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Applications: enabling and renaming

D superhlghwoys

@ hamessing iechnology for community benefit

These pre-configured applications allow you to organise
your information effectively and deliver it to your user in a
way that increases sharing and interactivity. You will find
them in Content Management.

1. Click Enable to add a new application

2. Choose a URL for the application

Content Management LOON N Foel
Uleiy  Applications
Choose a URL for Uselul Links

Applications

Add Private Area
LR /e voioe org vl supedugnwmys-tesning-2/ e

Application Enabled Actions Show in Navigation o j
Classified Ads No Enable
Discussions  No Enabie 3. Rename - changes the name in the Applications list and in
FA M nable . . .. .
F::' N: . i the Navigation bar (that your visitors will see)
fommPoider o i 4.  Show in Navigation - this is ticked by default. Un-tick if you do
Job Listings No Enabie . . . .
IR S e not want it to show in your top level navigation
Our Fil N Enable . . . . .
P:t o:: N: - : 5. Click Manage this Application to start adding your
Photo Album No Enabie information
Polls No Enabie
Surveys No Enabie
Useful Link N Enable s ) Untitled
il 5 If you don't include in the s—
Weblcg No Enable . . i i EVFATING 7R ki 8 15 a foquired ield
What's on Yes Qizable Permissions  Hename  Manage thes Application v nav'gatlon bUt Want to InC|Ude It ) o o

\

Note: You can also click on Disable to
remove the application from your website if

you no longer need it

on a 2nd level navigation e.g.
under about us you'll need to
create a re-direct page first,
then copy and paste the live
URL of the application into the
field provided.

* Meny tithe
(515 yharter Mble saed # U Sypgatamn swrsy whei® woo Srren oot of youf deey s 0L

Uit to redirect to instead of showing this page

lv;w nl n-mr- 1 om-louu-
Myeed Tampararly 38
* Inciude in nadgation meemu
INS pind wunt 1a Su36 TR Cam i e Lot A ra

Yes

ave tRarges Save and Poblst

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/



What are includelets? OQD superhighWOyS
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(Tindex | ((Edit |[ Layout cTations ‘Includelets’ are primarily used to automatically generate dynamic snippets of
Cancel and go back information to display on your webpage.

Pick an includelet for the Top slot

Includelets help you to:
o Add pieces of information to your page to make it more interesting e.g. images

cperrc O . Bring information info your site from another organisation’s website (embedding
i content e.g. widgets).

o Display information that updates automatically from another part of your site (some
are directly related to applications)

s OO « Setinformation to appear on all pages within a section or across the whole site e.g.
blog posts

The includelets you are most likely to use are:

Custom- a blank box that has the same editing options as a webpage e.g. add
photos, text and more
Filtered item list — customised display of content from other pages, in grids or lists

bl = _
The ‘Content” includelet [icasek b IS your main webpage - so don't delete it! You

can add other includelets above and below the content item to structure your
webpages effectively.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 3



Structuring your website using columns and includelets

Q@ superhighways

; hamessing iechnology for community benefit
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Column layout and includelet placement offer a way of structuring your website

1. Choose a page to edit

2. Move from the Edit tab to the Layout Tab

This will show you a diagram of the structure of your page. You can choose a different layout for each page.

| Index || Edit ;f Layout \I Refations || Permissions || Publishing
Top Scratch Trash
Ag2 ~chosetet Add inciuoelet
Custom
Left Content Right [TrawwmiL |
Add includalet Add mchadelet Add includeset @
| Content item I Fllag category E; W
[Filteced item list|  {Take your pick (| [ RawHTHL |
. Bottom
Add ~ciudelat
[ Raw i ]

Current template
Five area change

Content item- the main section of your page. If you never added
anything into the other columns and only used the central Content
column everything on your site would be full width of the page. (But
you edit the text in this box in the Edit tab of your webpage!)

Right or Left — if you have a page layout with more than one column

Relations - you can add a related image or related webpages -
enables you to display multiple pieces of related content on another
webpage e.g. in a grid of images with teaser text

Scratch — doesn’t display on your site but saves it in case you want to
use it again

Trash — area 1o move any includelets that you don’t want and won't
need again. These are removed permanently

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/



Changing layout and adding includelets

~ &7 superhighways
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Changing column layouts and adding includelets

"

1. Click on the red link "Create a new revision to make changes

Volunteering need help ...

index || Edit |[ Layout || Relations || Publishing |

The latest revision of this item is published.
Creale a new revision to make changes.

L b

2. Now the includelets will turn white and be editable
3. Double click on the includelet to open it for editing

4. Click on ‘Add includelet’ fo start adding dynamic information to your welsite

Croydon Mencap webpage structures - which column template should | choose?

Whilst the website may show a five column area ins some cases, most of the time you will structure
your website using Filtered Item List and Item List includelets:

To change the column template:

At the bottom of the layout tab, click on ‘Change’ under Current template

Current template
One column change

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/



Removing and moving includelets D superhlghWOyS
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Removing and moving includelets

Index Edit } Layout | Relations || Permissions || Publishing
The following options are available to you:
Top Scratch Trash
o |\/|OV€ It tO Scratch (Save) Add includelet Add includelet :
Working or volur]
o Move it to Trash (permanently delete) Left Contat Right Find a volunteer|
o Move It tO a d|fferent Column Add includelet , Add includelet Add Includelet
!‘There's lots to t%
e Move it up or down the webpage " Content Item
To use the options above: fichRes and
Volunteering and
1. Click to create a new revision (Other ways to g
Click and hold on the includelet
Bottom
3. Dragitto the right place Add includelet
- -
4. Release when a thick red line appears T——
5. Publish under the Publishing Tab

Things to remember

You must Publish it in the Publishing tab (or in the Edit tab): saving will not make it live on the site as it is just a component
of a page

Never remove the Content Item from the Content Column as this is the main body of your page (what you see in the Edit
tab)

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 6



Embedding content from external websites

—

le Edt View Favorites Tooks Help

You Searct

Kingston Voluntary Action, Canbury Park Road, Kingston upon T

Google

p Paste fink in emall or IM

Gat directions My places ™ oo

Short URL

Kingston Voluntary Action, near
Canbury Park Rd, Kingston upon
Thames, UK

Pasts HTML to embed in wabsite
<iframe width="425" height="350" framebordeg

Customize and preview embedded

Kingston Voluntary Action

50 Canbury Park Road, Kingston upon Thames
Surrey KT2 6LX

020 8255 3335  kva org.uk

communily developmant network - amergency first
ald - community organisations  safeguarding
children - funding applications

B = Beches . Mot s MO
YWt
v =B L

Embed content in your Voice website

J—

oA
3

hamessing iechnology for community benefit

O@ superhighways

Embedding content into webpages

Websites such as Flickr, Facebook, Twitter, Google maps,
Google calendars, You Tube, AudioBoo and many more
allow you to embed content from their website onto your
webpage.

Some require you to set up a free account so that you can
upload your content on their website first.

They then make available some code for you to copy and
paste (embed) into your webpage (as html)

Many allow you to customise or select how this content
displays e.g. box size and border colour

The Custom includelet is a useful includelet. In addition to adding text and images, it allows you to display a wide variety
of information pulled from external websites (embedding the content using html codes that the external site can give

you). The next page will show you how to do this.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/



Embedding content using a custom includelet

Q‘ superh|ghwoys
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Embedding content using a Custom Includelet

5 Help

1. Click Add Includelet Everything marked with a * is a required field.
2. Select Custom Title
3. Open another tab and enter the URL of the website . .

that you want to get information form e.g. You ® Yes
Tube, Google or Issuu ki

* Content
Copy the code the website gives you Fomat v Footfamdy < Fotsze <~ B I U X x'|A-¥- Q@ =
- - ] | EEIE(--E®
In your custom includelet click on HTML & | | \ \ = s :!
VR xmw@-:w«m wé 2 H w3

This will open a new screen

Paste your code here —

© N o 0 bk

Click on Update

You can also use the embed button < =

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 8



Understanding relationships: applications and includelets p superhlghWOVS

O‘ hamessing fechnology for community benefit

Some includelets in Voice display information that you have added to applications that are enabled on your website.
The Community Calendar includelet is linked to the Calendar application. The Latest News includelet is related to the
News Story page type (not an application).

g e = s

Example: Adding a Community Calendar includelet (| Applications
. . . Traini

You must have the calendar application enabled on your website and 7"""'"? - 7 7

have added and published at least one event to do this: [ index |[ Edit || Layout |[ Publishing |
Cancel and go back

1. Click Add Includelet Configure Community calendar Includelet

2. Community Calendar Everything marked with a * is a required field.

. . Max # of events to display (default is 2)

3. Add the maximum number events you want to display =

4. Give atime period / Days to display * # of da[_js to display
1 Day

5. How much of description to show 2 anenenibaariiion

. . . [i] Default is 200 characters
6. Inherit to subpages — No to just show on this page, Top or Bottom to

place it on every page beneath this one in the Site Map cSS Class

[i] CSS Class to use - leave blank for default.

7. Save changes
* Inherit this includelet to subpages

8. Go to Publish Tab and click Publish to make live No Tl
At Croydon Mencap we do not use the Community Calendar or News —pr——
includet

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/



Structuring using Filtered item list includelets

Monday Night Social Club The Saturday Club

Croydon Mencap's popular The Saturday Social Club for
Monday Night Social Club for

adults with a feaming disability in Croydon

adults with o learning disability

each page.

Healthy Lives

Healthy Lives is our weekend
waiking and sports group for
aduilts with o learning disability

to that page

Configure Filtered item list Includelet

Everything marked with a * is a required field.

* Display mode
[il Inline puts content directly on page, Panel puts it In a box

* Panel colour
[i] Standard colours defined in the Bootstrap theme

| Default (usually grey) v |

Title

[il Leave blank for no title

* Display mode

[i] Inline puts content directly on page, Panel puts it in a box

| Leave blank if you don’t want a title displaying on the page e.g. the one above does not use title because there

isRS£me text above that has the title Active Lives

[i] If set, makes the Title into a link to this URL
i Ignore this

Q‘ superh|ghwoys

hcmessung fechnology for community benefit

The Filtered Item List enables you to display
information from multiple webpages in a grid or a list
on another webpage. This makes use of things like
related images, titles and teaser descriptions from

When the visitor clicks on an image or the title e.qg.
Monday Night Social Club, they will be taken straight

Display mode chooses whether the
box has a coloured background. Use
the Panel colour drop down to
choose from a range of Croydon
Mencap colours.

In-line has a white background and
copies the styling of a normal
webpage.

Your display mode will be mostly in-
line. Use panel sparingly.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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The Filtered item list includelet

d hamessing fechnology for community benefit
* List mode

[i] Grid and Wells are never in a Panel, the others take the Display mode setting

| List Group (touching panels) v |

* List mode List mode decides how the box will display the items
1il Grid and Wells are never in a Panel, the
| Grid 3 Wide (Mobile 1) v

List Group (touching panels)

Ordered List
Unordered List jeave tt
Grid 1 Wide . . . .
Grid 2 Wide (Mobile 1) This is Grid 3 Wide (Mobile 1)
Grd 3 Wide (Mobile 1) curren Moeuday Night Sociol Club The Saturdey Clib Weolthy Lives
Grid 4 Wide (Mobile 2) keywor Croydon Mercap's popular The Seoaraay Sockal Oub for Healthy Lives & ow weekend
Grid 6 Wide (Mobile 3) gdtotl Manday Nigte Sockal Clu for odulty with a learrng dischiity wolking ord sports group for
Separate Welis 0dults with @ leaming dhuteity i Cropcion oduks with o learming daatriiy
Clubs @ Leslie Park

This shows List mode ‘Separate Wells’. This shows List mode 'Grid 1 Wide' for

Clubs @ Leslie Park on the Clubs and
activities page

Information

What |y & learnmg dsobisey?

sorming dyabeiy s § of the mas comman forms of dasbiity bs S Un
) dsabeiny b § ol th ity

What is cutiem?

Atium iftecty e ATy 0 persan rermerascstes ard how they sapevierce the warkt nwnd them

Mobile 1 means that when someone is looking at your webpage on a phone or small tablet, one item will fill the full width of the screen e.g.
Monday Night Social Club. The other items will drop down underneath. They would scroll down to see The Saturday Club and then Healthy
Lives.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 11



The Filtered item list includelet

Parent items
[i]l Select items below here, If you leave this blank it uses the current page.

Select item  Clear

Latest stories and news

Croydon Mencap hos Jode on The One Show - One Purents in Portnership
appointed o new Chiaf ig Thonk ¥i
V|'pn ne BigTh - Parents & Parineshigs joned
Executive

Joda wor naminated 1oy ey Cropdony Moncap 0nd hectme
Alan sz etining voluZeeting and furdmiing AP & Cropdon Mencop

* Items to select

[il Children selects items below the current item

Keyword selects items which have keywords in common with the current item
Related selects items that are related to the current item (see Relations tab)

| Children v |

* Items to Select
[il Children selects items below the current item

Keyword selects items which have keywords in common with the current item
Related selects items that are related to the current item (see Relations tab)
_Aghlld_ren v

Children

Keywords 24

Related b4

Content type
—-Any type -- v
Search string
[i] Optional search string to filter results
Ignore this

<9 supethighways
N0 g

hamessing fechnology for community benefit

When you Select item, all other pages that you wish to display must sit
underneath it in your site map. For example if you want to show a grid of
latest stories and news you must choose Stories and news as the Parent
item.

If pages are in completely different sections of the site then hyou will
probably need your home page as the Parent item.

Children means any page that exists under the Parent page
You can also choose a specific tag, Keywords, e.g. Vacancies'.

Croydon Mencap'’s Filtered Item Lists do not need keywords for most
filtered item lists. They are used for Team pages. Insert these in your style
guide.

Keywords are case sensitive.
To use Related, you must first go the Relations tabs of the pages to choose

which other pages they are related to.

Choose what Content type of pages you want to show content from e.g.
webpage, news story. You can leave as Any type under Content type

Choose what type of pages you want to show content from e.g.
webpage, news story. You can leave as Any type under Content type

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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A note on Search keywords

* Items to Select
[il Children selects items below the current item
Keyword selects items which have keywords in common with the current item
Related selects items that are related to the current item (see Relations tab)
Children
Childran
Keywords 24

Related | ¥

Search keywords

(il Items which have any of these keywords. Separate with commas.

* Include in navigation menu?
{41 If you want to include this item in the left hand navigation, dick ‘yes

Yes
® No

Q‘ superhlghwoys

hcmessmg fechnology for community benefit

If you have chosen Keywords, scroll down to complete the Search keywords box

Search keywords. As it says here Items (webpages) which have any of the
keywords you write in this box will be filtered to show in the grid or list. You must

separate them by commas.

One keyword can consist multiple words e.g. Portland House

To filter webpages by keywords, they must exist on those pages.

Keywords
1il Not visible to visitors. used by search engines to rank vour page. Separate with commas.

oﬂland House

escription
14l Not visible to visitors, used by search engines to rank your page

* Send a notification to members when this page is published?
L Yes
® No

Save Save and Publish

Keywords are entered on the individual webpages at the bottom of the Edit tab.

Keywords are case sensitive. In this example, Alan, Abigail and Carole all have an

individual staff page. On each page is the Keyword: Portland House

Our team

There ore comtoct details for our staff membess on this poge

f

Abigail White
Operations Manager

Portland House

v

Alan Avis
Chief Executive

glon@craydonmercap arg.uk ahigalEcroydonmencap.org uk

V|

Carole Letchford
Finance Officer

coroleEcraydonmencap g uk

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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The Filtered item list includelet f p :
O superhighways

Publish start date

v v

Publish end date

v v

Publish min age

Publish max age

-_ v

* Item display mode
[i] How to display items in the list

® Short Title
J Full Title
) Teaser
O Related Image
O Full

Extra display options

[i] Extra options for some display modes

] Author

L) Keywords

) Related Image

L Publish Date (header)

U] Publish Time & Date (footer)

[ Hide Read More Link

hamessing iechnology for community benefit
a J

Set a Publish start date for your grid/list to display - useful if you had a long list of news
stories and you only wanted to show the last three months worth of pages.

ltem display mode: this is about how the text displays with or without an image.

Short title: displays the menu title
Full title: displays the long title at the top of your webpage
Teaser: displays the extra text description that is not normally visible on the webpage

itself along with the full title
Related image: displays only an image (no text)

Full: displays everything on each individual page in a list or grid of pages. Only
use this if the information on the individual pages is short.

You have some Extra display options available. o
Index Edit Lsyout || Relations || Publishing |
You must tick Related image if you want your grid or list s s s oo ssed e
. . Related Items
of webpages to show an image. The images must be TG
added to the individual webpages in the Relations tab.  * ™ st B L

Relations From Other Items

No inbound relationships

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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The Filtered item list includelet

* Related image mode
Thumbnail v |

* Related image |
Thumbnail v

Thumbnal

Medum Size © as
Full Size ce) v
Original

Related image aspect ratio
Natural (as source) v

Related image aspect
Natural (as source) v
Square

4x3 (postcard)

16x9 (widescreen)

2x1 (wider) alle
3x1 (very wide)

* Sort order
Fixed Order v

* Sort order
Fixed Order v

Title sto

Newest Firs!
Oldest First
Random

rr==ra-—

1S,
iy Supethighwoys

Related image mode: you have a choice of displaying related images at different sizes.

Most of Croydon Mencap'’s filtered item lists show the full image or medium sized.

Related image aspect ratio: you have a choice of what shape your images will be
displayed as.

Most of Croydon Mencap’s filtered item lists use 16x9 (widescreen).

Do not use Natural (as source). This could lead to inconsistencies on your website if photos
are all different shapes and sizes.

If you have used 16x9 and one of the images is not displaying correctly or filling the space it
is likely that the image is too small (not of a high enough quality).

Sort order: decides the chronology or order of the webpages you are displaying
Fixed order: the order the webpages appear in the navigation

Title: alphabetical

Newest first:  the most recently published item is displayed first (e.g. Stories and news)
Oldest first:  the least recently published item is displayed first (not used anywhere)

Random: it doesn't matter about the order

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 15



The Filtered item list includelet p SuU
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@ hamessing iechnology for community benefit

* Present links to allow the user to sort results  present links: Only useful if there are lots of Webpages included!

L) Yes
® No
Limit Limit: set the limit if you have a grids that you want to keep nicely displayed
(] Umit results, 0 for uniimited, e.g. set it at 3 for a grid of three or 6 for a grid of six.
* Paginate Paginate: allows a visitor to sort alphabetically or by date if it displays lot of
' Yes . .
® No pages e.g. news items here https://superhighways.org.uk/latest/
Tree depth

[il 1 for imn]gdia!e children only, 2 for children and thelr children, etc. 0 for unlimited. Tree depth Set thls to 1 In mOSt Cases' Th|S prevents Stray pages In the Slte
map below your chosen pages from displaying. E.g. On the support page
you wouldnt want a page that had been Suppert

P —_— created underneath Adults with a learning
[i] CSS Class to use - leave blank for default i dF ; ; ;
Baore this disability to appear in this grid.

* Inherit this includelet to subpages Inherlt thls Includelet to Subpages P e AT 08t . R AR

No v
« Only if you want it to be duplicated on the
Bottom . .
Top Only (ot current page) pages that sit underneath the Parent item
Battom Only (not current page)  su
No v
SR Don’t forget to Save changes. You can preview or go to the Edit tab or

Publishing tab to publish on your live site

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 16
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The Item List includelet helps you to create a grid or list of different types of content e.g. text and images that are not
linked to pages.

You can also select individual webpages that are not children, related or filtered by keywords. For example, if you wanted
to have a grid of three pages from anywhere on your site you may choose to use the Item List rather than a keyword.

Many of the choices available are the same as a Filtered Item List.

Title

[i] Leave blank for no title Title: Complete if you want a normal sized title
| Testing
URL Testing

(1] If set, makes the Title into a link to this URL

Description
[1] Leave blank for no description

'You can usually leave this blank

Graphic
Ham and cheese sandwich Select item  Clear

You can usually leave this blank

Graphic: You probably won't need this. It may e useful if you were just
showing one item.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 17



Item List includelet for text and images '@ Supermghwgys
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* List mode

il Grid and Wells are never in a Panel, the others take the Display mode setting List mode: choose how the items will d|5p|ay depending on the
Grid 2 Wide (Mobile 1) v] . . T _
number of items to display and the amount of information e.g. text

How to create a grid or list of text and / or images only:

Items to display
[i] Add Page to add a page from your site. If Related Image is enabled in Extra display options then the first image related to the selected page will be displayed

Add Other to add text/images/links.

Type Title ___
Add Page |Add Other Add other: add a graphic and / or text. You can add multiple items and give it a title and teaser

- o ' If you are adding graphics you must click on Select item

E Q= AddEm;lu@-GnoynChmw
l & e-voice.org.uk/croydonmencap/content-centre/util/item-list-external-link
1. " Then Add Item to save whatever information you have added
| URL You can then move items up and down to put them in the correct
order. Here we have added two random images side by side

Items to display
11l Add Page to add a page from yout site. [ Related Image ks enable

Add Other to add text/images/iinks.

N Grapfuc J
Salect itery choy Testing
|] Add llem kp -

Type Title
Other tét  Remove Down
Other Edt Remove Up

Finally, you can make some other choices about styling before

Saving Changes

Add Page  Add Onher

18
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YouTube or Vimeo includelet

. ‘ superhlghwoys

Everything marked with a * is a required field.

* Display mode
[il Inline puts content directly on page, Panel puts it In a box
|Panel v |

* Panel colour
[i] Standard colours defined in the Bootstrap theme

| Default (usually grey) v

Title

[i] Leave blank for no title

Description
[il Leave blank for no description

* YouTube video id or URL

Aspect ratio
Naltural (as source) v Aspect ratio

Natural (as source) v

CSS class

[il CSS Class to use - leave bilank f Square |

4x3 (posteard) .!“
16x9 (widescresn)
* Inherit this includelet t 2«1 (wider)

No 3x1 (very wide) rdi
NO

Save changes

homessnnq fechnology for community benefit

Display mode: choose a Panel to surround your video with a coloured
box. You can also choose a Panel colour

Use Inline to have a clear

) ) * Display mode
(white) background so that it

[i] Inline puts content directly on page, Panel puts it in a box

looks like it's just on the white
webpage.
Title: leave blank for no large title above your video

Description: if you want to put some text before the video

YouTube video id or URL: Copy and

paste the YouTube link into the box. You
do not need an embed code. Just the
link e.g. https://youtu.be/HMhOaQnaF48

Finally, you can make some other choices about the Aspect Ratio
before Saving Changes.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Permissions SU erhl NwWAays
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Permissions can be set at various levels:
e Whole site — set under Users and Permissions Tab
¢ Top Level Pages and Folders — set under Permissions Tab when editing that page

e Applications —in the Applications Admin area

Levels of Permission:
e Admin — full rights
¢ Edit — can add information to page and applications

e Read - can see the content, but cannot contribute

Users

Registered Users - anyone registered with the Voice system (not specifically your site)

The Public — anyone visiting the site

Administrators — full access to the whole system, including making others administrators

Members — people who register with your site to be notified of updates or contribute to
discussions

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 20
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Private Area Members — people specifically invited to have access to the Private Area

Named People — members of your site with permissions for specific pages/applications

Users—Members

Go to Users & Permissions — Members

Members awaiting approval will be on left

You can Approve, Deny or just ignore these requests

People may register for updates from certain applications e.g. Noticeboard, FAQ

They may just be interested in your organisation

They may want to take part in polls, surveys and discussions

Approving them won't automatically give them any special privileges unless you've set this up
Recommend approving all members as you can email them directly from the system under Users & Permissions
Set it to automatically email new members — Welcome Emaill

Email Members or Administrators e.g. with updates on your work

You can invite people to join by entering their email address

If they are already registered with Voice they will appear in the list of members automatically, otherwise they will
receive an email asking them to register

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/

21



Ad . . :
ministrators superhighways

hamessing iechnology for community benefit

Making someone an administrator of your website

You can make any member an administrator by clicking Make Administrator button by their

name
ent Management | Look & Feel | Users & Permisslons | Reports | Help
) Policy Permissions & Sharing Email
Members
Search
0K | | Clear
Name ~ User Info Role - State Action

member approved  Remcve Make sdministrator
member approved Remove Make administrator
Confidential admin approved (Resovs

member approved  Remeve  Make administrator
admin approved Remove Revoks administration

admin approved Remove  Revoke administration

admin approved

ite nthere

You can revoke Administrator rights and remove them entirely — this is why it is very important not
to share one username/password between many people.

Every member or administrator should have their own password.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 22



