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Before you start

· If your team page doesn't have a “TEAM NEWS” section at the bottom of the page it means you've not been set up on the system, so these instructions will not work for you yet.

· Managers are not able to edit the contents of their team page, only write news stories that will appear at the bottom of their team page. Any permanent amendments to their team page must be done by the administrator.

· News posts added by a manager will only appear at the bottom of their team page, not on any other pages on the site.

· The website is powered by a Content Management System (CMS) called WordPress. Some of the pages in the administration site may look complex, but the beauty of WordPress is you can ignore most of the options if you just want to write simple posts. For those that are a little more adventurous, feel free to try some of the more exotic features.

· If you have any specific questions, feel free to contact me (Tim Hall) by email using tim@oracle-base.com. Alternatively, contact Chris or Celia Hall and they can pass the message on to me.

First Time Login

Open a browser and go the the following URL:

· http://www.wrekinjuniors.co.uk/wp/wp-admin
You will be presented with the administration login screen.
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Enter your username and password and click the “Login” button. Your username will be all lowercase, in the form “firstname.lastname” based on the names displayed on your team web page.

Once logged in you will be presented with the “Dashboard” page. The first time you log in you need to change your password from the default. To do this, click on the “Profile” link in the left-hand toolbar on the dashboard screen.
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Scroll down to the bottom of the profile page and you will see the “New Password” section. Enter your new password in the two boxes provided and click the “Update profile” button. You password is now reset.
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Adding Team News

As a team manager you are able to add news stories (posts) about your team. This can be used as much or as little as you like. You are not able to edit your page, but your latest 3 news posts will displayed at the bottom of your team page, so this is useful for adding information out match times/locations and training time changes.

To add a news story to your team page, log in as shown in previous section.

· http://www.wrekinjuniors.co.uk/wp/wp-admin
On the “Dashboard” page, click the “Posts” link in the left-hand toolbar.
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The “Posts” screen contains a list of all posts you've created. To edit an existing post, simply click on the title. Hovering over the title of an existing post will make additional options appear, including the “Trash” option which you click to delete an existing post.

To create a new post, click the “Add New” link in the toolbar, or next to the “Posts” title.
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The “Add New Post” screen may look quite complicated, but you only need to know about three items on it. The title box, message editor box and the “Publish” button.

Enter a meaningful title for your post, then write the details of your post in the message editor box. You can format your text using the toolbar buttons in much the same way you would in a word processor, like Microsoft Word. When you are happy with your post, click the “Publish” button.
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If you return to your team page you should see your latest post under the “TEAM NEWS” section.

Club News and Next Club Meeting Posts

Note. There is no need for managers to use the Categories section at all. This should only be used when a post is a general club new, or next meeting post.

When adding club news, or next meeting information, you should tick the relevant category in the “Categories” section just below the “Publish” button. This will make sure the post is displayed in the relevant places on the website.
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