | (tick to show meeting held in Village Hall)

CAYLl ffte&ADDOMEETONG #¢¥ W O3S AlG (2 GKS RIGFIOF&AS® ¢KS YSSGAy:
the front-page of the website, thecalendar on the main Calendar page of the website, and also to the list of
meetings on the Meetings page of the website. Where you have specified documents to be available, visitors will
be able to download them.

Recurring Meetings

Like with the Eventsd&endar, you also have an option to reoccur meetings if they take place on a monthly basis or
on the same day of the month (e.g. every second Monday, third Thursday etc.).

2 KSNB Al areéa WaSSiAaAy3a wS200dzNE Q> OK22aS8S FTNRY GKS 2LJiA
1 Reoccurs Weeklgi.e. thesame day of the week)
1 Reoccurs Monthlyi.e. the same calendar day of the month)
1 Reoccurs on théi.e. the same day of the month)

For meetings that occur on the same weekday or calendar day each, you set the number of weeks/months that you
want it to reoccur:

Event Reoccurs; Reoccurs Weekly ﬂ for| 1 ﬂ FEOCUMTances.
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For meetingsreoccurring on a given day of the month (such as second Monday of the month), you have more
options:

Event Reoccurs: Reoccurs on the [v||| second[v] || Monday — [v]|for| 6 [v]|menths.

It is really important that when you have reoccurringeetingsthe start date is correct. As with nereoccurring
meetings you willbe asked to confirm the addition before it is saved:

Confirm Meeting Addition:

Start Date: 08-04-2013

End Date: 08-04-2013

Start Time: 7:30 PM

Reoccurs: Reoccurs on the second Monday of the month for 12 months

Title: Parish Council Meeting

Venue/Details: :rza\;i::::ocrszr;zilarg:iﬂ?g will be talang place at the Village Hall at 7:30pm. &ll members of the public and press

Agenda:
Minutes:

Show Meeting:

Editing an Existing Meeting

This is very similar to adding a new meeting, but is important if you want to add Minutes or Agendas to an existing
meeting listing. Click oW IEW/ EDITMEETING.SYouwill then get a list of all the meetings in your database:

Edit Date Title Details Agenda Minutes
25-05-2011  Parish Council Mesting Parish Council Meeting to be held at the Sports Pavilion, Benner L m m
10-05-2011  A.G.M. Parish Council AGM to be held at the Sports Pavilion, Benner Lami m m
03-05-2011 Parish Council Meeting ~ =X@mPle Meeting at 8pm. |

|

Click onEDITto edit a meeting. You can see from the ticks and crosses which Meetings have Agendas and Minutes
available to download from the live websit@®@nce you click on EDITgllow the onscreen instructions as with
adding ameeting Meetingswill show up on the live website immediately.
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Deleting an Existing Meeting

To delete an existingleeting, follow the instructions above t&DIT and click onDELETE&t the bottom of the
editing screen.

IMPORTANT All Agendas and Minutes associated with deleted meetings will be erased from the database.

Meeting Reports

In addition to adding Agendas and Minutes, you may want to upload a Meeting Report to the mesting By
default this feature is turned off, but to turn it on, click on the settings spanner icon in therigdt of the SAS
screen when in the Meetings editor:

YFEadSN aS3iaAy3abodldnd &ick the BAR/E T NB

w»

CKAA oGAff ONRY3I dzLJ (K
SETTINGS button:

Hint

Hint

Hint

Hint

Hint

Hint

Hint

<]

Hint

<]

Now, go back to the Meetings editor, and Reports will be just below Agendas and Minutes.

Meeting Type Editor

When in this section, you will see a button that lets you edit the Meeting Types.

Edit Mesting Types

Clickthis to access the Meeting Type Editor:
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Add Meeting Type View / Edit Meeting Type

Mumber of Meeting Types currently in database:

2

Adding and View/Edit bring up very similar screens:

Simply add / change the meeting type and save the changes:

Meeting Type: | | |

+ Save Meeting Type | x Cancel Add

NOTEQ ¢ KS aeadsSy gAaftft y20 Fftft26 OSNIIFIAYy OKIOMI QRINEDSNE
Fdzi2YlFGAOIEte O2y @SNIU GKAa (2 WIYyRQ F2N &2dz

NOTEc¢ Please take care when editing or deleting Meeting Types, as the system does not automatically cross
reference to existing Meetings, so it could result in them not appearing in anycBea on the live site. We
recommend that if you are planning on editing the spelling or wording of a Meeting Type you first make a list on
the live site of all Meetings listed to that Meeting Type and editing their details after changing the Meeting Type.
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NEWSEDITOR

The opening News editor screen tells you how many articlesimrine database You can choose to ADD a new
article or VIEW / EDIT existing articles. You can delete existing articles using the VIEW / EDIT function:

Numbar of Articles oumently i Gtatate

S

Adding New Articles
Click on ADD to bring up the new article screen:

Add new article

M‘» [ {ciick in text-box to show date selecter)

Icon_home_rss |pg J (click in taxt-box to add thumbrial)

@ B I U iz =2 =

B I = o= = kE R A8
Format - Font - See - A- DB-
4
 Shew Article:
Ce——

s at
w &
@
§
R
B
o
H
i
]
=
é‘l
~r
LAl
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To add the date of tharticle, left-click your mouse in th&ATEbox. This will open a popp calendar, and you
simply have to click on the day to add it to the news stoFjis is required as the livgte orders articles by date,
and require the correct format to search fram

(4] March 2013 [ +]

Mo Tu We Th Fr Sa Su

1
4 5 [ 7 g 5| 10
11| 12 13| 14| 15 16 17
i8 | 19| 20 21| 22| 23 24
23|| 26 | 27| 28| 25 | 30 31

Next you will have to enter thélEADINGor the news storyThe content inNNTRODUCTIOBIA £ £ F2 NV | Wi
the news article on thenain news pageTherefore, do not enterhte entire story in here. We recommend that you

enter only the first sentence or so of the news story. You must then copy what you have written in the
INTRODUCTIOM FULL STOR&hd complete the rest of the news articléf you want to paste text into the
INTRODUCTIONr the FULL STORSéction, we very strongly recommend that you use tRASTE AS PLAIN TEXT
option by clicking into the editing box and pressing this button:

(@

FULL STORXses our new WYSIWYG (which stands for What You See Is What YadiGet)See the end of this
manual for instructions on how to use the WYSIWYG editor.

Once you have completed the article to your satisfactiorake sure that theSHOW ARTICILtEK-box is ticked, and
click onADD ARTICLHhis will publish it. If you do mavant the article to be displayed straight away, untick the
SHOW THIS ARTICdX. This is useful if you want to prepare it in draft first.

Editing and Deleting Articles

Click on VIEW / EDIT ARTICLE to see the complete list of articles shownsite.tfi®@ edit an article, click on EDIT,
and to delete, click on DELETE. The red tick or black cross on the right of this screen says whether the article is
displayed on the live site or not:

Edit Delete Date Headline Show

21/04/2011 New West End Pansh Council website
i lete

27/04/2011 Citizen Of The Year

Thumbnail Images

You can also include a thumbnail image for your news article that will appear on the homepage news feed. This
option is turned off by default when we set up yowebsite, but you can turn it on by clicking on the settings
spanner icon in the togight of the SAS screen when in the Meetings editor:

H-- HHEH
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This will bring up the master settings page, and from here you just tick\tf&/S HEADLINE THUMBNAib$ and
click the SAVE SETTINGS button:

Show End Time (Calendar & Meetings): Hint

[l

MNews Headline Thumbnails (MNews): Hint

<]

Display Committees (Councillors” Details): Hint

<]

Display Wards (Councillors' Details): Hint

Local / National Links (Links): Hint

<]

Meeting Reports (Meetings & Minutes): Hint

L]

<]

Search Engine Optimisation (Page Editor): Hint

<]

Ticker On All Pages (Page Ticker): Hint

<]

Now, go back to the News editor, and thumbnails will be an opfiest below the article title. B default the
thumbnail will be setas a News/RSS icon, but if you lefick your mouse into th@HUMBNAILbox the following
pop-up will appear and allow you to add the image. Please make sure you follow tHsereen instuctions,and do
not try to upload an image bigger than 100px wide

Click Browse then Upload to upload image.
Thumbnail MUST be NO BIGGER than 100px wide.

Erowse._.

+ Upload
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PAGE EDITOR

The Page Editois a very important part of the SAS that lets you organise all the pages on the site into different
orders, as well as edit the text that appears on those pages. However, it is important to note that where a page has
a specificFEATURBssociated with ito S®3d GKS /It SYRFNE [20Ff B5ANBOG2NE
these sections are all edited using their dedicated sections in the SAS (either in the main navigation if a standard
FSEGAZNSZ 2NJ dzy RSNJ W! RRA (A 2 ¥.IHowe®§ thé BayeSEdifr i s¥ill used tolmiave Ahé A 2
pages into new orders, or to edit any introductory text that may be on that page.

Pages on the website are split inlOP LEVEL PAGEESy. those that appear top on the live site menu such as
WI 2YSSQ ANI Wt | NA 3SKB PABHES/ QHLA0®0 Ay R 20Kt 1 A&AG2NR 2N / 2dzy O
the Page Editor you get this as a start screen:

Parishcouncil.net
Site Admin Section (SAS) v4.5

Calendar Counallors Documents Links Meetings & Minutes Page Editor + additional Features

Pages Editor

This application is used edit the general text on your website, and to add, edit or delete pages. Some 'pages’ on the website (e.g. Councillors’ Details,

Calendar, Meetings, Directory etc.) will also have their own editing tool, which can be accessed using the buttons above (or in "Additional Features® if an
add-on). Selecct "View [/ Edit Pages' or "Add Page' to add a new page to the website,

Add Page View / Edit Pages

Mumber of Pages currently in database:

19

® Panshcouncil.net | Pansh Websites Ltd

This tells you how many pages there are plus gives you the option to add a new page or viewlfigriges.
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Adding a New Page

Please note that you can only add new spdges. To add a new Tdgevel page to the website, or to convert an

existing SulPage to a Tojhevel page, please use the Update Request Toalval.admin.parishcouncil.nebr click
on the link on the page

Click on Add Page to bring up the following screen:

Add new page details

m ‘ Local History Hint

This will be what is shown in the navigation menu:

Hint

“ Local Information |ana| Information Hint

Hint
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed nunc arcu, sodales at faucibus ut,
euismod eu ligula. Suspendisse auctor erat sit amet urna luctus luctus. Fusce non lacus nunc,

>

eget molestie dolor. Morbi eu enim dignissim augue dapibus malesuada. Duis vulputate nisi
rhoncus erat tristique nec porta nisl tristique. Mauris ullamcorper libero sit amet augue eleifend
aliquam. In sed malesuada lacus. Munc eu lectus felis, ut convallis arcu. Curabitur tempor orci
quis nisl blandit interdum. Etiam et purus ut quam elementum scelerisque. Aliqguam tincidunt
erat sit amet neque ultrices iaculis. Ut vehicula eleifend umna id fincidunt. Vestibulum nec erat
purus, in condimentum ligula.

In eget nulla ac leo aliguam mollis et ut arcu. Proin tempor consequat fringilla. Vestibulum
turpis nunc, euismod sed pretium at, convallis in elit. Praesent faucibus turpis vel magna

<
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+ Add Page § x Cancel Add

There are hirtboxes to give you advice on what each field does, but essentially it is as follows:

1 FULL PAGE HEADINGhe main title shown on the live website

1 MENU TITLEs the page name as shown in the website mendor this reason it is limited to just 24
characters

1 PARENT PAd&theTOP LEVEL PAGE under whiés newwill sit. Leftclick in this box to bring uthe list

of Parent PagedAll TOP LEVEL PAGES are set to be Parent Pages, but if you want a new one, please contac
ususing the Online Update Request Tool.

1 PAGE ORDESRts the order that the pages will appear in, with 1 first and 9 last. Please only eutebers
here.
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http://www.admin.parishcouncil.net/

1 CONTEN&®llows you to post full rich text, photos, images and documents. Please refer to the WYSIWYG
editor for advice and information on using the WYSIWYG editor.
1 SHOW PAGIets you archive the page without having to delete it.

View / Edit Pages

Clicking on View / Editor Pages brings up all the pages that you have installed on the website (including those that
are selected to not currently show). Please note that the below screenshot is only a part of the pages on show. At
the bottom of the page list will be pages that sit at the footer of the website, such as Terms and Conditions and
Sitemap (which is also updated automatically, so no need to edit it yourself):

Add Page # View f Edit Pages

Top-Level Page  Sub-Page
Order Title Parent Show
Edit / Delete 1 Home Page Top-Level
Edit / Delete 2 Parish Council Top Level
Edit / Delete 1 Councillors' Details Parish Council
Edit / Delete 2 Meetings & Minutes Parish Council
Edit / Delete 3 Document Archive Parish Council
Edit / Delete 4 Planning Applications  Parish Council
Edit / Delete 3 Local Information  Top Level

=x

# Edit f Delete 1 Local History Local Information
Edit / Delete 2 Mewsletters Local Information
Edit / Delete 3 Local Maps Local Information
Edit / Delete 4 Local Weather Local Information
Edit / Delete 5 Local Travel Local Information
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shown live or not. This is useful if, say, you have an event that occurs once a year, as you can simply archive the
LI 38 RSGIFIATtAYy3 GKIFIG S@Syid oeé dzydiAOlAy3a (GKS W{K2sQ 02E

You will note thatsub-pages that you create yourself (like the Local History example we used above) can be
deleted, but some pages include core functions and so cannot be deleted (e.g. Maps, Local Weather etc.). However,
82dz Oly dzyiAa Ol GKS W&K hat &ppaar2oh théll®e welisitedi (1 KS LI 35S R2S53a

Edit / Delete 2 Mewsletters Local Information
Edit / Delete 3 Local Maps Local Information 3|
Edit / Delete 4 Local Weather Local Information

¢tK2a$8 LI 3ISa GKFEG R2 y2i KIFI@S lFye GSEG G2
Meetings and Minutes) will include a link to quickly access the content for those sections:
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Pages Editor

The text on this page s not editable, but you garfchange the Page Order and the Parent Page, Oick on the button below to scoess the sdting tool for thes
feature

Lavech Counaliors’ Datads Edtoe

Edit Page:

T PR T A B ) [

gt et o Shem AR
This will be whast & shown in the nevgation menu: m
Hr

ncllons’ Detalls

Farent Page:

[‘Z-C"JLI from deop-Sal V“ Padish Coundil I
—
[ DF A0 '

- Show Page: ¥

+ Change Page B x Cancel Change

Text Edior

For more details on how to use and get the best from the WYSIWYG Text Editor, please refer to the guide at the
end of this manual.
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ADDITIONAL FEATURES

Click on the Additional Features button to bring up the list of additional features and applications that you have
installed on your website. However, some additional features (suc@asndarXtra, Directory Sponsored Entries,
Online Contact Form etc.) aiy only exist as livsite features, or may be integrated into other buttons in the Site
Admin Section

+ additional Features

To start an application, click on thame from the list that appears.

launch... A-Z of Services

launch... Blogs editor

launch... Chairman / Mayors reports editor
launch... Community Pages editor

launch... COnline Consultations editor
launch... Directory editor

launch... Site Registration / Emailer system

launch... Freguently Asked Questions editor

launch... FLITE {Forum Lite)

launch... Pinboard

launch... Online Poll / Wote system
launch... Page Ticker

launch... Phaoto Gallery application

launch... Planning Applications editor

launch... Secure / Private section

launch... Walks editor

launch... Youth / Youth Council section
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A-Z OF SERVICES

This feature works in two ways:

1. It automatically indexeslapages on the website and lists them under the letter that the page description
A0FNIa 6AGK 0S®3d W/ Q F2NI W 2dzy OAf§2NBQ 5SGFAfaQ0®
2. lItlets you add new services that will show up alongside all the other pages on the site.

Add a New Service

All new pagesre added automatically, so there is no need to do anything for these, but to add a new-atane
service, click on ADD SERVICE and enter a title and description.

Enter Service details:

Title:

B I U ;= = =

Show Service:

+ Add Service § x Cancel Add

If you want to paste text into thdESCRIPTIO$éction, we very strongly recommend thaby use thePASTE AS
PLAIN TEXdption by clicking into the editing box and pressing this buttas this means that incorrect formatting
will not be carried over that could distort how the site looks

(@
Edit / Delete Services
Simply click on EDIT or DELEdrEhe service that you want:

Edit Delete Title Show
s el el el
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BLOGS

The start screen for Blogs shows you how many you currently have in the database. You can either add a new blog
or view / edit / delete existing blogs.

Addnga New Blog

Adding a new blog brings up the followisgreen:

Add Bleg:
—
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Lorem ipsum dolor sit amet, consectetur adipiscing elit. Mullam vestibulum, eros id varius
facilisis, nibh nisi malesuada est, a interdum magna nis| eu arcu. Curabitur venenatis nisi nec
metus posuere mattis. Aenean velit purus, luctus a faucibus ac, mattis vitae magna. In
posuere ligula non felis ultrices laoreet imperdiet nisi eleifend. Sed lacinia, elit vel mollis
auctor, lorem urna pharetra tellus, sagittis feugiat mi arcu at odio. Sed vehicula, ante a luctus
vehicula, sapien mi ornare nulla, quis posuere metus nulla in lacus. Nulla vel leo ut tortor
convallis luctus. Nam tempus adipiscing mi in iaculis. Aliquam blandit evismod mi sit amet
interdum. Sed ullamcorper consectetur quam at convallis. Pellentesque habitant morbi
tristique senectus et netus et malesuada fames ac turpis egestas. Duis gravida arcu quis
massa tincidunt interdum. Morbi ut tellus elit, nec porta felis. Vestibulum mauris nisi, mattis sit
amet commodo sit amet, posuere eget turpis. Donec est velit, malesuada ut venenatis et,
ornare in leo. |

+ Add Blog | x Cancel Add

You can choose to include a Response Form at the bottom of the blog (and the target email for the form will be the
Oft SNJ] Q&4 SYIAf FRRNBaax odzi LI SFasS O2yidl OG dza (G2 OKIF y3!
and confirm theaddition on the next page.

Editing / Deleting Blogs

The main blog page shows all the blogs and whether they have the response form loaded or not:
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Edit Delete Date Title Form Show

m 29}03'{2013 #2-TEST
m

27/02/2013  #1 - First Blog

{AYLX & OftAO0Ol 2y 95L¢ G2 SRAG | o6ft23 IyR 59[ 9¢waniitg RSt
hide the blog from view but not delete it.
[ 1T ' Lwa!bQf K _a! . hwQ{ w9t hwt/{

This feature works in exactly the same way as the BLOGS EDITOR. Please refer to that for instructions, substituting
the Blogs for Reports.

COMMUNITY PAGES EDITOR

This is an advanced feature that has its own User Guide. Please reREMET.Community Pages User Glate
more details.

ONLINE CONSULTATIONS EDITOR

This feature lets you hold online consultations that people can post responses to. The start sciegyotehave
many consultations you have in the database and gives you the option to add a new consultation or edit / view
existing consultations:

Parishcouncil.net
Site Admin Section (SAS) v4.5

Calendar Coundillors Links Meetings & Minutes 57 Additional Features

Consultations Editor

Add Consultation View / Edit Consultations

MNumber of Consultations currently in database:

1

© Panshcouncil.net | Panish Websites Ltd
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Adding a New Consultation

Enter the date by clicking into the date box and a title for the Consultation. STATUS shows whether the
consultation is still live or not, but does not remove it from the website. Next, enter the details for the consultation
into the main text editing boxand state whether you want to include a response form (the email address is set by
RSFldzf & G2 GKS Oft SNl Qa SYFAfS odzi @&2dz OFy O2yidl Of
www.admin.parishcouail.net). Finally, SHOW CONSULTATION sets whether the consultation is live on the site or
y2iGo ,2dz gAff ySSR (2 O2yFANNY GKS IRRAGAZ2Y | FGSNIJ LINS3Aa

Add Consultation:

ID: #2
h———)

_ ‘ Exan'lple Cﬂnﬁultatioﬂ
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This is the text for the example consultation.. |

+ Add Consultation j x Cancel Add

Editing a Consultation

The Edit Consultation screen is the same as the Add Consritatireen, except that you have an additional box in
which you can include updates or responses received to date.
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http://www.admin.parishcouncil.net/

DIRECTORY

By clicking oDIRECTORat the top of the screen you start thieocal Directoryservices program. You will see the
following scren:

Parishcouncil.net

Site Admun Secton (SAS) WL S

T Addiceal Featis e

Directotry Editor

Nurder of artres currently in databese:

1

© PanshCounailnet | Parsh Websftes Lid,

You can either choos® ADD a new entryor EDIT / DELEEEisting onesor manage the directorgategories

Adding a New Entry

Select the required category from the drop menu at the top and complete the relevant fields. Do not worry if you
do not have all the information, as any incomplete fields will not be shown on the live website, and can always
been added later.

Then clickADDENTRYo add it to the database.

Catngrry © & om drop-dal v [}
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Exmngle Bushess Dwacrigtion

Once you presSUBMIT you will get a confirmation page

Parish Websites Limited Company No. 05417450 Director. Neil C Pfister BA(Hons),LLB

Reagistered Office: 3 Great George Street, Godalming, Surrey, GU7 1EE



Editing / Deletingan Existing Entry

Click on VIEW / EDIT ENTRIES to bring up the full list. This page lets you edit or delete theasutribows the
titles and categary of each. All entries are listed alphabetically.

Add Chircctory # \iew / Edit Directory

Edit Delete MName Category

Edit Delete Allotments (Chobham Poor Allotments) Charity

m
I

Delete Bisley & West End Parish Magazine Church

Delete Bisley & West End World Affairs Group Church

I
)
i}
(h

Camerocns Badminton Club Club
Delete Chobham and West End Medical Practice Doctors
Delete Church Church
Compass Church

Editing is done the same way as adding an entry

Category Editor
Click on EDIT CATEGORIES to access the Category Editor:

Add Category Type View / Edit Category Type

Mumber of Category Types currently in database:

6

Adding and View/Edit bring up very similar screens:

Simply add / change the category and save the changes:

Category Type: Amenities

+ Change Category Type § x Cancel Changes
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NOTE; Please take care when editing or deleting Categories, as the system does not automaticaliyeteoasce

to existing Categories, so it could result in them not appearing in any searches on the live site. We recommend that
if you are planning on editing the spelling or wording of a Category you first make a list on the live site of all entries
listed to that Category and editing their details after changing the Category in the SAS.

Sponsored ListingAdditional Feature)

If you have subscribed to the Sponsored Listings Additional Feature, a nelwoxclill appear when you add or
edit Directory ListingsSimply tick this box to set the listing as a Sponsored Listing:

Sponsored Entry: [

A red tick or black cross will also appear on the main VIEW LISTINGS page to denote whether the listings are
Sponsored or not:

Edit Delete Name Category Sponsored
ﬂ Allotments (Chobham Poor Allotments) Chanty m
m Bisley & West End Parish Magazine Church

Those listings set as Sponsored will then appear aladlvether listings on the main Directory page (as well as the
normal search results) in a special coloured box to give them more prominence. You can then sell these sponsored
placements to businesses or organisations in the directory, along with an extehidéng with images or
documents etc.
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EMAILER / SITE REGISTRATION

Once the Emailer / Site Registration section has loaded you must click on the START EMAILER button to initiate the
application:

Parishcouncil .net
Site Admin Section (SAS) v4.0

o Additional

Emailer / Email Registration

v Start Emailer

© PanshCounal.net | Pansh Websites Ltd.

Users can add their email addresses to the website so that you can email them méwverthingsare availableto
see, or for updates and information about the Parish Council or vills¥ge can also add users manually using the
SAS.

Info Page

This is the fist page of the Newsletter Emailer that simply gives you brief instructions on how it works:

Subscribers

Here you can add new subscribers or select and delete existing subscribers:

Add a subscnber Delete a subscriber

Email Email

info@parishcouncil.net[=]

¥ Delete

Compose Email

Here you can write the emails that will be sent out td @gistered recipients. You will need to add a SUBJECT for
GKS SYIFAtX Fft2y3a gAGK | a9{{!' D9 06adzOK | a a@rarid GKS
WOELFYLX SQ +Att13S bSsat SGGSNX SGOd0 o

Once you go to th&€€omposescreen, you will have a choice of writing the newsletter aBLaAIN TEXmewsletter

(chosen by default), which RECOMMENDEDBY the Government Office of the-€abinet for Parish Councils, but
you may want to select to write HTML emails. Click on HTMiritay up the options if this is what you have chosen
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