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|. ADDING/DELETING USERS:

Anemailaddress & dza SR | & Sl OK dzASNR& dzyAljdzS L5® 2 KSy |
email is sent to the new user with a link to the site where he/she is asked to create a new password and se
up their family profile.

A. Adding NEW USERS 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. ' RR SYIAf IRRNBX&aa 2F ySg dzaSNJ 6 KSNBE AYRAOIFGS
page.

2. If the new useis 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 lemahecked (most users will not be

managers).

Administration

Members

Tennis

Swim

General

Email Lists Court Settings

Administer Users

U'ser Applications

Home = Administer Users

Current Conditions:

Mostly Cloudy, 64 Administer users - Add users
Forecast:

S )
el pmdmd pmdmd@breastcareatlanta.com edit
Tue - Partly Cloudy. High: 72
Low: 56 sadfv awe asldkfj@yahsvo.com edit

Sands, Brooks brookswhitesands@hotmail.com edit
walkermcgraw walkermcgraw@gmail.com edit
(provided by The Weather e megraw@g
Channel) White, Tom and Julie tomwhitesands@ hotmail.com edit
Whitesands Webmaster tpcaml@gmail.com edit

Users with their names eressed-aut have been disabled

Add a User

To manage content on the site, a us
must be ananager. To set up a use
as a site manager, check this box.

Sign-up instructions will be automatically generated and emailed to the
user. In order to track delivery errors, the message's 'reply to' field will
be set to your address. If there is a problem sending the email, you will
receive a message (quite possibly flagged as spam) that the delivery
failed



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
A AtthebottomofKS LI 3S A& | 62E (KI{G ale&oaddRR ! &8s
multiple users and that will open the page belowhe 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.
A/t FOQUsa® | YR GKS LINRANIY gAftt SEGNI OG |t dz
A hyOS (kKSeé KI @S 06SSyAdbieNg O yRR I K&SRdz oI efanddt SA ¢
issued an email explaining how to set up their password and personal profile.

~ - —— Profile | Help | Logout
. : \ <o . 3
HHH Neighborhood
iy SWIMETENNIS.
HH CLUB o
[ ‘—}yl‘

General Swim Tennis Members Administration

Administer Users User Applications Email Lists Court Settings

Move to bottom of page:

It A 0OY
c o add multiple users

[Email address [C] Add as manager

Sign-up instructions will be automatically generated and emailed to the
user. In order to track delivery errors, the message's 'reply to' field will
be set to your address. If there is a problem sending the email, you will
receive a message (quite possibly flagged as spam) that the delivery
failed




C. Delketing or Changing Member Accounts z 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¥fS Y 6 S NJp /| £t A01 WSRAGQ YR
Ot AO1 W5SIOGAGIGSQ® ¢KS dzaSNJ gAff y2 f2y3aSNI oS |
I RRNBaazx F2ft2¢ (GKS alyYS LINBOSRdIZNB yR Of A01 Ww! O

N

. !c \
HH Neighborhood
1 SWIMSTENNIS.
JHHH CLUB 4= ===

B T Profile | Help | Logout

General Swim Tennis Administration

Administer Users User Applications Email Lists Court Settings

~—_
C2Gi2Y 27 LDERH (1 Ot ADINR5E2 OF yOSt dASNI | 002 dzy (i o

[¥] Manager
[ Update profile (H Deactivaw
¢2 NBalG2NB || dzASNE F2tt2¢ alYS LINRPOSRdANBE FyR OfAOD
[¥] Manager

[ Update proﬁlm




ll. Tennis Court Set up

Navigate to: Administration|Court Settings

- \F"V T Profile | Help | Logout
A Neighborhood
= SWIMSTENNIS.
o 4 AT CLUB —
"’j .ébv,‘-.

Swim Tennis Members Administration

General

Administer Users User Applications Email Lists Court Settings

A
Court Settings m‘ /2 dzNIi a Q

Courts open 8:00AM v
Courts close 710:00 PM ~

Maximum court time a user 3}00 v
may reserve per day
This value only applies to non-managers; managers may
reserve as much time per day as they wish

Days in advance a reservation 14
may be made

3. Once courts have been added set up
| open/close times, max reservatioasd
RFéa AV | ROIVOS vV

©Lianas, LLC 2006 | About | Help us improve

COURTS

Court 1 - [edit] - [delete]
Court 2 - [edit] - [delete]
Court 3 - [edit] - [delete]
Court 4 - [edit] - [delete]

Clay Court 1 - [edit] - [delete]
Clay Court 2 - [edit] - [delete]
Ball Machine - [edit] - [delete]

2. Add court name and then click
Wi RR 02 dzNIi Q@ h

| Back to court settings Wl 01 uz O 2 dzNIi §




lI. Tabs z Home Page

Tabs can be used fadding02 y 4 Sy i G2 GKS '-FNEYG L3S Ay Of dzR
AYF2NXYIEGA2Y | 0o2dzi GKS Of dzo Ay Of dzZRAYy 3 |y | LILIX

club.

. Profile | Help | Logout
' Laa Niee.

SWIM&TENNIS
CLUB :/ ~
P o,

] 1. /tA01 WOR
News & Events (__Edit Tabs |

Recent Announcements - No upcoming events ‘

No pages have been added
| 1. Add name of new
ame — | - — . A =
ul o A uKS y Of

Pages 2. ClicklO RA G Q
Apodp Ut'm] open new page

Namel

3. { S Slowdto Create a Web Pagje




lll.  How to create a New Web Page:

Title About Us <«— 1. Enter Title
Upload a picture H O ¢2 dzLJ 21 R | LIA Ol dzNX
| Browse... <+

= [ picture on your PC.

(" Don't display a picture

Current picture [ FGSNI AF R2y Qi 4| ytidisplay |
Nore T LIA O dzNB ¢

Caption (optional)

«—1]0o ¢eLIS Ay | OFLIiA2y 7
Of dzo K2dzaS FTNRBY O0SKAYR |

Current files: No files have been added

_ no LGaF OK 2y S 2 86¥&QH
(B —1— A, A= i oA A . .
e A8t SO0 GKS TFTAES G2 Fadl
 Add file Y2NB FTAESa& & NBI dzh NBR(
5. Text may be typed or pasted from another
[F] Users must sign in to view this content document. The formatting in pasted text does not

always pick up and mayave to be edited.

Text /

Format options

S VN WY

~Fontsize~ v | A~| B 7 U |:=

(Update | c I fA01 W!'LREFEGSQ sKSY,

External and internal site links may be insert
using these two icons. Séeks

e

Note: Text that is pasted from another document may have some formatting inconsistencies. This
is expected and must be manuatigrrected. Generally the corrections should not take very long.



a. Links:
{2YSGAYSaA

AlQa

dza S F dzf

g2

LX I OS F
the internal club web page or external site being referenced. However naatyaddresses are

6S0aAris

£ Ay

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

Text Links have embedded web addresses and are much cleaner and descriptive than many

web addresses. See example below for a link to a home owners association website:

We have a great club and great neighborhood. See our [glyl=YO g7 TaE (o))

Webpage

1. Highlight text that will contain link.

2. Click chain icon below.

1. Highlight text that will
become link

3. Type or paste in web address in "Link URL". "Target": gives option of opening link in
same window or opening new window. "Title" can be ignored.

4. Click 'Insert'. When the highlighted text is clicked, the User will navigate to the new

link.

~Fontsize~ v | A~| B 7 U

Text Links have embedded web addresses and are much cleaner and descriptive than many
web addresses. See example below for a link to a home owners association website:

We have a great club and great neighborhood. See our Home Owners Association

Webpage

1. Highlight text that will contain link.

2. Click chain icon below.

3. Type or paste in web address in "Link URL". "Target": gives option of opening link in
same window or opening new window. "Title" can be ignored.

4. Click 'Insert'. When the highlighted text is clicked, the User will navigate to the new

link.

- Font size - v‘éﬂ.[ B 7 U |:=:=

=
= 35

—_— — 7
=

2. Click chain link icon

3. Type or paste website addres

I VR

Of A0l WLV A

/

P
@ Insert/edit link - %indow

Internet ... l_‘:‘_[%

shared/tiny_mce/theme: v ‘

‘ €| http://sand boxﬁanas.ne

‘7 Insert/edit Iinyr‘ J

y

Link URL ;rw{tw.ourneighborhood.cor‘n/l

Target

pen link in the same vindow

Title

|

& Internet | Protected Mode: On

®100% ~




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

Tennis Administration

Babysitters

Md ¢2 ONBI
«— | yy2dzyO0SYSyiQ

Announcements - Post an announcement

All Categories v

Title Sent Author Category

2. Type in the subject (this will be what
others see before opening the message

Email List$or more info.

web page.

A

‘, 4. For brmatting, linksand File
attachment seeHow to create a

audience.

5. If not stored on websitéhis is an email

Q‘# only option. No record will be kept.

6. Next decide if it should display on front
page depending upon importance @n

7. Use the third box to set security.

\

Use the second option to email the
announcement to a specific group
specified undecategory.

Use the third option to email the
announcement to the whole club.

EmailOptions¢ Announcements may be posted on the site and/or emailed to selected site usergo3tiveg 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, Bemil Lists




