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Introduction

A Content Management System (CMS) is a program within your web site which allows

Administrators to edit and alter the content on web pages.

Accessing the CMS

The Administrator must firstly log in to access Login

the Content Management System (CMS) of the username ||
web site. Password [ ]
Note: If you have not already been given login Login

details please contact MiClub on 08 9444 5300. Forgotten your password?
Once logged on, navigate to the page you wish Meed help logging on?

to update or add content to by using the web

site menus.

Adding Content e let i e e L en e )

Weddings 4 "
1. Click the Update this content button located ErTTTTE
at the top or the bottom of the web page.
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Display Content Managed Pages ?
Page Identifier Last Change Cuivently Live
10 4 days age true Praview

Back to ., fmembers/

2. Click the Add link to enter content onto the empty CMS page. Here you will see a blank page
where you are able to type text and insert graphics and files. There is also a formatting toolbar very

similar to other text editing programs.

HOME S TALLWOODS S GOLE A HOLIDAYTE | MEMEERSHIP [ GOLF CENTRE | CORPORATE | LOCATION | CONTACT

Update Pags

O S aY OFEH@E -l 2 o
A E® o e ¢+ @D EF 3 N IEE |8 E
o M| Tey o oPaespaph » FortMame = sze | B i U A D

Far more mformation in regards to anythang you have ssen an aur sits, conbact us | TOusensll

or our datasls balaw. OF Gl in our anguiry form ToO yellcw
Address: T darkalg]
Tallwoods Golf & Country Club - PO Box 155, Black Head Raad, Halidays Point

T lightolive

NSW 2430

Phone: Phone: Phone:

Admnenistration Freacall; 1300 135 456 Proi+61 {02) 6559 3366
+51 (02} 4557 3594 Fax: +61 (02) 4557 3577 FPax: +&1 (02) &557 1574
Fax: +61 (02 7 Email: Email:

3538 holidayitallwoods com. gy proshop@tallwopdsgalf.com
E il :

infoiltallwondsgolf, com

3. Type in text or alternatively copy and paste text from other text editing programs such as

Microsoft Word®. This is recommended if using tables for more complex page formatting.
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4. After typing your page press the Save button.

Back
5. To make the page visible on the Internet click e

on the Preview link and press the button “Make

this page visible on the Intranet?”. Your page is

now Live! Make thiz page visible on the infermet?

Note: In preview mode you are able to set pages
to:

* true (visible on the Internet) or,

= false (not visible on the Internet).
You can add many pages for archiving purposes
but only one page can be set to true (visible on

the Internet).
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Changing Text Colour
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1. Highlight the text on the page with your [ [
s page Wity EEEEEEEN
! =

To change the colour of text, navigate to the

CMS page by clicking the Update link. B

. . . |

mouse and click on the text colour icon in EEEEENR |

the toolbar. ' ETEEENER I?

2. Choose a colour from the default palette or Ci e

select More Colors... to choose another
colour.

3. Click Add to Custom Colours to save the
colour selected. This will be saved to the
main colour palette for quick access.

4. Press OK.

Adding Images

1. Click the Update this content button

located at the top or the bottom of the web Breview belote

page. Click on Update link. A
2. Position cursor on the page where you
would like the image.
3. Click the Image icon located in the toolbar. Y | = e TR | D
< 3 =5 = = E

4. Click on the Folder “— icon to Browse
) ) ‘gragraph = Font Ma * Size =
your computer for the image you wish to

upload. .
5. Click Upload button once the image has = ! o
Titla: | Sracineg!
been selected. Aok ] 3 S
6. The image will be added to a list on this L | - "'
Wikh: i Left; pis
page. Note: This may take a few seconds ., — . }ﬂ| S
depending on the SiZe Of the image. | Losem ipum dolor st amet, consstetur shodipscing e, sed dism
QI BT gl gt ut Labeors ok dos T Sl
7. Click on the image name to select it, then Syt g s

Logergsm igrsam dhodow S it

click OK and then Insert. The image will
now appear on the page. _conce | rsert |
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7§ Asset manager -- Web Page Dialog — —|oj x|

EEERERREERR

e

Juploadwysheyg/al 2th.jpg C']_ic:k on the file name to
insert onto the page.

uposdrie [ _Browse. | _upload |

8. Press Save to update your page.
Uplozd a file Save | ack |
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Tips:

*  Always resize large images before uploading them to reduce the loading time of your page. For
example: Do not upload large photos directly from a digital camera.

= Take notice of file sizes. Compressing word documents to .pdfs and resizing images with an
image editor before inserting into the document will decrease file size. This will be beneficial to
members and guests downloading files from the web site and general browsing.

= Take notice of your file types and size. Limit your file types to .gif (usually illustrations or clip
art), .jpg or .jpeg (usually photos). If you are trying to upload a .wmf (Windows Media File)
with no success, rename the file extension (eg. .wmf) to .gif.

= Be sure to position your cursor on the page before uploading.

Adding Links:

Insert a link on the page to open files such as

.pdfs or .docs. ?

1. Click the Update this content button
located at the top or the bottom of the Preview Delste
web page. Click on Update link. S

2. Position cursor on the page where you
would like the link.

3. Click the Hyperlink icon located in the o o
toolbar and then choose the Folder = =

d icon. 2k

4. Click Browse to select your document x|
(i.e. pdf or doc) from your computer. il s | =l

5. Click Upload button once the file has Fvit‘y J| | j
been selected. TS |

6. The file will be added to a list on this _eancal | sent |

page. This may take a few seconds.
7. Click on the file name shown in the list

and then click OK.
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8. Click the Imsert button and the link
will be automatically inserted into your e Back
page.

9. Edit the link name by highlighting the

link and typing the preferred link name.

10. Press Save to update your page.

Tips: * To make the linked file open in a new
browser window place your cursor on the
o
il link and click the Hyperlink icon located in
= the toolbar.
= F
okl | Choose a target and click OK or Apply.
@ Sowce: [ =] liuplosd vy sanrgisingle Entry Payme| |3 e Self — the file loads in the same
£ Bodkek | =l browser window.
s = Blank — the file loads i
° ank — the file loads 1n a new
&- browser window.
cancel | insert |

e Parent — the file loads in the

same browser window.

= Try to keep file sizes to a minimum (no more than 1.5MB). Compressing word documents to
.pdfs before inserting into the CMS will decrease file size. This will be beneficial to members
and guests downloading files from the web site and general browsing.

= Be sure to position your cursor on the page before uploading.
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Tips Continued

Paste from MS Word

If you design your web page using MS | R & B/ | M@ B O

Word we advise that you first paste the : e ‘| |
contents into “Paste from Word — Web 1 . e % -
page dialog” as shown below. l 2 F{?afigaqu“ ﬁdnl*ﬂame

Press the “Paste from word” icon as shown
in the red circle and the dialog pop up will
open. Paste (Ctrl +V) the contents of your
Word file here. This ensures that code from
Word does not corrupt the format within
the webpage.

, a Paste From Word -- Web Page Dialog ﬂ
Paste Word content here (CTRL-Y)

Paste Word text in here.,

L *

' cancel | ok

| |htt|:|:,f,fl:lemn.mitluh.tnm.au!wysiwy |ﬂ Trusted sites 7
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Page Layouts

Tables

A page can be designed more creatively by using

tables. Click on the Table icon located in the toolbar

and choose the number of columns and rows required.
The table will immediately be inserted onto the page.
Insert text, links and images into the table cells.

Click Save at the bottom of the page.

Updatn Page

[ 1

B0 d@EnyYy OFWER -8 x o
* i) o v Gl E X 3 B |JE E |SE K¢
i BT » Parayaph v Fonllsms = Size O - JO S W

ProShe ip

Note: To Edit the table settings click
on the Edit Table/Cell icon located in
the toolbar.

=

&

&

g [H

Change properties such as:
e Border colour and size
o Table size
e Delete or add rows and

columns
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Aligning Text Within a Table

For example, to align text to the top of the cell:

1. Choose the Edit Table/Cell icon
Select Edit Cell

Choose the Properties tab

Change the Text Alignment to Top
Click OK or Apply

A

AutoFit  Properties  Style

Left B Flighd; P

rod 5ok =

Tips:

A good page layout = CONSISTENCY. Make all

headings on the page the same or similar in colour.
Bold headings to make them prominent and change
the font size slightly if using two or more headings.

Keep font style and colours similar throughout the

page.

Remove styles from text by clicking on the

Remove Formatting icon located in the toolbar.

Paragraphs and Line Breaks Tips:

To keep a paragraph together without a line space,
hold the Shift key and Enter key down at the
same time to place the cursor on the next line.

For a new paragraph with a line break, just press

the Enter key.

Heading 1
Heading 2

Heading 3

i

d

g [

Rk

it Mame T Size b
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Resizing Digital Images

The best way to resize a digital image is by locating and using an imaging software package that
you may have on your computer. Most software packages are supplied with hardware that is
connected to your machine such as a printer or scanner.
To change the size of your images so they can be used on your web pages, take the following
steps.
1. Open the program on your computer that allows image editing.
2. Open the image file you wish to alter.
3. Search the drop down menu’s for an option to change the image size.
4. Adjust size accordingly and do a “save as” to save new file in .jpeg format.
If you do not have a third party software package on you machine then you can use the Microsoft
® Paint application. To change the size of your images take the following steps.

1. Open the program “Paint”

2. Click on Image and ‘Attributes’ from the drop down menu
- =B

Fiie_éa\t _'\;IEW I‘mage CU".D: Help

File last saved: 10/05/2004 11:41 AM
Size on disk: 46,990 bytes
Resolution: 724 72 dots perinch

Widh: [17.64 | Heig 888 |
Units
O Inches @ Cm ) Pixels

Colors
) Black and white (=) Colors

a IEEEEEEEEEEEEE
SN e | [

For Help, click Help Topics on the Help Menu.

wm ] slectronic newsletter. . I ] Email - Microsoft Word I B resieing digital images...

T @ 102 an
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Note the image size in cm’s and then cancel out of the window

4. Click on Image and ‘Stretch/Skew’ from the drop down menu

5. Change the stretch horizontal and vertical percentages to the size required, ie: if the
original picture size was 10 x 7 cm then by changing the stretch horizontal and vertical

percentage to 50% you will create a 5 x 3 cm image.

T E B

Stratch
+—

D Horizontal: 4
DI Vertical

Skew
+—

i Horizontat 0 Degrees
ﬁl YWertical D Degiees

15 I 5 I
T WS

For Help, click Help Topics on the Help Menu.

mm ) electronic newsletter.., | BT Emai - Mevosoft Word | B resiing digial imges. .

B % L 10:55 AM
| EO'HAe

6. Click on File and ‘Save as’ to save new file in .jpeg format.
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