WWW.CYC.CO.UK

Editors Introduction to the new website.
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CYC Website

W= Cighester Yackt club ~Eje Built using Wordpress

achts Motors Dinghies Social Hospitality
Yacht Club

é_‘v .

Quick to extend
Rich in features
Mobile Friendly

Huge community of
=g experts, forums,
Welcome to Chichester Yacht Club — heIpSIteS.

Chichester Yacht Club is an all year round members’ Club renowned for its friendly, informal atmosphere. The
Clubhouse has a restaurant & bar together with excellent facilities for all the family. CYC welcomes visiting boats

and rallies.
. _ N Latest Club Magazine

Yachts Motors Dinghies "-l\al_.l

‘ WELCOME v  HOSPITALITY WHATSON ONTHEWATER v OFFTHEWATER v  GALLERY v

Chichester Yacg( Club
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Some more Terms

- Roles
- Visitors — People that have not registered, some content will be hidden.
- Subscribers — People that have registered, but can’t edit content.
- Authors — People that provide content, but can only edit their own content.
- Editors — The people that can both write and control the content.
- Admin — The Geeky ones!

- Pages — for persistent content (e.g welcome, gallery....)

- Posts — for news items (e.g. Race reports, cruises, lecture
writeups.)

- Events — calendar events (e.g the Program.)



What bits make a webpage

Logo and P Chichester Yacht Club v

Yachts Motors Dinghies Social Hospitality
Yacht Club

Header
Image
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Sidebar
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Page/Post/Event Content
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LOGIN




Logging In

- http://www.cyc.co.uk/login

/ﬁ" MEMBERSHIP v+ WHATSON  ONTHE WATER ~  OFF THE WATER v  GALLERY v  HOSPITALITY ~ C

Login

This is the login page for the new CYC Website - Access to member-only features requires a member login
and password. If you are an active member, please register for the site using the Register button.

Username or E-mail *

Password *

I'm not a robot e

reCAPTCHA
Privacy - Terms.

[ Keep me signedin

RegiSter

Forgot your password?


http://www.cyc.co.uk/login

Dashboard

/ B Dashboard « Chichester Y= % \['

et} | | ©1] % |

€& - C f [ cyccouk/wordpress/wp-admin/

Bri/a 00 ¢ B =

I OOI B ar Yaeht club New SEO ® Howay. caior [l QL
SRR —
[PEEVTTN Dashboard
Jetpack
The Maintenance Mode is active. Please don't forget to deactivate as soon as you are done.
Posts
At a Glance . Quick Draft a
. . A 5 Posts W 60Pages Title
N aVI g atl O n Comments WordPress 4.3.1 running ColorMag theme.
What's on your mind?
Events
M e n u Feedback Activity “
Recently Published
Nov 25th, 5:20 pm Frozen Toe 15th November 2015
fecs Nov 23rd, 9:48 am Don Wark returned to lecture at €YC
Settin Nov 22nd, 8:58 am Sarah Ayton - World Sailor of the Year WordPress News a
Shortcodes Nov 17th, 7:48 pm Dinghy Section Prize Giving 17th October
S 2015 WordPress 4.4 Release Candidate 25 November, 2015
Nov 15th, 10:26 pm Frozen Toe 1st November 2015 The release candidate for WordPress 4.4 is now available. RC means we
think we're done, but with millions of users and thousands of plugins ||

Jetpack

0

Recent Content

Blocked malicious login attempts

Akismet can help to keep your blog
safe from spam!

Search

and themes, it's possible we've missed something. We hope to ship
NordPress 4.4 on Tuesday, December 8, but we need your help to get
there. If you haven't tested 4.4 yet, [..]

Post Status: Interview with Automattic CEQ, Matt Mullenweg, on
Calypso and more

WPTavern: The WordPress Theme Directory Replaces Download
Counts With the Number of Active Installs

WPTavern: Justin Tadlock Is Seeking Beta Testers for His First Major
Commercial Plugin

Contact Chichester Yacht Club - page - Published
@ Edited by Mark Green on Nev 27th, 2015 at 5:53 PM

Please complete the contact form below, we will try to
answer your question as quickly as we can. If you don't
hear from us in a couple of days, please...

Work Area



Toggle between site and Dashboard

Return to the Dashboard



Tool Bar

Create a New Edit the current
Page/Post etc Page/Post you are
/ currently viewing

# Chichester YachtClub 1§ » EditPage @ ®  Howdy, Editor | Q

chile Yacht Club

lChichester Yachts M (EESeEET ospitality
Yacht Club
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PAGES

Persistent content



Page Title

Add Photos

Chichester Yacht Club New ViewPage SEO

Dashboard
Jetpack
Posts
iviedia

Il Pages

All Pages

Comments
Events
Feedback
Profile
Tools

Settings

Shortcodes

Edit Page AddNew

[ ]

Screen Options Help

The Maintenance Mode is active. Please don't forget to deactivate as soon as you are done.

Social

87 Add Media ||| (8 Add Contact Form

[ Insert shortcode

Visual  Text
File v Edit v Insert+ View~ Format~ Table~ Tools »
B I & =~ == £ = £ R @B = ped
ABC
~

Editor Window

Publish

Howdy, Editor Il

Preview Changes

<— Preview

T Status: Publis/ieeses—

@& Visibility: Public Edit

fiffl Published on: Nov 14, 2015 @ 14:30

Edit

D Move to Trash

Page Attributes

Parent

Welcome
Template

Default Template
Order

0

Update

(opens another
Tab so you can
see how it looks
before you save)

Save/Update



L
Add a photo to your page.

p Edit Page « Chichester Yac x |\
S et B ot L e >« Drag and drop your
Insert Media ~ phOtO'
- Click “insert into
Post”

Drop files anywhere to upload

ar

Select Files

Maximum upload file size: 2 MB.

Insert into page




POSTS

Articles, news



Posts on the Home Page

‘ MEMBERSHIP v WHATSON ONTHEWATER v  OFF THE WATER v  GALLERY HOSPITALITY v  CONTACT US

P -'\ ¢ -
= =
o &
ke P :
Chichester,Marina L c«;

Closure

oo o I AP 4 most recent
“News” posts

Star Posts

g A

Dinghy SectionPrize Giving 17th October2 = A

9 17 November, 2015 & Mark Green ’Comﬂ—joﬂ o W |!£§,' &
- Jonathan learns how to get Frozen Toe \Novemnb

into site

£4 30 November, 2015 ¢ Comments Off

2015

£4 25 November, 2015 ¢ Comment

Used to promote
future or inform of

Welcome to Ch|chester Yacht Club | information recent events
Chichester Yacht Club is an all yearjround members’ Club renowned for its friendly, informal atmosphere. The Weather and Tides '
Clubhouse has a restaurant & bar fogether with excellent facilities for all the family. CYC welcomes visiting boats Information and Advice

and rallies.

“Star Post”

Rotating slider of 7 most recent posts
with “star post” checked.

Used to promote events.



Posts on the “Section” News page

Most recent at the top
Coloured buttons indicate the “category”

m = Categories
" News

Yachts
Motors
Dinghies
Clubhouse
Social

‘ RC Lasers

o Ramblers?




Edit a new Post

Chichester Yacht Club SEO B  Howdy, Editor

& Screen Options
Dashboard

Jetpack
ase don't forget to deactivate as soon as you are done.

Posts

Media - - Quick Draft -

Pages W 60Pages Titla

- Select New -> Post



Add Content

Chichester Yacht Club New SEO

Add New Post

The Maintenance Mode is active. Please don't forget to deactivate as soon as you are done.

Enter title here

o
37 Add Media | | [E] Add Contact Form | | (] Insert shortcode visual | [Piexe

File v Edit v Insert v View v Format v Table v Tools v

B I & =v v = = = £ & B~ = =
E=2 ABC
E

¥ Howdy

Screen Options

Publish

Sawve Draft
9 status: Draft Edit
@& Visibility: Public Edit
fit] Publish immediately Edit

Publicize: Not Connected
Show

D Move to Trash

Format

() A standard
Aside
Image
Video
Quote
Link

Gallery

;. Editor i

Help

Preview

- Give your post a
title.

- This is the title
people will see —
SO0 make it
meaningful.

- Add content
- Add Pictures

- Now the clever
bit!



Categorise your Post

Chichester Yacht Club

Word count: 0

Yoast SEO

| D Content: @

New SEO

.;: Snippet - Chichester Yacht Club
Editor () cyc co.uk/wordpress/example-post/
Meodify your meta description by editing it right here

Focus
Keyword

2

Content
Analysis
@

Mo focus keyword was set for this page. If you do not se
keyword, no score can be calculated.

The text contains 0 words. This is far too low and shouli

Mo meta description has been specified, search engines
copy from the page instead.
The page title contains 25 characters, which is less than

recommended minimum of 40 characters. Use the spac
keyword variations or create compelling call-to-action ¢

Howdy, Editor i

Status

Categories A

All Categories  Most Used

News
Clubhouse
Dinghies
Motors
Ramblers
RC Lasers

Social

Yachts M

+ Add New Category

Tags A

Add

Separate tags with commas

e P S U SRR R

- This will put
your post in the
right place

- NEWS & YACHTS
- NEWS & DINGHIES
- NEWS & MOTORS



This is the image

Set a featured Image
that will advertise

TT—s % rowdy,iditor [l Q [§ your post on the

COpY TTOM the page instead.

@ The page title contains 25 characters, which is less than fro nt p ag e .

recommended minimum of 40 characters. Use the spac Tags i
keyword variations or create compelling call-to-action ¢
" - It also appears at
. ' Separate tags with commas th e to p Of th e pOSt
Header . Choose from the most used tags itse If.

Random: 5h diffi t h .
andom: Show a different image on each page select Layout .

None: Show no header image.

®) Default Layout
Right Sidebar

Don’t use too small
s an image.
- Don’t use too Big
an image. Our host
limits images to
2Mb.

5 1024x640 works

Restore Original Header Image This will restore the original header image. You will not We I I "

be able to restore any customizations. -




Have a go!

- Create a Post
- Set the category to News
- Add a featured image

- Update/publish the post



EVENTS

Calendar events. (Using Event Organiser Plugin)



Select NEW Event

Chichester Yacht Club

Dashboard

rm 8| Insert shortcode

Jetpack Format = Table = Tools =

Posts Hacatan I = X g =~ i=~ =

Media

Or if the event already exists — navigate to it and Select Edit Event

Chichester Yadht Club




Add Event Content

Event

Description

Event
Details
Start Date

and Time

Venue

Event Title

Yacht Club I SEQ - Howdy, Edi

Screen Options *

Help +

hboard Add New Event

Jetpack

Publish

Save Draft

Preview
i) Events

N Status: Draft Edit
07 Add Media | | [® Add Contact Form | | [] Insert shortcode Visual  Text T

Visibility: Public Edit
Add New Filev Edit+ Insertv View+ Formatv Tabler Tools« @ Visibility: Public Edit

¥ T B B U I X X € i=v i= v P R E - =

. == asc
Media D Move to Trash

filll Publish immediately Edi
ly

Set featured image

Event Categories A

All Categories| Most Used

I:‘ Dinghies
I:‘ Motors
Global Content [ ] Radic Controlled Lasers
Bl I:‘ Social
WP Tiles [ Yachts
Word count: 0
Event Details . Event Tags B
If you edit the event's dates you will need to update any event tickets. If you remove a date, any bookings for Add

that dare will be ignored unril you re-assign them an evenr dare.
Separate tags with commas

Ensure dates are entered in dd-mm-yyyy format and times in 12 hour format
Choaose from the most used tags

Start Date/Time: 23-12-2015 4:30pm

nd Date/Time: 23-12-2015 s30pm [ All day

Reoccurence: none v

Featured
Image

Catego

(Helps people to find your
event — Also colour codes

the event)

Please Don’t add new
categories without checking
with anAdmin first)




Have a Go

- Create an Event in December

- Give it a title
- Christmas Eve
- Christmas Day
- Boxing Day
- New Years Eve

- Set the date

- Add a featured Image

- Set the Category to “Social”

- You can set the location (or check the box to not)
- Publish



Event Bookings

- The site allows bookings to be made for events.



PHOTO GALLERY




L
Adding a Photo to the Gallery

r ' - In Wordpress Photo’s are
Iw Chichester Yacht Club v R “Media”

Chichester  Yachts Motors Dinghies Social Hospitality
Yacht Club

' - Each section has its Own
Wordpress Gallery

- Think of it as your section

“photo showcase”.

- Note: At the bottom of the page is a link
to your section Yogile.




Add the new Media

ac

Posts

B3 Media

Pages
Comments
Events

Feedback

Profile

Tools

Settings

Shortco

ht Club New SEO

Upload New Media

The Maintenance Mode is active. Please don't forget to deactivate as soon as you are done.

Drop files here
or

Select Files

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 2 MB:

: IMG_5235

IMG_5234JPG

Thank you for creating with WordPress.

®  Howdy. Editor [l

Help

Open Bulk Edit area

m

Version 4.3.1

- On the Toolbar select
+New -> Media

- Drag and drop your photo
Into the area, or select files.

- The file will upload.
- Now Click on EDIT



Set the Categories

Chichester Yacht Club New

View Attachment Page SEO

Dashboard Edlt Media Add New

Jetpack

IMG_5232

View Attachment Page

Pages

Comments

Events

Feedback

Profile

Tools

Settings

Shortcodes

Edit Image

Caption
Alternative Text
Description

Permalink: http://cyc.co.uk/wordpress/?attachment_id=751

Get Shortlink

¥ Howdy, Editor |

Screen Options Help

The Maintenance Mode is active. Please don't forget to deactivate as soon as you are done.

Save -

[it] Uploaded on: Dec 5, 2015 @ 13:54
@ Last modified: Dec 5, 2015 @ 13:54
Map Custom Field metadata

Map IPTC/EXIF metadata

File URL:
http://cyc.co.uk/wordpress/wp-conter

File name: IMG_5232.jpg
File type: JPG
File size: 466 kB

Dimensions: 1600 x 1067

Delete Permanently Update

Att. Categories A
All Att. Categories = Most Used

Club
Dinghy
Document
Gallery
Motor
Yacht

+ Add New Att. Category ? Search

—

- Select
Gallery AND Yacht
Gallery AND Club
Gallery AND Dinghy
Gallery AND Motor

- Click on Update

- Job Done!



Have a Go!

- Upload a photo
- Edit the photo’s attributes

- Set the Category to
- Gallery AND Club



DOCUMENTS




How to add documents (e.g. pdfs) to the Document

Dinghy Documents

Documen t Filename

Boat booking form CYC_Club_Booking_Form.p
df
CYC Training program trainin; g_programme. pdf

Guide for Open event 00D’s  OODNotesforOpens.pdf

SailwavelnstructionsSnowfl
ake.pdf

Sailwave user guide

RYA protest form RYA_Protest_Form.pdf

Date
Modified

2015-12-
02
21:19:52

2015-12-
02
21:19:44

2015-12-
02
21:19:37

2015-12-
02
21:19:30

2015-12-
02
21:19:24

CYC Classes

RS Feva

Laser

View

View Club Racing Results

The sections each have a document library
Documents are just another type of Media
Upload the file to the Media Library
 +New -> Media
* Drag the document to the upload area
« Select edit

Set the category to:
« Dinghy AND Document
« Yacht AND Document

YachtComm AND Document for the Yacht committee table

* Motor AND Document
Add a description (2-5 words)

Click on Update



L
How to edit/remove a document in the table.

1. Enter the Dashboard and select the Media Library 2. Select The Att Category “Document” and apply the filter.

@ & ChichesterVachtClub B8 0 4 New @l

Media Library addnew
@ Dashboard Dashboard All(1,801) | Images (1471) | Applications (327) | Unattached (501) | Attached (1,300) z z

@ Jetpack

At a Glance
* E E Bulk Actions ¥ | Apply Al dates v Filter || Terms Search
Posts
® Classifieds e e [ ip/earent Title/Name
: = ‘WaordPress 4.8.5 running CYC Colormag child theme, J— . e

Iﬂ Events
il your site from 22 spam commer

q] Media Media Library r spam gueue at the moment.
B Pages

3. Select Quick Edit.

D |D/Parent Title/Name Description
B comments

Att. Tag 0 19968 Vachtie Ladies OTY Vachtie Ladies Discussion Group - 30 Oct 2017
(=) Feedback n o S w yachtie-ladies-oty

21 May, 7:55 pm C¥C Regatta ~ 16th June 20 Edit | Quick Edit | Delete Permanently | Download
23 May, 8:14 pm All Section East Head Cruise U=
6 Jun, 8:02 pm Europe and 5olo Open Mee [ 6750 2017 vacht cruise brief teo 10 Cruise Brief Too 10 Tios

& Profile

& Tools

4. Change the name of the file by editing the Description.
5. Remove the file from the table by unchecking the “Document” category

[] Io/Parent Title/MName Description Base File
B
Att, Categories 185 TS
Quick Edit
Domment -
’V}‘ [V]vacheComm Uncheck the "Document” Category to
[]cue remove the file from the table.
Tute |‘f'ach‘tie Ladies QTY | [ | inghy
N ) )
Ty yachtie-ladies-oty []csi=ry .
Caption —

Description  yaehtie Ladies Discussion Group - 20 Oct 2017

Change the description of the

file in the table 4
Upipadedon: 05-May ¥ 12, 2018 @ 16 @23

Parent ID 0

Menu Orde Author
m " lo MWark Graen v



ADVANCED FORMATING




Shortcodes

- Shortcode allow you to add Buttons, tables, Tabs,
borders.........

chit Club

- They can make your page look great (or cluttered) so try
them but use them sparingly.

Add New Page

The Maintenance Mode is active. Please don't forget to deactivate as 500N as you are done.

Media

Enter title here
W Pages

B Add Media | | [ Add Contact For
Add New

[#] Insert shortcode

rmat + Table «

Fle = Edit~ Insert= View »

Tools =

¥

[y

[

Data Other
Media  Gallery PSS
Box -

= Accordion
= spoiler =
sF 9% Quote
= Tab @ Label
= Tabs . @ Coumn
— # wighlight M Row
G Heading - 3ot = Note
‘ Space ia Frame = Box
Divider p— - & Private
) B Dropc & Service S Toolip -
66 puliquot® pe rent . = © DailymotcH
¥ Buton 2 ,‘gmbo-cor‘,‘n. =grenn o
=5 U Scree o
= Lis! - tbox b & Members
J 5 Lg® d O Vimeo 9 permalink
Iz Expan Tube Advance
Youke® & Table
O YouTube

Siblings

m

Sub pages

Gallery

Meta

Scheduler



CONTACT FORM




Contact Form

Chichester Yacht Club New SEO
Dashboard Add New Page
Jetpack

Posts

Media Enter title here

B Pages

03 Add Milia | | B8] Add Contact Form
Add New

Commenis

The Maintznance Made is active. Please don't forget to deactivate as 500N a5 you are done

Add Contact Form

| Inseff shorcode

File = Ecf~ Insert+ View~ Format~ Tafjle » Tools »

M DB U I x XJ# =+ =~

Bl
<E

Add Contact Form

Form builder Empil notifications

Here's what vdur form will look like

Word count: 0

Yoast SEO

Name (required

Email (required

Website

Comment [required

Add & new field

Add thia form to my poat

Use Contact Forms sparingly.

You can add a contact form to any
page/post or event.

Anyone viewing the site can use the

contact form to send you a message.

continuity.

»
-
How does this work?
By adding a contact form, your readers wil be able
to submit feedback to you. All feedback is
automatically scanned for spam, and the legitimate
feedback will be emailed to you.
Can I add more field| Add Contact For
Sure thing. Click here to Form bui Email notffications

textares, radio, checkbo

Can I view my feedb Email se g~

Yep, you can read your f

clicking the "Feedback” | Enter your email address

‘What should the subject line be?

Always include office@cyc.co.uk for

Do I need to fill this out?

MNope. However, if you'd like to modify where your
feedback ject line you can. If you
don't make any changes h feedback be sent
to the author of the page/pest and the subject will
be the name of this page/post.

is sent, or the sub

Can I send a notification to more than one
person?

¥ep. You can enter multiple email addresses in the
Email add ield, and separate them with
commas. A natification email will then be sent to
each email address.

| »




EDITORS




D
Editors Role

- Create Posts and Pages
- Create Event Listings
- Add Images

- Correct mistakes in other pages
- Maintain style and appearance of the site

- Moderate comments
- (When/if comments are permitted)



THANK YOU

Any Questions?



