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What is Voice? g superhighways

Voice is a Content Management System, a computer programme that allows you to publish,
edit and modify content on a website. Voice is an easy to use publishing platform designed for
the voluntary and community sector.

Makes editing a website simple

No knowledge of coding or design

Designed for the voluntary & community sector
Applications to add interesting features

Free web space

Developed by Voice Online Communities CIC
Supported by Superhighways

Examples of Voice websites

Centre 70 - simple site with plenty of basic information about the organisation
https://centre70.0rg.uk/

Croydon Voluntary Action - fully developed site using many advanced features with a custom design
www.cvalive.org.uk

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Planning your website g superhighwoys

It's really important to plan your website carefully. Some of the key things you will want to
consider in advance are:

What is the purpose of your website?

Who is the target audience?

How much time will you have to update it? Who is going to help you?

What pages/sections/features does it need?

Other websites to link to?

How will you promote it? It's no good having a welbsite if no one knows about it

Good practice tips

Look at other websites to get an understanding of how to structure yours

Talk to your target audience - what information will they be looking for on your website?

Talk to your staff/group members/volunteers - have you included everyone's work/projects?

Be realistic - it costs millions to create a website as fully functional and dynamic as the BBC!

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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To find your site:
e Go directly to it if you know your website address

e (o to the London Voice website and find it in the directory
https://london.e-voice.org.uk/

@ ; . . .
Q Search | & To log in click on the person icon in the top
. right of the screen
%) Login 9
Log in with your password (the one you
registered with).
Login .
9 You can use the same email and password
Email .
i to register to become a member or
SRS Ao e administrator of multiple Voice websites.
Password
Remember my login on this computer
(not recommended on public computers) If you forget your password click on For-
/ gotten Password and enter your email ad-
Forgotten your password? » dress. There is no need to contact the
Register now for your login ta Voice Online Communities » VOICG AdmInIStI’ator |f you forget your pa.SS'

word. Simply re-set it.

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

Q Search & £ When you are logged in, click on

&
you will se:
[ Quick edit Ouick ed
[ ]
[# Edit this page it thi
e Edit this page
& Manage website Pag
& Hel ¢ Manage website
elp
e Help

You can click on Manage Website to take you into the
administration area for your website.

There are 6 top level tabs in the administration area:

¢ Website Settings — initial set up details e.g. contact information

Content Management - main area of Voice that you will use!

Look & Feel — control design aspects across the site

Users and Permissions — controls members and administrators

& e-mailing list

Reports — statistics and broken links

Help — links to documentation for the system
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Website Admin

Return 10 homepage: Londan agem > Croydon Mencap adew
Website Settings Content Managemaent Look & Feal Users & Permissians Repaorts Help
Maossages VWaebsite Details Website Categonas Use External Site Site Domain

News and Messages

Site-wide news and information from the Voice Online Communities team

VOICE G

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Website Admin
Content Return to homepage: London admun > Croydon Mencap Admn
\ Website Settings Content Management | Look & Feel Users & Permissions Reports Help
Add, edit and re-order 7 Content  Assets Lirary  Applications <= Applications
: Site Map A Home
pages/sections. Erordon Voo e e These are functions that
) | [| Edit Layout Relations Publishing
Click on the red links in o s Pravien  View Liva  Créata Ttom help you control some
the Site Map to edit ‘ f Search for —Any type -- v containing in ® Selection ) Whole site  Search types of content e.g.
the pages of your site. calendar, photo album
They will be in black

bold when active. Asset Library

All of the files uploaded to the site are stored here e.g. images, documents.
You can upload things directly to Assets Library. Anything you upload via
your webpages will also be stored here. Documents and images must be
uploaded first - you cannot link directly from your computer to the website.

From the Administration Area, click on the red link name of your site at the top of screen to go back to the live/pubilic site:

Site Admin

Returmn to homepage: Kingston upon Thames Admin > Kingston Voluntary Action (KVA) - Supporting the Voluntary and Community Sector Admin

Tip: open the live site in one tab/browser and the Admin Area in another so you can easily switch between the two

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Website Admin
Return to hamepage: Londun  Asrn > yOON Mentay  saese
- Content Wanagement || Look & Feel | Users 8 Farmissions | Ragorts | Help Go to the page you want to edit and click Edit this Page.
Content Assets Library Applications
bz Sonyeet This will take you into the Edit section of the Content
Index | Edit | Layout || Relations Permisticrs || Publishing | . . . .
M Ve ine e G Ows Dekne G Management (you can also click on any red link in your site
Everything marked with a2 * Is 3 regured field
" Ful :Tnle m ap) '
Mg You will see various icons used to format text on your page.
R oo / Many of these are similar to those you will find in Word.
Parsgaph v Poek Pamdly v Toot Sin B I UK x A%l . . .
f sEam 9 If you mistype or complete an action that was incorrect you
T-AL A Laa0 e I Je» |2 N Lidea
Support for you, your corers and families can press the undo button (as long as you have not yet

saved the page.

To copy text from a Word or other document onto your webpage:

1. Highlight your text in the document and copy

2. Click on Paste as Plain Text icon Jﬁ

P

Always paste text into your site this way from a document or other website. This will keep all text on your site looking the
same. Never paste from a source outside of the website directly onto your webpage.

3. Then click on the Paste Icon

You can also use the paste from Word icon. |

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

Use the format ‘paragraph’ drop-down list and stick to ‘font family” and ‘font size’ to format your text. This is the font that
has been set in the design template (theme) for your website.

If you do not use the fonts set in your template, then write yourself and your administrators a style guide that sets out
exactly which fonts will be used e.g. Arial 16 for paragraphs and Arial 36 for heading 1

This will ensure consistency across your site and make sure your pages are easier to read.

Body text
Paragraph v Font Family ~ Font Size = Note for Croydon Mencap:
» Paragraph = .
Address Your site has a custom theme. Please only use paragraph
and heading styles as agreed in your style guide.
Preformatted

= Highlight the text, then scroll to the appropriate sized
Heading 1 Heading.
= The default setting is paragraph.

Do not change the Font Family or Font Size

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Saving and publishing your webpages g Superhighwoys

At the bottom of an existing page, you can:

Save and Publish Save as New Revision Save as New Revision and Publish

e Save and Publish: makes changes visible on your site but keeps the original publish date.

This is useful if you are making a brief edit to a webpage, such as correcting a spelling
mistake on a news item, where you do not want it to appear as a brand new page. It will hold
its original position in current lists and grids (e.g. a list of date ordered pages, visible to visitors).

e Save as New Revision : changes are not visible to visitors. It will save with a new date (New

Revision). Revisions
. _ . , _ o »18/11/21 16:33
e Save as New Revision and Publish: makes changes visible on the website and publishes it with 18/11/21 16:29

18/11/21 15:22

a new date. In most cases you will use this button to publish your webpages. It will help website /1451 tme
editors to see who made changes and when. 18/11/21 15:02
18/11/21 12:59

If you have created a new page, you will see the following Save and Save and Publish. As it will be iu’i~ 112=§
8/11/21 11:5(

a new page there is no revision to update. 8/11/21 11:30

Save Save and Publish

18/11/21 11:27

Key

If you change your mind: » Live and Current

¢ Click on the Undo icon (if you haven't saved it)

Support

¢ Click on an earlier Revisions Date to publish a previous version. You can see your —
Fren Layout Delatons |l Parmissions 1 shing
revisions in the Publishing tab of the page. Sistus: ONLINE

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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What is an image?

e Photo or alogo

e Jpg, Gif or Png files only

hamessing technology for community benefit

¢ You may need to compress your images before uploading if they are very large. Ideally 2MB or less.

What is not an image file?

e Pdf document

e Publisher file

¢ Word document containing an image

¢ Files formats unsuitable for the web e.g. tif, bmp

-

A\

N\

= =)

.
Adding your image

1. Click on edit webpage if you are not already in that tab
2. Click on the Add/Edit Photo Icon (it looks like a tree) 'y
3. A new pop up window will open

4. Click on Browse icon (to search for the image on your computer. If it hasn't yet
been uploaded to the assets library, you can do this as part of the upload process

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 10
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[ Site Assets |

Select an existing Image
'-;Imagu
H Jaduns
L Carers Support Service
® lchiill and chat
¥ este Park
P Oogos
# Umonday Night Social Ciub
v ps
¥ piacetoiders
® Osaturday Clab
t ‘\—JTg.m
¥ Clvoiunteering buddies
¥ Lwetfare Rights
CC icon
Jnc
Jdor
Jaec
—JMQ
—]""_"MQS
MHFA Mental b
Daco
Dscc

If the image is already uploaded to the assets library
you can simply click on the file title

Or click on the plus sign by a folder to search for more
Complete the Image description.

This is what screen readers will read out for people who
are visually impaired. It needs to be a short, accurate
description.

Title (this is what you see when you hover your cursor
over an image). You do not have to complete this
action

Click Insert. Don't forget

to Save or Publish your e g~
page. -T'I‘I:'-x Desorptan Fhato of » foem in Chase ug

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

Or add a new Image

Upicad image

Add to Folder

Or add a new Imoage

Fd= name |7}

Desongtion

) Bried desc

Upload image

Acd 1o Folder

Fle nams

Description |
14180 ascrpter of 1ha mage

Cacose Ne | No file chosen

Images

Photo of bu

Chocse e

Images

wess far backgrol

nch of fio

background

nd

Save and Pubigh

rptice of the image. ssed as the it tet for =<

ge900a50e%_19

sl
Images
Adults

» | Chilf and chat
Leslie Park
Logos

Carers Suppost Service

Manday Night Social Club

sHp
Placeholders
Saturday Club
Team

Nk

o

Volunteering buddies 00d

Weifare Rights

Images

wers on pink background

een readers

20.1p9

v
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You can also upload a new image at the same time as adding
it to your page.

1.
2.

7.

Follow steps 1 to 3
This time, scroll down 1o ‘Or add a new Image’.

You will need to give the image a File name. This is the
name it will have in your library.

It will also form the URL for the image. It needs to be short
and clear

You can add the Description for screen readers
Click on Upload image

You can also add the image to an existing folder in your
assets library. There will be a drop down arrow if these exist.
You cannot create a new folder at this stage.

Click on Save and Publish

This will save the image from your computer into the as
sets library on your website, where it will be stored until you
delete it. You will not have to upload the image again
once it is stored in your library.

Then Insert to add to the image to the page.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Change the size and layout of the image: : ‘
| General | Appearance | [ Advanced |
1. Click on the image Appoarance
Alignment -- Not Set -- v
Click on Insert/Edit Image Icon Dimensions w2 |x[ 214 |ex é

Constrain Proporbons Corini s

N Deolor sit amet,
Vertical Space | 10 consectetuer adipiscing
loreum ipsum edipiscing

You can now change the Alignment, Size and Spacing around the Horizokal Spece [5:40 S oy e Py

nibh euismod tncidunt ut

2
3. Click on the Appearance Tab
4

image. The preview on the right will show you the placement of :"W =l 'imet —
text and spacing around the image. For vertical, horizontal and Style g o
border spacing, start at 10 to see how it looks.

5. Click on Update (or Insert if it is a new image).

Sitw Assots

Sedett an existing Image
L images

& gy

# Qcarers Support Servcs
L3l end chmt

L\ aalie Purk

£ g

Don't forget that once you have added your
D S o image to the assets library you do not have

* Lhlacuhoten

Gttt to upload it again: you can now choose the

* Ousen

B Ljuhntoarning buddies

s image out of your library by clicking on it in
Joc the ||St

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 13
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Adding links: external websites g superhighwoys

There are 5 types of link:

¢ Link to another website

¢ Link to a page within your own site

¢ Link that opens a document

e Link to an email address

e Anchor link to a specific point on the same page

You will mostly add links using the same method.

Adding a link to an external website

1. Type the word(s) you want to make into a link e.g. BBC Website
2. Highlight/select the words that you wish to link

3. Click on the Link Icon

>

You could just type the address e.g. www.bbc.co.uk into your page, but it is friendlier to make a word or phrase into a
link. Visitors are generally used to reading websites with phrases as links.

Try to stick to the same format throughout your website. Either highlight words and make them links or use the full web
address. If you use both it makes it harder for a visitor to scan your webpage for the information they need.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 14



Adding links: to a page in your own website ‘ superhlghwoys
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/'

- 4. Type the website or email address in the Link URL field

5. Change Target to ‘Open in New Window' for a link to another site. It will keep
your website open for your visitors alongside the website you are directing them
to.

6. Click Insert

7. Save and Pubilish to see your link

Links to a page in your own website

Repeat the same steps as for email/external links above. |ED

1. Instead of typing in the address, click on the Browse icon o "“*:“_
2. You will see a diagram of your site. Click on the + next to Home to expand the list 2“2

3. Click on the name of the page you want link to

4. Insert

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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General | -F;ug:a;: | | Events ]| Advanced | Llnks to an emall address

General Properties

Link URL [info@mywebsite.org.uk 53] 1. Type the word(s) you want to make into an email link e.g.
Target [Cpen in New Window (_blank) v Info@ mywebSIteorg uk

Titde info@mywebsite.org.uk

Class |- Not Set - v 2. Highlight/select the words that you wish to link

3. Click on the Link Icon

4. Inthe pop up box, type the email address info the Link URL
field

5. 'Open in New Window'

6. You can also give the link the same title as the email address.

It helps people that dont have access to email on the
| [_tnser | [cance ] device they are using the chance to make a note of your
email address

7. Click Insert

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 16
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What documents to add to your websites?

¢ Word docs in a compatible mode

o Pdf files

What documents don’t work online?

e Publisher files (or any other desktop publishing)
e PowerPoint files

Not everyone has these programs on their computer and file sizes can be too large. However, you can upload
multiple file types if needed.

Adding a new document

i (S 1. Follow the steps for adding a link to your own website (highlight your
B ) text and go to the insert link icon)

T T 2. Go to the bottom of the box to ‘Or add a new asset’ and select
Document from the drop-down list

Give your file a name
Click ‘Choose file’ 1o look for it on your computer

You can choose to add the document to an existing folder

2

Save and Pubilish (this adds the document to your assets library)

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



Adding an existing document "‘ superhlghwoys
e homessing technology for community benefit

>

Goneead || Pupup | [ Evenss | [ Agvernced |

General Properthes

Another box will pop up

Link URL E:wym:rm:m‘.spa—:u-’.vd:n."ucnu.’krmnr; case s]n

Target Open in This Windaw/Frame - 6 ChOnge .I.he Torge.l. 1.0 “Open in NeW WindOW”
Title Kngtng cose study

7. Click Insert

8. Remember to save or publish your page.

Linking to an existing document

1. Follow the same steps as before but this time ‘Select an Existing’

2. Assets
| Sita Asests ||I0
Seloct an existing 3. Documents
# Dt
5 Dpspes 4. Then the document you want to add
* ‘-)Ir'w,ws
& Dpueomers 5. Or click on the plus sign beside the folders to find the document
& Dannual Aevews .
(&7 mmiedl you are looking for
* A ustom Theme
‘—"\'-.en \ . H Vi
s Bove 6. Inthe pop up box choose ‘Open in New Window
¥ Uspecial
Or add a new Aju_-' 7 ) Insert
News Type None v

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 18
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Once you are confident that you know your way around your website and you have added some pages, you can use
the Quick edit function for quick and easy changes.

e

Q Search & ’Q‘

[ Quick edit

[ Edit this page

£ Manage website
& Help

Once you are logged in, go to the Cog in the top right of your screen

Click on Quick edit

Each area of your webpage will now be accessible to make changes. It will have a

pale pink background

Click on the Edit button to make an edit to that part. You can change images, text

and more.

It does not include banner or footer information

Content item

Everything marked with a * is a required field.

* Full Title
Home
Body text
Paragraph « FootFamily - FontSize <« B 7 U | %, x' A-"_/'- Q8=[y
| A EEEE = E
VAU XA L@ eI~ s 2H b e

Edit

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

| Index | Edit H Layout \ Relations || Permissions || Pubhshmg-

1. Go to your Home Page on the Live Site

Preview Clone Cut Copy Delete] Create Item

2. Click on Manage Website

: ' Site M H -

3. Click on the Content Management tab, then on the | :,i.,,.:f....,. i o R

i : I Index | Edit || Layout || Relations || Publishing
name of your site at the top of the Site Map ecuit Riders -

4. Click Create ltem Create Poge %[ Go |

5. From the drop-down select Page and press Go e

6. Give your new page a Full Title * Full Title

7. Menu Title: a shorter, clear name for the navigation Menu title

[1] A shorter title used in the navigation menu, which also forms part of your item's URL

bar (optional)
Teaser
Prranyind * Fot Famdly = Ford Siw *® J U % x L\."..i." 13-y

8. Teaser: this is a short description that is not displayed > e
on this published page. But it is a description that LA RR L E AL R A e 2 Videa
can be automatically used elsewhere on your
website, along with an image and the title, to lead
visitors to this page (using a Filtered Item List or ltem Pori

H Body text
LISt) Peragigh « FokFamily = FotSe < B 2 U (% 3 [A-W. Q& =
. . o (= & B RN
9. Add some Body text to your page. This is the main P ALIXLDADRIEHZ S BOIEN - LIAeD

text on your webpage.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 20



Adding a new page

10.

11.

12.

13.

14.
15.

Show title in full page view: choose whether you want your
longer title to appear at the top of the page. You can
easily change this again or preview to see what it looks like
before you Save and Publish

Include in Navigation menu. The default setting is No.
Remember to change it to Yes for it show in the navigation
bar if it's a top level page e.q. about us or our services. You
don't have this opfion for the Home Page as every site
must have a Home Page displayed in the navigation bar!

Ignore the Keywords description. Keywords are now used to
tag content for display purposes only (more on that in the
advanced handouts).

Description: This is true. Add a short description of what the
page is about. This is not visible to your visitors but may be
used by Google and other search engines, including in the
short snippets of information they display to visitors when
searching on the web.

Save if you want to work on it a bit more

Save and Pubilish if you are ready to go.

hamessing technology for community benefit

g superhighways

* Show title in full page view?
® Yes
' No

* Include in navigation menu?
il If you want to include this item in the left hand navigation, click ‘yes'

! Yes
® No

Keywords
[i] Not visible to visitors, used by search engines to rank your page. Separate with commas.

Description
[il Not visible to visitors, used by search engines to rank your page

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

Save Save and Publish

|

Word of warning: Voice does not auto-save
your page.

Save as you go to make sure you do not lose
your hard work.

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

Scheduling

You can schedule when a page is published or when it is take
offline

1. Go to the Publish tab
2. You will see the status of the page

3. You can set the date and time that you want it to be
published

4. Once this is set, you can set a time for it to be taken off the site

Folders, pages and new stories

When you click on ‘create item’ you are given a range of options:
Pages - the most simple way of adding content to your site
Folders — if you want pages within pages - useful for housekeeping

News Story — This type of page is linked to the Latest News
includelet around your site (covered on the Advanced course)

Redirect - creates a (blank) page that you can directly link to an

Old copy

Index Edit Layout

Reiations

hamessing techne

permissions || Publishing |

Status: Offline
Publish
Fubiist

Create schedule 1o publish at:

Decamber v | 14 v | 2021 14w

Save changes | ces

Revision History

Live Revision

45499373 2021-11-09 14:58 Sorrel Parsons

Website Admin

Return Lo homepage: Koot

Creation date

gy for community benefit
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45 v

Created by Published at

PFublish

Website Settings  Content Management | Look & Fesl | Lssrs & Permission

Content  Assets Library
Site Map

How to get imvolved

Applications
How to get involved

| Index || Edit |[ Layous Rermissions

Prevew Core Cit Copy Delete

Create Folder | =!| Go
Page —
Cancel News Story
o

Redrect —
Search forT—Any Type - | = | contaéning

In & Selection

Prevew

Whaole

external website, or another page internally on your own website. e ek e PRSI oo
i = Page  2013-01-25 16:48:54 Ll |
Useful to place a Voice application’s landing page elsewhere on
the site
22

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



Reordering pages ‘ superhlghwoys
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Items are automatically added to the bottom of the menu
(navigation) but this might not be the order you want them to —— e et
appear. o e (Ttndex |[ Edt

Frevies  View Live C

Search for | - Anyly

1. Make sure you have clicked on the page in the site map that ,' " Title

the other pages you want to reorder sit under. It will be mansiomgtn 2o
highlighted in black and bold iy
2. Go to the Index tab for that top level page it
| Index || JEdit || Layout || Relations Publishing
3. Go to ‘Reorder Items’ PIERTTWR e Create Itom
. . . ) Search for —Any typa — v | containing in ® Selection . Whole 1
4. You will then see a list of all the items (pages) that sit under
th t Title Type Published Subitems  Actions
at page. About us Page  2021-11-23 16:15:02 s b
Information Page  2021-11-23 16:16:02 s b A
Support Page  2021-11-23 16:16:28 2 bl
Home itome page Get invoived Page  2021-11-18 12:11:07 s b N
N 5 \ . . Stories and news Page  2021-11-17 14:47:40 3 b0
Index || Edit |[ Layout | 5. Highlight one and use the i 2
Cancel and'go back Move Up or Move Down Suppart us Page  2021-11-17 17:35:05 LR
Reorder items . . Newsletter Page  2021-11-18 11:48:10 LR
Aooutus = (I buttons to move it to the right S———
Snu(:)rp?c:?t"on Move down p|ace 2ms for use in menus
Get involved
S;rne,s S 6 Save Changes This item is available to the public at the following URL:
al's on

— https://e-voice org.uk/croydenmencap

Save changes

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 23



Adding an events calendar and events

W D E

Go to Manage Website
Go to Content Management
Then Applications

If it isn't already, click Enable next to Events Calen-
dar (yours at Croydon Mencap is already ena-
bled).

You can re-name it e.g. Events or Training de-
pending on what you offer to your visitors
(Croydon Mencap’s is called ‘What’s on)

Click Ok on the next screen

By default it is included in your Navigation Bar

Cont

Library

t Manag t | Look & Feel

Applications
Applications

Addd Private Arun
Application
Classified Ads
Discussions
FAQs
Feeds
Form Bullder
Job Listings
Noticeboard
Qur Files
Petitions
Photo Album
Polis
Surveys
Useful Links
Weblog
What's on

Enabled

No
No
No
No
Ne
No
No
No
No
No
No
No
No
No

Yes

‘su

e

Users & Permissions

Actions

Erintde
Enatde
Enntin
Enubie
Enatie
Frinkia
Enuble
Enatie
Erinddw
Enudde
Enatie
Enntie
Enodle
Enatie

Dinable

Permmsens

Runume

perhighways

homessing technology for community benefit

Reports Halp

Managw this Agplcston

Show in Navigation

v

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Adding an events calendar and events Oi“v& SuperhighWOyS

@ hamessing technology 1or community benefit

1. Click Manage this Application

N

This will take you to the live view of the calendar. Scroll down to the bottom of the
page.
Click Add an event Add an event

Add a Title, Date, Times, and a description

You can add documents, images and formatting in the same way as on a Voice Page

2

Add the location of the event. If you give full address and postcode as the system will
automatically generate a link to Google maps to show the location of the event

~

Cost — if you don't enter a cost this field won't show on the site

Repeat Options
8. Ifitis a Recurring Event, pick this option on the first screen. Make sure the first date st Gulnoa W e
you have added is correct.

9. You will be taken to another screen afterwards to select date options and%’ ‘;‘.;-;;:"j..;ﬂ.
repeat the information without you having to re-enter it for each date.

You cannot currently change the time and date details for a recurring event. You will
need to add the event again.

Repeat Until

You also can't make an individual dafe info a Recurring Event Iater.

10. Click OK when you are ready m

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 25



Design templates

Changing the Look and Feel of your website

hamessing technelogy for community benefit

’su erhighways
‘ permnig Y

You can choose from several standard design templates Webste Serongs | Comtant Managerers | WookAPasl | Users & emasions | Raport

Website Admin

Retum to homepsge S0 Aww > 10° Mnteg  Atym

Theme Your Loga Display Optioos Theme Avaikatelity
Select Theme
Select Active Theme

From the Home Page, click on Manage Website, then Look & Feel tab Modwn . Ammertthems thet sesiess dynsmicals S

Bootstrap Very customisable theme with several colour schemes

¥ Fresh An easy to read thema with customisadle colours.

Choose ‘Modern’, ‘Bootstrap’, or Fresh. Each has a range of styling op-

tions available to you. These themes are fully mobile responsive, which means they re-size according to the size of

the screen of the person looking at your website. Croydon Mencap is using the Fresh theme. Please do not
change this!!

Click Select then view your live site [t S | G iapiinia SRR Gk € Ferniiicns | et || Wi

| Theme Your Logo  Dvsplay Options Theme Avaidabiity

Select Theme

Automatically applies the template to your whole site
(which means it's really easy fo change to another tem-
plate if you don't like it)

Select Active Theme
v

Modern - a smart theme that resizes dynamically

Bootstrap - customesablé responsive theme butlt on Bootstrap €SS framework Selet  Cpoem

108

Custom Stylesheet ebect
DarkTones Sebt  Opticen
ot - PMaytime Bolert  Cytberw
To add your logo: .
B B 5ue men with rad tab Selet  Optiern
1. Under Look & Feel, click on Your Logo B 6o menu with ey spomed tab e opcr
. - Purpie menu and Teal background Select  Optiom
2. Browse and upload your logo to the site B it b s i
3. Automatically adds it to the top left comner of the site -
4. Press OK

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Changing social media and website footer information

Wabsita Settings

Cootent Managemant

Look & Feel Users B Permissans Reparts Halp

Theme  Your Loge Display Options Theme Avadabibity
Select Thame
Select Active Theme
Modern A smart themne that resizes dynamically. Selert  Ogptizin

Bootstrap Very customisable thame with saveral colour schames,  Seect Dot

v  Fresh An easy 10 read theme with cuztomisable colours. Oprane

Theme Options

Colour Scheme

Custom Bootstrap CSS

Facebook

Twitter

Instagram

LinkedIn

YouTube

Display Options

Aovanced - Usa Custom Bootstrap +
11} Themes are domonstratod on i

fcroydonmencapassatslcustom-thema/boolstrap v« Sefect from Assets Litwary  Clear
11} A bootstrap . cs6 10 use In place of the stancard cne. This must use Bootstrap 3
This s pretty advanced stuff, but you can crante your own 28 the 2cotstrap 2 dte
Social Links
1) Urks to your chosen Soce! Media pages will be added to your site Leave blank I you don't have any
hetpsSiwaw. facebock comMencapCroydony
HIvRL of your Facebook Page, o0, Mips /Macebook com/MyFacebookPage
hetpstwitler comicroydonmencap
HIURL of your Twitter Page, ©.g., https://twitter com/My TaitterName

s/t instagram comicrovdonmencap’

HIuRL of your Ind -
Edtra Baoner HTML o o fueiaame v

hetps/iwww link fcie RSB IRCCIAY S IR=
- . Emum s .
I URL of your Lin oniisecaa@es- o s NEBEs dea

hetps . you| Newsletter

I} URL of your Yo

il

e
Extra Pooter HTML = Tt S houe - olflE ok A=
o EEamEF E s
Tt sasazslizv= 10 2By aea
D20 B&E84 5890

infa@croydarwmencap. o Uk

[ DRI CR IRt PP LPY VN
Pty Show s dnstba Al obed b s praran

i ox Coresd

hamessing technology for community benefit

‘su erhighways
‘ Pemig Y

|

J

Go to Look and Feel
Click on ‘Options’ beside your theme

Please do not change the Colour Scheme or
Custom Bootstrap CSS. This is for your developers
only.

You can change the Social Links that display at the
bottom of the site by simply pasting the link into
the appropriate place. At present only the 5 social
media you see here are available.

You can also add information to the banner area
(very top area) of your website and the footer (very
bottom). This is information that displays on every
page on your website.

Do not add too much information into the
header and footer. It makes the spaces untidy
and harder for your visitors to find the information
they are looking for.

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Registering your domain name @ superhlghwoys

hamessing technology for community benefit

Registering you're a domain name can give your website a better name without e-voice.org.uk at the beginning. It
can shorten your website name considerably, making it more memorable and easier for visitors to type in to their
browser.

e Around £9+VAT per year for .org.uk addresses but shop around for deals. Sometimes your first year may be consid-
erable cheaper

e You don't need a package that includes welb space: Voice provides free hosting
¢ Register and pay

e Make sure you safely record your log in details to your domain name provider. Many organisations websites go
down when they lose their log in details and do not renew their annual payment.

¢ |f you get stuck, contact us with your details and we can help you connect it with your site

Website Settings Cantent Management Look & Feel Users & Permissions Raports Help
Messages Website Details Website Categorias Use External Site Site Domain

External Domain Options

e You will need to change the A record in
These settings allow you to use your own domain name for this website,
So rather than the URL being https://e-voice.org.uk/croydonmencap/ it could be, for example, http://www.myi your Doma|n Name Sett|ngs to p0|nt to the
AGd Do Hame Voice server'’s IP address:

Domain Name  http://
e 83.136.248.56

Note: This server is running on e-voice.org.uk with IP Address 83,136,248.56
Domain names must be configured to point to this host/IP, otherwise they will not be used,

Domain Name Status Actions

(0 4 Www.croygonmencap.org.uk Wrong IP Address - check domain settings Recheck  Owlots

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/ 28
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Website good practice ()/ superhighways

@ hamessing technology 1or community benefit

Planning your website

Have a good look at other websites, particularly those organisations with similar aims and objectives. What do you like or
dislike on other websites? What makes a website look amateur. Which websites would you return to and why?

Do

Make your site easy to navigate: put the most important items near the top of the menu
Update your site regularly

Use natural language phrases: how do your visitors speak? What phrases and words might they type or speak into a
Google or other search engine

Ensure there is enough contrast between your text colour and the background colour.

Use few colours. Lots of different colours can be be confusing if not used consistently

Links should look different from the rest of your text

Use commonly available fonts and keep fonts consistent across your site

Compress your images so that they load quickly

Include more blank space than you would in print as it makes it easier to read on screen

Highlight words 1o link to. ‘Click Here" doesn’t help people using screen readers and is unnecessary
Provide an alt tag or image description for your images

Use a Spell Check

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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Website good practice O % superh|ghwoys

@ hamessing technology for community benefit

Don’tl

Use blinking or scrolling text or flashing images

Use images as backgrounds, unless there is enough contrast between the image colour and the text
Type more than a few words in ALL CAPITALS (this means you are shouting ) or in Italics (this is hard to read)
Use more than one exclamation point

Underline words that are not links: it's confusing and iritating for most people who expect it to e a link

Open internal webpage links in the same window: visitors don't need dozens of pages of your welbsite open (use Open
in New Window instead)

Use tables. They are hard for screen readers and usually unnecessary
Put Under Construction - only publish pages when you are ready for them to be seen by the public (if possible)

Put a date when the page was last updated, unless you have frequent news stories: this can make your site look out of
date when it isn't

Use Page Counters - they look amateur. Use your Reports section to monitor usage or add Google Analytics if needed.
No one else needs to know!

For further resources and updates visit http://kingston-upon-thames.e-voice.org.uk/
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homessing technelogy for community benefit

Next steps € superhighways

'\\

If you would like to learn more about the applications and full features of your Voice system you
may wish to affend our course ‘Making more of your website'.

Follow-up support from this session:
¢ Technical issues
e Content advice

¢ Registering domain names

Contact

Philippa Leary
philippleary@superhighways.org.uk
020 8255 8040

VOICe Gre

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