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INTRODUCTION 

The ParishCouncil.net Site Administration Section (SAS) has been designed to allow you to amend and edit selected 

ǇŀǊǘǎ ƻŦ ȅƻǳǊ ǿŜōǎƛǘŜ ǿƛǘƘƻǳǘ ƘŀǾƛƴƎ ǘƻ ƭŜŀǊƴ ǿŜōǎƛǘŜ ΨŎƻŘƛƴƎΩ ƻǊ ƻǘƘŜǊ ŎƻƳǇƭŜȄ ǘŜŎƘƴƛŎŀƭ ƻǇŜǊŀǘƛƻƴǎΦ Lƴ ŀŘŘƛǘƛƻƴΣ 

the SAS is secure, and will not let anyone else edit your website without your consent. You can navigate around the 

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

you to the Customer Service / Update Request Tool pages): 

 

 

 

²ƘŜǊŜ ȅƻǳ ǎŜŜ ǘƘŜ ǊŜŘ ΨǎǇŀƴƴŜǊΩ ǎȅƳōƻƭΣ ƛǘ ƳŜŀƴǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ǎŜǘǘƛƴƎǎ ŦƻǊ ǘƘŀǘ ǇŀǊǘƛŎǳƭŀǊ ǎŜŎǘƛƻƴ ōȅ 

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 admin key in the bottom-right 

of your website home page and entering your username and password: 

 

 
Username: [refer to site administrator] 

Password: [refer to site administrator] 

 

This will load the start screen: 
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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 the Additional features 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 OF EVENTS 

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

¶ Calendar (Standard Feature) 

¶ Village Hall Events Calendar (Additional Feature) 

¶ Calendar Xtra (Additional Feature) 

 

Standard Calendar 

By clicking on CALENDAR at the top of the screen you start the online calendar program. You will see a loading 

screen. This screen will appear whenever you go to load the different site features and applications.  

 

 

  

 

You will then be taken to the main calendar screen. This screen tells you how many Events there are in the 

database. This calendar has 22 events listed. You are also presented with two options. You may add a new event, 

View / Edit Events (to edit or delete).  

IMPORTANT ς The Calendar is only for listing events that are happening in the village or local area. For Council 

meetings, click on the Meetings button at the top of the page.  
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Adding a New Event 

/ƭƛŎƪ ƻƴ Ψ!ŘŘ 9ǾŜƴǘΩΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ōǊƛƴƎ ǳǇ ǘƘŜ following screen: 

   

Complete all the details of the Event, including a title, and press Add EventΦ Ψ9ǾŜƴǘ [ŜƴƎǘƘΩ ƛǎ ǳǎŜŘ ǿƘŜƴ ȅƻǳǊ ŜǾŜƴǘ 

lasts more than one day (e.g. a village fete etc.), and you can also add a start time if applicable (just click in the 

TIME box to bring up a pop-up time-selector). ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƘƻƻǎŜ ǘƻ ŀŘŘ ŀƴ Ψ9ƴŘ ¢ƛƳŜΩ ǘƻ ȅƻǳǊ ƭƛǎǘƛƴƎǎΦ CƻǊ ŘŜǘŀƛƭǎ 

ƻŦ Ƙƻǿ ǘƻ ŀŘŘ Ψ9ƴŘ ¢ƛƳŜǎΩ ǘƻ 9ǾŜƴǘǎ ŀƴŘ aŜŜǘƛƴƎǎΣ ǊŜŦŜǊ ǘƻ ǘƘŜ ΨManage Site SettingsΩ ǎŜŎǘƛƻƴΦ 

 

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

 

 

 

Click on Save Event to continue, Edit if you have made a mistake that you want to correct, or Cancel Add to cancel 

the adding of a new meeting / Event. 
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You will then receive confirmation that your event has been added, and you may proceed 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.). 

Where it ǎŀȅǎ Ψ9ǾŜƴǘ wŜƻŎŎǳǊǎΩΣ ŎƘƻƻǎŜ ŦǊƻƳ ǘƘŜ ƻǇǘƛƻƴǎΥ 

¶ Reoccurs Weekly (i.e. the same day of the week) 

¶ Reoccurs Monthly (i.e. the same calendar day of the month) 

¶ Reoccurs on the (i.e. the same day of the month) 

For events that occur on the same weekday or calendar day each, you set the number of weeks/months that you 

want it to reoccur: 

 

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

 

It is really important that when you have reoccurring events the start date is correct. As with non- reoccurring 

events, you will be asked to confirm the addition before it is saved: 

 

 

Editing an Existing Event 

This is very similar to adding a new event. Click on VIEW / EDIT EVENTS. You will then get a list of all the events in 

your database shown 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. Please note that there is no need to go back and delete old events, as the database automatically archives 

them for you. 
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Click on EDIT to edit an event. Then follow the onscreen instructions as with adding an event. Events will show up 

as blue squares on the live website immediately. 

 

Deleting an Existing Event 

To delete an existing event, follow the instructions above to view/ edit, and ŜƛǘƘŜǊ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ5ŜƭŜǘŜΩ ōǳǘǘƻƴ 

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) and click on DELETE EVENT at the bottom of the editing screen. 
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VILLAGE HALL EVENTS (Additional 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 drop-menu to choose which one the event is for. 

 

Adding / Editing an Event 

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

 

 

 

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): 

 

 

 

You ŀŘŘ κ ǊŜƳƻǾŜ ǘƘŜ ΨIŀƭƭΩ ŜƭŜƳŜƴǘ ŦǊƻƳ ŀƴȅ ŜǾŜƴǘ ōȅ editing it in the normal way for the Standard Calendar 
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CALENDAR XTRA (Additional Feature) 

Calendar Xtra is a series of additional plug-ins for the Calendar application which include: 

¶ Events Xtra ς where you can add additional content and details to certain calendar events; 

¶ Featured Events ς 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 Xtra additional 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. These events will 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: 

 

 

 

You can add or edit events in the same ǿŀȅ ŀǎ ǘƘŜ {ǘŀƴŘŀǊŘ /ŀƭŜƴŘŀǊΣ ōǳǘ ōȅ ǘƛŎƪƛƴƎ ǘƘŜ Ψ9ǾŜƴǘǎ 9ȄǘǊŀΩ ōǳǘǘƻƴ ǘƘŜ 

new editing box will appear: 
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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 will have a different coloured background too. 

 

 

 

COUNCILLORS 

You can add or amend your Councillors details at will. To do so, click on Councillors at the top of the screen. This 

will give you the options to add a new councillor, or edit or delete an existing councillor entry. Also, if your 

Councillors are in separate Committees or represent different Wards in your Parish area, you can edit the list of 

Committees and Wards that are shown both in the SAS and the live website: 

 

  

 

Adding a Councillor 

Click on ADD COUNCILLOR and ŎƻƳǇƭŜǘŜ ǘƘŜ /ƻǳƴŎƛƭƭƻǊΩǎ ŘŜǘŀƛƭǎΦ ¸ƻǳ Ƴǳǎǘ ŜƴǘŜǊ ǘƘŜ /ƻǳƴŎƛƭƭƻǊΩǎ ŦƛǊǎǘƴŀƳŜΣ 

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), their Position within the Council (i.e. Chairman, Vice-Chairman 

ς or you can leave blank if juǎǘ ŀ ǎǘŀƴŘŀǊŘ /ƻǳƴŎƛƭƭƻǊύΣ ŀƴŘ ŜƳŀƛƭ όƛŦ ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘ ǘƘŜ /ƻǳƴŎƛƭƭƻǊΩǎ ǇŜǊǎƻƴŀƭ 

ŀŘŘǊŜǎǎ ǎƘƻǿƴΣ ȅƻǳ Ŏŀƴ Ƨǳǎǘ ƛƴǇǳǘ ǘƘŜ ŎƭŜǊƪΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΣ ŀƴŘ ǘƘŜ ƭƛǾŜ ǎƛǘŜ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǎŜǘ ŀƴ ŜƳŀƛƭ ǎǳōƧŜŎǘ 

that this the email is for that Councillor. 

NOTE ς The system 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 Vice-Chair) simply add a space before their surname (as a space comes before 

letters in alpha-numeric order). To 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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You will note that there is a list of OPTIONAL DETAILS with tick-boxes. Clicking on one of these will bring up a text-

box for you to complete. All ticked details will also show up on the live site. 

The WARD and COMMITTEES must be selected using the drop-menu (which is filled in depending on what you have 

added to the Wards and Committees lists ς see below). With COMMITTEES, simply select the committee and it will 

appear in the text-box below. For more than one committee, just select again and it will appear below the first one. 

Do not edit in the text-box itself, as the system needs the committees to be spelt exactly right to be able search on 

the live site. ADDRESS, TELEPHONE and RESUME are standard text boxes to complete. 

To add a PHOTO, left-click your mouse into the photo text-ōƻȄ όǿƘŜǊŜ ƛǎ ǎŀȅǎ ΨŎƻƳƛƴƎψǎƻƻƴΦƧǇƎΩύ ŀƴŘ ŀ ǇƻǇ-up 

window inviting you to upload a photo will appear: 

 

 

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) and must be no bigger than 200px wide. Once it has been uploaded, 

click on SAVE PHOTO to save it tƻ ǘƘŜ /ƻǳƴŎƛƭƭƻǊΩǎ ŘŜǘŀƛƭǎΥ 

 

 

 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŀŘŘŜŘ ŀƭƭ ǘƘŜ ǊŜǉǳƛǊŜŘ /ƻǳƴŎƛƭƭƻǊΩǎ ŘŜǘŀƛƭǎ ŀƴŘ ǇǊŜǎǎŜŘ ADD COUNCILLOR, you will be asked to 

confirm the addition before proceeding. 

 



 

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

Editing / Deleting a Councillor 

Clicking on View / Edit Councillors brings up the list of added Councillors. Click on Edit to edit or delete the 

Councillor: 

 

This will bring up the main editing screen, which is very similar to the add screen: 
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Make the changes the same way as you would when adding a councillor, and you can clear the committee list by 

ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ/ƭŜŀǊ /ƻƳƳƛǘǘŜŜǎΩ ōǳǘǘƻƴΦ [ŜŦǘ-click in the WARD box or the PHOTO box to bring up small pop-ups 

which give you instructions on how to add this information. 

At the bottom of the screen you will have an option to Make or Cancel the changes or to DELETE ǘƘŜ /ƻǳƴŎƛƭƭƻǊΩǎ 

details. Please note that once deleted the details cannot be recovered. 
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Managing Committees / Wards 

! ǳǎŜŦǳƭ ǇŀǊǘ ƻŦ ǘƘŜ /ƻǳƴŎƛƭƭƻǊǎΩ 5Ŝǘŀƛƭǎ ǘƻƻƭ ƛǎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ǎŜŀǊŎƘ ŀƴŘ ƭƛǎǘ /ƻǳƴŎƛƭƭƻǊǎ ōȅ Ward or Committee (as 

applicable). The initial list of committees will be created for you by us during the website development phase, but 

you can add and edit Committees by clicking on MANAGE COMMITTEES / WARDS at the top of the screen. Here, 

you can choose whether your website shows Wards or Committees at all (in practice you will very rarely need to 

ŎƘŀƴƎŜ ǘƘƛǎΣ ōǳǘ ǘƻ Řƻ ǎƻΣ ǘƛŎƪ ƻƴ ǳƴǘƛŎƪ ǘƘŜ ōƻȄ ŀƴŘ ǇǊŜǎǎ ΨҌ /I!bD9 {9¢¢LbD{Ωύ. To change the list of Wards of 

/ƻƳƳƛǘǘŜŜǎΣ ŎƭƛŎƪ ƻƴ ŜƛǘƘŜǊ ΨCOMMITTEE EDITORΩ ƻǊ ΨWARD EDITORΩΦ 

 

  

 
Click on ADD WARD or COMMITTEE to add a new entry, or VIEW / EDIT WARD or COMMITTEE to view, edit or 
delete wards. The editing and adding of wards and committees uses the same process: 
 
Simply type the name of the new Ward or Committee and press SAVE, e.g.: 
 

 
 
NOTE ς ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƴƻǘ ŀƭƭƻǿ ŎŜǊǘŀƛƴ ŎƘŀǊŀŎǘŜǊǎ ƛƴ ǘƘŜ ²ŀǊŘ ƴŀƳŜΣ ǎǳŎƘ ŀǎ ΨϧΩΦ IƻǿŜǾŜǊΣ ƛǘ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 
ŎƻƴǾŜǊǘ ǘƘƛǎ ǘƻ ΨŀƴŘΩ ŦƻǊ ȅƻǳΦ 
 
NOTE ς Please take care when editing or deleting Ward and Committee types, as the system does not automatically 
cross-ǊŜŦŜǊŜƴŎŜ ǘƻ ŜȄƛǎǘƛƴƎ /ƻǳƴŎƛƭƭƻǊǎΩ ŘŜǘŀƛƭǎΣ ǎƻ ƛǘ ŎƻǳƭŘ ǊŜǎǳƭǘ ƛƴ ǘƘŜƳ ƴƻǘ ŀǇǇŜŀǊƛƴƎ ƛƴ ŀƴȅ ǎŜŀǊŎƘŜǎ ƻƴ ǘƘŜ ƭƛǾŜ 
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 all Councillors 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 else that the Council publishes other than Minutes and Agendas ς these are 

uploading using the Meetings tool as described later in this User Guide.  

9ŀŎƘ ΨǎŜŎǘƛƻƴΩ ƻŦ ǘƘŜ ǎƛǘŜ Ƙŀǎ ƛǘǎ ƻǿƴ FOLDER. These main folders have been hard-coded by us, and are required to 

make the site work correctly. Therefore, please do not delete these first folders! Generally they are:  

¶ PUBLIC > (Document Archive) 

¶ PUBLIC > NEWSLETTERS (Newsletter Section) 

¶ PUBLIC > STATUTORY DOCUMENTS (Statutory Documents) 

You may also have a first folder called PRIVATE for secure access areas. 

¢ƘŜ ŘƻŎǳƳŜƴǘ ŀǊŎƘƛǾŜ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ΨǳǇƭƻŀŘΩ ŘƻŎǳƳŜƴǘǎ ƻŦ ŀƴȅ ǘȅǇŜ ǘƻ ȅƻǳǊ ǿŜōǎƛǘŜ ŦƻǊ ǾƛǎƛǘƻǊǎ ǘƻ ǊŜŀŘ ƻǊ ŜǾŜƴ 

print off. It is an ideal application for storing and publishing electronic versions 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 computer ς with a list of folders, and documents, 

ƻǊ ΨŦƛƭŜǎΩ ŀǾŀƛƭŀble in those folders. 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 on DOCUMENTS at the top of the screen you start the online document archive program. You will see 

the following screen: 

 

  

 

 

 

 

 

These are the Folders, or 
óDirectoriesô 

These buttons allow you 
to control the folders and 
files  

This allows you to create 
new folders  



 

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

CREATING A NEW FOLDER / DIRECTORY 

Type the name of your intended directory / folder in the box and click on CREATE. This will create a folder at the 

ǎŀƳŜ ΨƭŜǾŜƭΩ ƻŦ ǘƘŜ ŦƻƭŘŜǊǎ ƻǊ ŦƛƭŜǎ ǎƘƻǿƴ ǳƴŘŜǊƴŜŀǘƘΦ 

 

 

 

Uploading Documents 

Click on UPLOAD to bring up the following screen: 

 

You must select documents from your computer to upload to the website. To do this, click on BROWSE and select 

the correct document. Then click on UPLOAD to upload them. You may upload up to 5 documents at a time, though 

note that the larger, or greater quantity of documents that you upload will take more time. Please 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 on the DELETE 

button.  

 

 

 

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

 

 

 

If you are sure you want to delete the document, click OK. To cancel the delete at this point, click CANCEL. Once 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 you want 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): 

 

This screen lets you both move and / or rename the document 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 folder-tree for that file / folder. When you click on SAVE CHANGES, the item will be 

moved to the folder you are currently in, which is shown in the red title-bar next to MOVE. Here we are moving the 

item from /Public/Statutory Documents to /Public 

 

 

RENAMING 

Enter the new name for the document (NOTE ς no ǇǳƴŎǘǳŀǘƛƻƴ ǇŜǊƳƛǘǘŜŘΣ ǎǳŎƘ ŀǎ ΨϧΩ) and press SAVE CHANGES. 
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LINKS 

Click on LINKS to start the Links Editor. You can click on ADD LINK or VIEW / EDIT LINKS to bring up the list of 

existing links: 

  

 

 

Links shown with the red tick under SHOW will be shown 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 enter the NAME (where each link is displayed in 

alphabetical order); the LINK, a short DESCRIPTION of the link / website that you are linking to, and finally a small 

thumbnail IMAGE / LOGO of the website.  

Important ς this image must be small ς no larger than 120px wide. Left-click in the THUMBNAIL box to bring up 

the image uploader. 

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

 

 

Local / National Links  

By clicking on the red SETTINGS SPANNER in the top-right 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 each link 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 on MEETINGS at the top of the screen and starting the Meetings, Minutes & Agendas editor, you will see 

the following: 

 

 

 

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 meetings as well as download any associated documents at the same time. You can also edit MEETING 

TYPES (more below), which are used both in the SAS and the live site to search for specific meetings. 

  

Adding a New Meeting 

/ƭƛŎƪ ƻƴ Ψ!ŘŘ MeetingΩΣ ŀƴŘ ȅƻǳ ǿƛƭƭ bring up the following screen: 
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Enter the date and select the MEETING TITLE (this is set using the MEETING TYPES EDITOR below). The default 

Parish Council Meeting will show up first. Next add the VENUE/TIME/DETAILS.  

To upload an agenda or minutes left-click your mouse into the AGENDA or MINUTES text-boxes to bring up the 

uploader pop-up (NOTE ς Please make sure that your browser allows pop-ups for this feature to work): 

 

Follow the on-screen instructions to upload the Agenda, including clicking on SAVE FILE once it has been 

successfully uploaded. NOTE ς You should not attempt to upload large documents using this system ς please 

ensure that they are no larger than 1MB. 

 

 

 

If you have the Village Hall additional feature selected, you can also tick a box to say that the meeting will be held 

in the village hall on that date (so other people cannot book it). 

 

 

CƛƴŀƭƭȅΣ ŎƭƛŎƪ ƻƴ ΨADD MEETINGΩ ǘƻ ǎŀǾŜ ƛǘ ǘƻ ǘƘŜ ŘŀǘŀōŀǎŜΦ ¢ƘŜ ƳŜŜǘƛƴƎ ǿƛƭƭ ǘƘŜƴ ōŜ ŀŘŘŜŘ ōƻǘƘ ǘƻ ǘƘŜ ŎŀƭŜƴŘŀǊ ƻƴ 

the front-page of the website, the calendar 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 Events Calendar, 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.). 

²ƘŜǊŜ ƛǘ ǎŀȅǎ ΨaŜŜǘƛƴƎ wŜƻŎŎǳǊǎΩΣ ŎƘƻƻǎŜ ŦǊƻƳ ǘƘŜ ƻǇǘƛƻƴǎΥ 

¶ Reoccurs Weekly (i.e. the same day of the week) 

¶ Reoccurs Monthly (i.e. the same calendar day of the month) 

¶ Reoccurs on the (i.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: 
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For meetings reoccurring on a given day of the month (such as second Monday of the month), you have more 

options: 

 

It is really important that when you have reoccurring meetings the start date is correct. As with non-reoccurring 

meetings, you will be asked to confirm the addition before it is saved: 

  

 

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 on VIEW / EDIT MEETINGS. You will then get a list of all the meetings in your database: 

  

 

Click on EDIT to edit a meeting. You can see from the ticks and crosses which Meetings have Agendas and Minutes 

available to download from the live website. Once you click on EDIT, follow the onscreen instructions as with 

adding a meeting. Meetings will show up on the live website immediately. 
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Deleting an Existing Meeting 

To delete an existing Meeting, follow the instructions above to EDIT, and click on DELETE at the bottom of the 

editing screen.  

IMPORTANT ς 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 meeting entry. By 

default this feature is turned off, but to turn it on, click on the settings spanner icon in the top-right of the SAS 

screen when in the Meetings editor: 

 

¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ ǘƘŜ ƳŀǎǘŜǊ ǎŜǘǘƛƴƎǎ ǇŀƎŜΣ ŀƴŘ ŦǊƻƳ ƘŜǊŜ ȅƻǳ Ƨǳǎǘ ǘƛŎƪ ǘƘŜ ΨwŜǇƻǊǘǎΩ box and click the SAVE 

SETTINGS button: 

 

 

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.  

 

Click this to access the Meeting Type Editor: 
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Adding and View/Edit bring up very similar screens: 

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

 

NOTE ς ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƴƻǘ ŀƭƭƻǿ ŎŜǊǘŀƛƴ ŎƘŀǊŀŎǘŜǊǎ ƛƴ ǘƘŜ aŜŜǘƛƴƎ ¢ȅǇŜ ƴŀƳŜΣ ǎǳŎƘ ŀǎ ΨϧΩΦ IƻǿŜǾŜǊΣ ƛǘ ǿƛƭƭ 
ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎƻƴǾŜǊǘ ǘƘƛǎ ǘƻ ΨŀƴŘΩ ŦƻǊ ȅƻǳΦ 
 
NOTE ς 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 any searches 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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NEWS EDITOR 

The opening News editor screen tells you how many articles are in the database. You can choose to ADD a new 

article or VIEW / EDIT existing articles. You can delete existing articles using the VIEW / EDIT function: 

 

 

 

  

Adding New Articles 

Click on ADD to bring up the new article screen: 
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To add the date of the article, left-click your mouse in the DATE box. This will open a pop-up calendar, and you 

simply have to click on the day to add it to the news story. This is required as the live site orders articles by date, 

and require the correct format to search from: 

 

Next you will have to enter the HEADING for the news story. The content in INTRODUCTION ǿƛƭƭ ŦƻǊƳ ŀ ΨǘŀǎǘŜǊΩ ƻŦ 

the news article on the main news page. Therefore, do not enter the 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 

INTRODUCTION to FULL STORY and complete the rest of the news article. If you want to paste text into the 

INTRODUCTION or the FULL STORY section, we very strongly recommend that you use the PASTE AS PLAIN TEXT 

option by clicking into the editing box and pressing this button: 

 

FULL STORY uses our new WYSIWYG (which stands for What You See Is What You Get) editor. See the end of this 

manual for instructions on how to use the WYSIWYG editor. 

Once you have completed the article to your satisfaction, make sure that the SHOW ARTICLE tick-box is ticked, and 

click on ADD ARTICLE. This will publish it. If you do not want the article to be displayed straight away, untick the 

SHOW THIS ARTICLE box. 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 shown on the site. To 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: 

 

 

 

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 your website, but you can turn it on by clicking on the settings 

spanner icon in the top-right of the SAS screen when in the Meetings editor: 
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This will bring up the master settings page, and from here you just tick the NEWS HEADLINE THUMBNAILS box and 

click the SAVE SETTINGS button: 

 

 

Now, go back to the News editor, and thumbnails will be an option just below the article title. By default the 

thumbnail will be set as a News/RSS icon, but if you left-click your mouse into the THUMBNAIL box the following 

pop-up will appear and allow you to add the image. Please make sure you follow the on-screen instructions, and do 

not try to upload an image bigger than 100px wide: 
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PAGE EDITOR 

The Page Editor is 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 specific FEATURE associated with it όŜΦƎΦ ǘƘŜ /ŀƭŜƴŘŀǊΣ [ƻŎŀƭ 5ƛǊŜŎǘƻǊȅ ƻǊ /ƻǳƴŎƛƭƭƻǊǎΩ 5Ŝǘŀƛƭǎύ ǘƘŜ ŎƻƴǘŜƴǘ ƻŦ 

these sections are all edited using their dedicated sections in the SAS (either in the main navigation if a standard 

ŦŜŀǘǳǊŜΣ ƻǊ ǳƴŘŜǊ Ψ!ŘŘƛǘƛƻƴŀƭ CŜŀǘǳǊŜǎΩ ƛŦ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ŦŜŀǘǳǊe. However, the Page Editor is still used to move the 

pages into new orders, or to edit any introductory text that may be on that page.  

Pages on the website are split into TOP LEVEL PAGES (e.g. those that appear top on the live site menu such as 

ΨIƻƳŜ tŀƎŜΩ ƻǊ ΨtŀǊƛǎƘ /ƻǳƴŎƛƭΩύ ŀƴŘ SUB PAGESΣ ǎǳŎƘ ŀǎ [ƻŎŀƭ IƛǎǘƻǊȅ ƻǊ /ƻǳƴŎƛƭƭƻǊǎΩ 5ŜǘŀƛƭǎΦ ²ƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴ 

the Page Editor you get this as a start screen: 

 

 

 

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

Please note that you can only add new sub-pages. To add a new Top-Level page to the website, or to convert an 

existing Sub-Page to a Top-Level page, please use the Update Request Tool at www.admin.parishcouncil.net or click 

on the link on the page 

Click on Add Page to bring up the following screen: 

 

 

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

¶ FULL PAGE HEADING is the main title shown on the live website 

¶ MENU TITLE is the page name as shown in the website menu ς for this reason it is limited to just 24 

characters 

¶ PARENT PAGE is the TOP LEVEL PAGE under which this new will sit. Left-click in this box to bring up the list 

of Parent Pages. All TOP LEVEL PAGES are set to be Parent Pages, but if you want a new one, please contact 

us using the Online Update Request Tool. 

¶ PAGE ORDER sets the order that the pages will appear in, with 1 first and 9 last. Please only enter numbers 

here.  

http://www.admin.parishcouncil.net/
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¶ CONTENT allows 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. 

¶ SHOW PAGE lets 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): 
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/ƭƛŎƪƛƴƎ ƻƴ 95L¢ ōǊƛƴƎǎ ǳǇ ŀ ǎŎǊŜŜƴ ǾŜǊȅ ƳǳŎƘ ƭƛƪŜ ǘƘŜ Ψ!ŘŘ tŀƎŜΩ ǎŎǊŜŜƴΣ and lets you set whether the page is to be 

shown live or not. This is useful if, say, you have an event that occurs once a year, as you can simply archive the 

ǇŀƎŜ ŘŜǘŀƛƭƛƴƎ ǘƘŀǘ ŜǾŜƴǘ ōȅ ǳƴǘƛŎƪƛƴƎ ǘƘŜ Ψ{ƘƻǿΩ ōƻȄ ǳƴǘƛƭ ƛǘ ƛǎ ƴŜȄǘ ƴŜŜŘŜŘΦ 

You will note that sub-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, 

ȅƻǳ Ŏŀƴ ǳƴǘƛŎƪ ǘƘŜ ΨǎƘƻǿΩ ōƻȄ ǎƻ ǘƘŀǘ ǘƘŜ ǇŀƎŜ ŘƻŜǎ not appear on the live website: 

 

 

 

¢ƘƻǎŜ ǇŀƎŜǎ ǘƘŀǘ Řƻ ƴƻǘ ƘŀǾŜ ŀƴȅ ǘŜȄǘ ǘƻ ŜŘƛǘ ŀƴŘ ƘŀǾŜ ƻǘƘŜǊ ŀǎǎƻŎƛŀǘŜŘ ŜŘƛǘƻǊǎ όǎǳŎƘ ŀǎ /ƻǳƴŎƛƭƭƻǊǎΩ 5Ŝǘŀƛƭǎ ƻǊ 

Meetings and Minutes) will include a link to quickly access the content for those sections: 

 

 

 

 

Text Editor 

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 (such as Calendar Xtra, Directory Sponsored Entries, 

Online Contact Form etc.) may only exist as live-site features, or may be integrated into other buttons in the Site 

Admin Section.  

 

To start an application, click on the name from the list that appears. 
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A-Z OF SERVICES 

This feature works in two ways: 

1. It automatically indexes all pages on the website and lists them under the letter that the page description 

ǎǘŀǊǘǎ ǿƛǘƘ όŜΦƎΦ Ψ/Ω ŦƻǊ Ψ/ƻǳƴŎƛƭƭƻǊǎΩ 5ŜǘŀƛƭǎΩύΦ 

2. It lets you add new services that will show up alongside all the other pages on the site. 

 

Add a New Service 

All new pages are added automatically, so there is no need to do anything for these, but to add a new stand-alone 

service, click on ADD SERVICE and enter a title and description. 

 

If you want to paste text into the DESCRIPTION section, we very strongly recommend that you use the PASTE AS 

PLAIN TEXT option by clicking into the editing box and pressing this button, as 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 DELETE for the service that you want: 
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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. 

 

Adding a New Blog 

Adding a new blog brings up the following screen: 

 

 

 

You can choose to include a Response Form at the bottom of the blog (and the target email for the form will be the 

ŎƭŜǊƪΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎΣ ōǳǘ ǇƭŜŀǎŜ ŎƻƴǘŀŎǘ ǳǎ ǘƻ ŎƘŀƴƎŜ ǘƘƛǎύΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ōƭƻƎΣ ǇǊŜǎǎ Ψ!55 .[hDΩ 

and confirm the addition 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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{ƛƳǇƭȅ ŎƭƛŎƪ ƻƴ 95L¢ ǘƻ ŜŘƛǘ ŀ ōƭƻƎ ŀƴŘ 59[9¢9 ǘƻ ŘŜƭŜǘŜ ƛǘΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ǳƴǘƛŎƪ ǘƘŜ Ψ{Ih²Ω ōǳǘǘƻƴ ƛŦ ȅƻǳ want to 

hide the blog from view but not delete it.  

 

/I!Lwa!bΩ{ κ a!¸hwΩ{ w9thw¢{ 

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 refer to PCNET.Community Pages User Guide for 

more details. 

 

ONLINE CONSULTATIONS EDITOR 

This feature lets you hold online consultations that people can post responses to. The start screen tells you have 

many consultations you have in the database and gives you the option to add a new consultation or edit / view 

existing consultations: 
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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 box, and state whether you want to include a response form (the email address is set by 

ŘŜŦŀǳƭǘ ǘƻ ǘƘŜ ŎƭŜǊƪΩǎ ŜƳŀƛƭΣ ōǳǘ ȅƻǳ Ŏŀƴ ŎƻƴǘŀŎǘ ǳǎ ǘƻ ŎƘŀƴƎŜ ǘƘƛǎ ǳǎƛƴƎ ǘƘŜ ¦ǇŘŀǘŜ wŜǉǳŜǎǘ ¢ƻƻƭ ŀǘ 

www.admin.parishcouncil.net). Finally, SHOW CONSULTATION sets whether the consultation is live on the site or 

ƴƻǘΦ ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƻƴŦƛǊƳ ǘƘŜ ŀŘŘƛǘƛƻƴ ŀŦǘŜǊ ǇǊŜǎǎƛƴƎ Ψ!55 /hb{¦[¢!¢LhbΩΦ 

 

 

Editing a Consultation 
The Edit Consultation screen is the same as the Add Consultation screen, except that you have an additional box in 

which you can include updates or responses received to date.  

  

http://www.admin.parishcouncil.net/
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DIRECTORY 

By clicking on DIRECTORY at the top of the screen you start the Local Directory services program. You will see the 

following screen: 

  

 

You can either choose to ADD a new entry, or EDIT / DELETE existing ones, or manage the directory categories.  

 

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 click ADD ENTRY to add it to the database. 

  

 

Once you press SUBMIT, you will get a confirmation page. 
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Editing / Deleting an Existing Entry 

Click on VIEW / EDIT ENTRIES to bring up the full list. This page lets you edit or delete the entries, and shows the 

titles and category of each. All entries are listed alphabetically. 

 

 

Editing is done the same way as adding an entry. 

 

Category Editor 

Click on EDIT CATEGORIES to access the Category Editor: 

 

Adding and View/Edit bring up very similar screens: 

Simply add / change the category and save the changes: 

 

NOTE ς ¢ƘŜ ǎȅǎǘŜƳ ǿƛƭƭ ƴƻǘ ŀƭƭƻǿ ŎŜǊǘŀƛƴ ŎƘŀǊŀŎǘŜǊǎ ƛƴ ǘƘŜ /ŀǘŜƎƻǊȅ ƴŀƳŜΣ ǎǳŎƘ ŀǎ ΨϧΩΦ IƻǿŜǾŜǊΣ ƛǘ ǿƛƭƭ 
ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎƻƴǾŜǊǘ ǘƘƛǎ ǘƻ ΨŀƴŘΩ ŦƻǊ ȅƻǳΦ 
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NOTE ς Please take care when editing or deleting Categories, as the system does not automatically cross-reference 
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 Listings (Additional Feature) 

If you have subscribed to the Sponsored Listings Additional Feature, a new tick-box will appear when you add or 
edit Directory Listings. Simply tick this box to set the listing as a Sponsored Listing: 
 

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

 
 

 
Those listings set as Sponsored will then appear above all other 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 extended listing 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: 

 

 

 

Users can add their email addresses to the website so that you can email them when new things are available to 

see, or for updates and information about the Parish Council or village. You can also add users manually using the 

SAS.  

 

Info Page 

This is the first 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: 

 

 

Compose Email 

Here you can write the emails that will be sent out to all registered recipients. You will need to add a SUBJECT for 

ǘƘŜ ŜƳŀƛƭΣ ŀƭƻƴƎ ǿƛǘƘ ŀ a9{{!D9 όǎǳŎƘ ŀǎ άǾƛǎƛǘ ǘƘŜ ǿŜōǎƛǘŜ ǘƻ ǾƛŜǿ ŀƴŘ ŘƻǿƴƭƻŀŘ ǘƘŜ ƭŀǘŜǎǘ ǾŜǊǎƛƻƴ ƻŦ ǘƘŜ 

Ψ9ȄŀƳǇƭŜΩ ±ƛƭƭŀƎŜ bŜǿǎƭŜǘǘŜǊΧ ŜǘŎΦύΦ 

Once you go to the Compose screen, you will have a choice of writing the newsletter as a PLAIN TEXT newsletter 

(chosen by default), which is RECOMMENDED by the Government Office of the e-Cabinet for Parish Councils, but 

you may want to select to write HTML emails. Click on HTML to bring up the options if this is what you have chosen 






































































