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Overview

This document explains how to create an Article and publish it on the Exeter Canoe
Club websitehttp://exetercanoeclub.org.uk

Prerequisites

Users must have an ECC canoe club website user ID and this must be authorised to
write and publish articles. User IDs are authorised by the Websitegdiaatier they
have been registered. A brief introduction to creating a user ID is given in the next
section. If you have problems with our user ID please contact the websiteemanag

Publishing Guidelines

Authorisation levels

User IDs have different levels of authorisation.
Committee Members, or previously agreed ECC members will have
publication authority; which allows them to publish directly to the web.
Publishers can also remove articles from the website.
General ECC members will be given write authority which will allow them
write an article but not publish it. An ECC committee member will review and
publish the article.
Site Administration rights are only available to the Website Manager aind the
deputy.

Roles and Responsibilities

Users are reminded that Exeter Canoe Club is legally responsible for theatiborm
published on the website. Articles should not be misleading, false, defamatory,
offensive or otherwise illegal.

Users are responsible for their content. Please ensure that informaticiulg@dyton
techniques or safety, are up to date and follow BCU and other best practice. Users
should delete their articles which are out of date.

Publishers are responsible for ensuring that the Articles they publish coitipihev
guidelines above regarding general content and are accurate to the bast of the
knowledge.

Any concerns about the content should be addressed to the Website Manager, or the
committee.

The Website Manager is responsible for the general maintenance of the website
approval of users and documentation. The Website Manager is a member of the ECC
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committee but may not necessarily be qualified to assess certain cohelvebsite
Manager reports to the committee.

Complaints

In the first instance any complaints on content should be directed to the Website
Manager aadmin@exetercanoeclub.org.uk

If a satisfactory response is not forthcoming the complaint should be escaltdted t
Committee; using the contact details on this website, or through
mailto:ecc_postbox@hotmail.com

Creating an Article

Logging On
Use your ID to logon dtttp://www.exetercanoeclub.org.uk

The logon box is highlighted by the red box in Figure 1.
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sprint racing are an important part of the club activities and we can boast a number of past TIrStueW Foundanion Saltey
* Events and present international paddlers amongst our ranks. Recreational kayaking is not e

sidelined however, and club members regularly take part in whitewater, surf-kayaking, sea- was run at the club. A

kayaking and open boating; either individually or on club trips. Look atthe Discipline section
for more information and calender of events.

* Governance
mixed group took part

including aspirant
coaches,recreational
paddlers and a member of
Excaliber Dragon Boat
crew. The weather gods
were smiling as the day
went off in warm sunshine
much to the relief of the
participants who spent
most of the afternoon in
the water.From feedback it
would seem that everyone
found benifit from the day

EVENTS CALENDAR

=< April 2009 >

Mo Tu We Th Fr Sa

We have a wide range of boats and other equipment for use by club members stored in our
boat house on the quayside. The quay opens onto the River Exe and the Exeter Ship Canal
offering a wide range of opportunities for racing, placid water and 3 wiers for all year round
playboating. The Exeter Water Sports Association, consisting of ECC, Exeter Rowing Club
and Exeter Sub Aqua Club, has it's clubhouse on the same site, which hosts a bar and
changing raoms with hot showers. To find out where we are based please visitthe Location
section.
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The club offers a variety of training from beginners to more experienced paddling and
coaching. Visit our Training section for maore information.

Last Updated ( Monday, 22 September 2008 17:51 )
LOGIN FORM & ¢ some refreshing old skills
) ) . and others expanding their
Username Rowing Club Quiz night knowledge and skills in
Tab: .
= ™ Friday, 06 February 2009 15:04 =] BaddasporL
Password & Toby Social - Evenis =1 The course aim is to
Rl provide the participant with

Remember Me [

LOGIN

* Forgot your password?

* Forgotyour username?

* Create an account
Registering for a user ID won't
currently give you an special

privileges or access. Registered

users can be given authority to

edit articles; but this is controlled

Figure 1

Atthe Water Sports Association AGM last
week the members were told that there is a
need to support the social functions atthe
clubhouse as otherwise the levies will need to
be increased. The rowing club have started
the ball rolling with Quiz Nights that are being
held on the 1st Thursday of every month
starting this Thursday - 5th Feb. Come on
down & give us a challenge.....Quiz- £1 per
person Food will be served c8 30pm - £3.00
per person.

key safety and rescue
skills required to operate
safely and deal with
COmmon emergencies
wheter as a coach or
member of a group.
Training involves use of all
types of craft:
kayak,canoe,sit on
top,inflatables and racing
craft.

If you don’t have an ID you can create one by selecting the “Create and Account

item below the login box. You will need to fill in some details and then submit. This

will send a confirmation ID to your email. This step helps prevent spamming of the
User ID system by automated means. Once the ID is created theé\Masager

needs to approve the user and give them the necessary authorisation levels. This may
take a few days.

Created on 08009 10:57 PM
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Preparing to write

Once logged in the login form is replaced by a User Menu. This is highlightée by t
Red Box in Figure 2. Select the “Submit an Article” link

Figure 2

Writing text

Figure 3 displays the form that is loaded after the Submit an Articlestegtacted. In
the picture areas of the form are highlighted by numbered red boxes, thesgotmres
to the numbers below.

1. Title: The title is displayed at the top of each article. On some parts of the
website, such as the discipline pages, a list of titles is displayed, clicking on
these brings up the document. Keep the title short but meaningful, for instance
“Trip report — 29 May 2009”, rather than “A good day out”.

2. Article text: Enter the text of your article. You can paste in text froond/ér
other documents. Quite a bit of the formatting will be kept.

3. Text Editing and Formatting Bar: This set of buttons allows you to perform
word processing on the article text. Some of the buttons are obvious, others
are less so. Hover your mouse over the button to get some help text (doesn’t
work in Opera).

4. Function Buttons:

Image allows you to add an image stored on the website to your article. The
image must exist on the website already, it won't allow you to add one from
your computer. This functionality is being worked on.

Page Break adds a page break.

Read More — this is useful if your Article is going to be published on the front
page. Type the text that you want to appear on the front page, then press the
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Read More button. A red line is created. Any text before the line appears on
the front page, any text after is invisible until the reader clicks the Reagl M
text link that is automatically added. Using this function helps keep the size of
the front page down.

5. Publishing functions. These may not be available to you depending on the
authority your user ID is given.
Section — must be chosen first. Which main section of the website you want
the article to appear IREQUIRED
Category — which subsection you want. For instance the Disciplines section
has Racing, Recreational and Sea kayaking as cated®EE3JIRED
Published — If you have the authority the default is yes. Unpublished articles
are available on the website to Publishers and Site Administrators but not to
general users. Setting this option to No is a quick way to remove an article.
Show on Front Page — whether to show the article on the front page. By
default No. Please use this option with care, only important articles should
appear on the font page.
Author Alias — can be ignored
Start Publishing — if left blank the article is published immediately.
Alternatively chose a date when you want it to appear
Stop Publishing — blank means never stop publishing (except manually). Set a
date and the article will disappear on this date. Useful for articles on dated
events that have passed, e.g. races

1
3
2
4
5

Figure 3

Once the article is complete press the Save button above section 3. Yource is
now written/published.
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