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I. ADDING/DELETING USERS:   

An email address ƛǎ ǳǎŜŘ ŀǎ ŜŀŎƘ ǳǎŜǊΩǎ ǳƴƛǉǳŜ L5Φ  ²ƘŜƴ ŀ ƴŜǿ ǳǎŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ ŀŘŘŜŘ ǘƻ ǘƘŜ ǎƛǘŜΣ ŀƴ 

email  is sent to the new user with a link to the site where he/she is asked to create a new password and set 

up their family profile. 

A.   Adding NEW USERS ɀ one at a time (see next listing for multiple 

users.  You must be a manager to perform this function. ) 

Navigate to:  Administration|Administer Users 

1. !ŘŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƻŦ ƴŜǿ ǳǎŜǊ ǿƘŜǊŜ ƛƴŘƛŎŀǘŜŘ ǳƴŘŜǊ ǘƘŜ ōƻȄ ά!ŘŘ ŀ ¦ǎŜǊέ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

page. 

2. If the new user is a manager (somebody able to add/change/delete content such as the tennis, swim 

or  social chairs), then check the box to the right otherwise leave unchecked (most users will not be 

managers). 

 

 

To manage content on the site, a user 

must be a manager.  To set up a user 

as a site manager, check this box. 



 

 

 

B. Adding Multiple NEW USERS (For single new users, see previous 

listing.  You must be a manager to perform this function.)  
Navigate to:  Administration|Administer Users.   

Á At the bottom of tƘŜ ǇŀƎŜ ƛǎ ŀ ōƻȄ ǘƘŀǘ ǎŀȅǎ ά!ŘŘ ¦ǎŜǊέΦ  .ŜƴŜŀǘƘ ǘƘŀǘ ŎƭƛŎƪ ΨhereΩ to add 

multiple users and that will open the page below.)  The program is designed to extract email 

addresses from text that is pasted into the box so you may copy a word document with names, 

addresses and email addresses for you current members and paste into the box.   

Á /ƭƛŎƪ ΨFind UsersΩ ŀƴŘ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ŜȄǘǊŀŎǘ ŀƭƭ ǳƴǊŜƎƛǎǘŜǊŜŘ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΦ  

Á hƴŎŜ ǘƘŜȅ ƘŀǾŜ ōŜŜƴ ŜȄǘǊŀŎǘŜŘΣ ȅƻǳ Ƴŀȅ ŎƭƛŎƪ ΨAdd Users Ψ ŀƴŘ ǘƘŜȅ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ǘƘŜ ǎƛǘe and 

issued an email explaining how to set up their password and personal profile. 

 

Move to bottom of page:   

 

/ƭƛŎƪ ΨƘŜǊŜΩ 



 

 

C. Deleting or Changing Member Accounts  ɀ For User email addresses 

that are no longer valid  either because they are no longer with the 

club or have changed their email address.  Existing addresses 

cannot be changed so new accounts must be set up for members 

that change their email accounts.  
 

Navigate to:  Administration|Administer Users|Name of ƳŜƳōŜǊΦ  /ƭƛŎƪ ΨŜŘƛǘΩ ŀƴŘ ƳƻǾŜ ǘƻ ōƻǘǘƻƳ ƻŦ ǇŀƎŜ ŀƴŘ 

ŎƭƛŎƪ Ψ5ŜŀŎǘƛǾŀǘŜΩΦ  ¢ƘŜ ǳǎŜǊ ǿƛƭƭ ƴƻ ƭƻƴƎŜǊ ōŜ ŀōƭŜ ǘƻ ƭƻƎ ƻƴ ǿƛǘƘ ǘƘŀǘ ŜƳŀƛƭ ŀŘŘǊŜǎǎΦ  ¢ƻ ǊŜǎǘƻǊŜ ǘƘŜ ǳǎŜǊ ŜƳŀƛƭ 

ŀŘŘǊŜǎǎΣ Ŧƻƭƭƻǿ ǘƘŜ ǎŀƳŜ ǇǊƻŎŜŘǳǊŜ ŀƴŘ ŎƭƛŎƪ Ψ!ŎǘƛǾŀǘŜΩΦ 

 

 

.ƻǘǘƻƳ ƻŦ ǇŀƎŜΥ  ŎƭƛŎƪ Ψ5ŜŀŎǘƛǾŀǘŜ ¦ǎŜǊΩ ǘƻ ŎŀƴŎŜƭ ǳǎŜǊ ŀŎŎƻǳƴǘΦ 

 

¢ƻ ǊŜǎǘƻǊŜ ŀ ǳǎŜǊΣ Ŧƻƭƭƻǿ ǎŀƳŜ ǇǊƻŎŜŘǳǊŜ ŀƴŘ ŎƭƛŎƪ Ψ!ŎǘƛǾŀǘŜ ¦ǎŜǊΩ 

 

 



 

 

II.   Tennis Court Set up 
 

Navigate to:  Administration|Court Settings 

 

 

мΦ  /ƭƛŎƪ Ψ!ŘŘ ƻǊ 9Řƛǘ 

/ƻǳǊǘǎΩ ŀƴŘ Ǝƻ ǘƻ ōƻȄ 

below 

 

2.  Add court name and then click 

Ψ!ŘŘ ŎƻǳǊǘΩΦ  hƴŎŜ ŎƻƳǇƭŜǘŜŘ ŎƭƛŎƪ 

Ψ.ŀŎƪ ǘƻ ŎƻǳǊǘ ǎŜǘǘƛƴƎǎΩΦ 

3.  Once courts have been added set up 

open/close times, max reservations and 

Řŀȅǎ ƛƴ ŀŘǾŀƴŎŜ ŀƴŘ ŎƭƛŎƪ ΨǎŀǾŜΩΦ 



 

 

III.  Tabs ɀ Home Page 

Tabs can be used for adding ŎƻƴǘŜƴǘ ǘƻ ǘƘŜ ŦǊƻƴǘ ǇŀƎŜ ƛƴŎƭǳŘƛƴƎ ά!ōƻǳǘ ¦ǎέ ǿƛǘƘ ƎŜƴŜǊŀƭ 

ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ǘƘŜ Ŏƭǳō ƛƴŎƭǳŘƛƴƎ ŀƴ ŀǇǇƭƛŎŀǘƛƻƴ ǘƻ Ƨƻƛƴ ƻǊ ά5ƛǊŜŎǘƛƻƴǎέ ŦƻǊ ƎǳŜǎǘǎ ǘƻ ŦƛƴŘ ǘƘŜ 

club. 

 

 

 

 

3.  {ŜŜ άHow to Create a Web Pageέ 

 

 

 

 

1. /ƭƛŎƪ Ψ9Řƛǘ ¢ŀōǎΩ 

1.  Add name of new 

ǘŀō ǘƘŜƴ ŎƭƛŎƪ Ψ!ŘŘ 

tŀƎŜΩ 

2.  Click Ψ9ŘƛǘΩ ǘƻ 

open new page 



 

 

III.  How to create a New Web Page: 
 

 

 

Note:  Text that is pasted from another document may have some formatting inconsistencies.  This 

is expected and must be manually corrected.  Generally the corrections should not take very long. 

 

 

 

1.  Enter Title 

нΦ  ¢ƻ ǳǇƭƻŀŘ ŀ ǇƛŎǘǳǊŜΣ ŎƭƛŎƪ Ψ.ǊƻǿǎŜΩ ŀƴŘ ŦƛƴŘ ǘƘŜ 

picture on your PC. 

[ŀǘŜǊ ƛŦ ŘƻƴΩǘ ǿŀƴǘ ŀ ǇƛŎǘǳǊŜΣ ŎƘŜŎƪ ƛƴ ά5ƻƴΩt display 

ŀ ǇƛŎǘǳǊŜέ 

оΦ  ¢ȅǇŜ ƛƴ ŀ ŎŀǇǘƛƻƴ ƛŦ ŀƴȅΣ ŜΦƎΦ ά! ǾƛŜǿ ƻŦ ǘƘŜ 

ŎƭǳōƘƻǳǎŜ ŦǊƻƳ ōŜƘƛƴŘ ǘƘŜ ǇƻƻƭΦέ 

пΦ  !ǘǘŀŎƘ ƻƴŜ ƻǊ ƳǳƭǘƛǇƭŜ ŦƛƭŜǎΦ  /ƭƛŎƪ Ψ.ǊƻǿǎŜΩ ŀƴŘ 

ǎŜƭŜŎǘ ǘƘŜ ŦƛƭŜ ǘƻ ŀǘǘŀŎƘ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ Ψ!ŘŘ ŦƛƭŜΩΦ  !ŘŘ 

ƳƻǊŜ ŦƛƭŜǎ ŀǎ ǊŜǉǳƛǊŜŘΦ   9ŀŎƘ ǘƛƳŜ ŎƭƛŎƪ  Ψ!ŘŘ ŦƛƭŜΩ 

Format options 

External and internal site links may be inserted 

using these two icons.  See Links. 

сΦ  /ƭƛŎƪ Ψ¦ǇŘŀǘŜΩ ǿƘŜƴ ŎƻƳǇƭŜǘŜ ǘƻ ŎǊŜŀǘŜ ƴŜǿ ǇŀƎŜΦ 

5. Text may be typed or pasted from another 

document.  The formatting in pasted text does not 

always pick up and may have to be edited. 



 

 

 

a.  Links:  

{ƻƳŜǘƛƳŜǎ ƛǘΩǎ ǳǎŜŦǳƭ ǘƻ ǇƭŀŎŜ ŀ ǿŜōǎƛǘŜ ƭƛƴƪ ƛƴǎƛŘŜ ȅƻǳǊ ǘŜȄǘ ǎƻ ǘƘŜ ǊŜŀŘŜǊ Ŏŀƴ Ŝŀǎƛƭȅ ƴŀǾƛƎŀǘŜ ǘƻ 

the internal club web page or external site being referenced.  However many  web addresses are 

very long and difficult to understand.  Links may be used to name a website reference so that the 

actual address can be hidden. 

 

 

1.  Highlight text that will 

become link 

2. Click chain link icon 

3. Type or paste website address 

ŀƴŘ ŎƭƛŎƪ ΨLƴǎŜǊǘΩ όƛƎƴƻǊŜ ¢ƛǘƭŜύ 



 

 

V.  Announcements  (If related to an Event, see Events.)  

 

 

 

Email Options ς Announcements may be posted on the site and/or emailed to selected site users.  The posting and 

security options are determined in the website storage section.  The email options are self explanatory.  For more 

information on categories and email lists within categories, see Email Lists. 

мΦ ¢ƻ ŎǊŜŀǘŜ ŀ ƴŜǿ ŀƴƴƻǳƴŎŜƳŜƴǘ /ƭƛŎƪ Ψtƻǎǘ ŀƴ 

ŀƴƴƻǳƴŎŜƳŜƴǘΩ 

2.  Type in the subject (this will be what 

others see before opening the message). 

3.  A category must be selected.  See 

Email Lists for more info. 

4. For Formatting, links and File 

attachment see How to create a 

web page. 

5.  If not stored on website, this is an email 

only option.  No record will be kept.             

6. Next decide if it should display on front 

page depending upon importance and 

audience.                                                            

7. Use the third box to set security. 

Use the second option to email the 

announcement to a specific group 

specified under category. 

Use the third option to email the 

announcement to the whole club. 


