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Overview 
This document explains how to create an Article and publish it on the Exeter Canoe 
Club website. http://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 Website Manager after 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 website manager. 
 

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 to 
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 and their 
deputy. 

 

Roles and Responsibilities 
Users are reminded that Exeter Canoe Club is legally responsible for the information 
published on the website. Articles should not be misleading, false, defamatory, 
offensive or otherwise illegal.  
 
Users are responsible for their content. Please ensure that information, particularly on 
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should delete their articles which are out of date.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 comply with the 
guidelines above regarding general content and are accurate to the best of their 
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 content. The Website 
Manager reports to the committee.  

Complaints 
In the first instance any complaints on content should be directed to the Website 
Manager at admin@exetercanoeclub.org.uk  
If a satisfactory response is not forthcoming the complaint should be escalated to the 
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 at http://www.exetercanoeclub.org.uk 
 
The logon box is highlighted by the red box in Figure 1. 

 
Figure 1 

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 the Website Manager 
needs to approve the user and give them the necessary authorisation levels. This may 
take a few days. 
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Preparing to write 
Once logged in the login form is replaced by a User Menu. This is highlighted by the 
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 Article text is selected. In 
the picture areas of the form are highlighted by numbered red boxes, these correspond 
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 – 2nd May 2009”, rather than “A good day out”. 

2. Article text: Enter the text of your article. You can paste in text from Word or 
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 Read More 
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 in. REQUIRED 

·  Category – which subsection you want. For instance the Disciplines section 
has Racing, Recreational and Sea kayaking as categories. REQUIRED 

·  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

2

3

4

5

 
Figure 3 

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


