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Logging into BecM Admin

To get to the Admin site in the go to
www.yoursite.com/admin

Your password is the sg as for the rest of the site,
contactmike@becmdesign.coifhyou have lost your
password.

BecM Admin Home Page
This is the welcome page for BecM Admin, you can ¢
oFO1 G2 dKA& LI 3AS +d |y

YSydz 2NJ Oft AO1TAy3 GKS KSI

Pages Menu

All pages including websitmges, wall posts, events
YR ySgat SGaGSNA I NB F2dz
Creating a new Page
/I tAO1 2y GUKS fAYy]l abSg f T
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Page Name/Slug

Page Name/Slug: It can have spaces, but its good = mEQE SN

practise not to have a space, if you wish to separate
wordsuse an underscore i.pagenamesample e

The name/slug is the address for the page. i.e.
www.yoursite.com/pagename_sample

Content

Content: Adding content is straight forward, you can
copy, paste, edjtadd tables etc just like word. The
formatting is covered below. e

— 8 e Pt Wt

Adding Images
The images below the text editor are from the library
AYF3Saod . &8 RSTlrdA G GKS
images arenot listed in the photo galleriesf the site;
these are layout images that have been uploaded vic
the BecM admin asset upload. You can change the
albumto other galleriesTo insert an image into the
G§SEG FNBIFX aavyLie aOfAO0
or copy and paste it into the text area. Inesgcan be
resized, made into links etc. Be careful with resizing,
R2SayQi YFAYGFAyYy LINRLRNI=
squashed or stretched if not careful. %

g 2

Ar=s [T

2]


http://www.yoursite.com/pagename_sample

www. becmdesign.com  /becmadmin

Saving the Page

Once you are happy with the page, click save.
The page will save and reload. Yaill notice the
Name/Slug is now reghowing thath (s&vad
correctly.

You can now edit that page or continue with the rest
the site.

View/EditDelete Page

Using the Page menu click View/Edit to show the current ) e AN
pages

View/Edit Page Selection
In the View/Edit section, you can Preview, edit or BEamM AN
delete pages.

Preview will open the page in a new window.

Edit will open the edisection which is the same as
when the page is saved. The Name/Slug will be red :
you can edit as normal.

Note: You canot edit the Name/Slug. If that has been
named wrong, copy the content and create a new pa
then paste the content into a new page.

[ ————— @ o P A [

Delete Page —
You have the option to delete pages that are no long BEEcM Ao
required or if an error was made. '
Youwillbe prom@B R (G2 O2y (AydzsSx
page will be deleted and you will be redirected back -
the page listing.

L¥ &2dz Oft AO] ay2¢ GKS LI
will be redirected back to the page listing.
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BlogEdit/Delete

Administrators have thability to edit and delete blog BEcm Aanmin
posts.

Il

BlogEdit/Delete Selection -
All the blogposts will be displayed as shown on the BEeM ABMin
main blog page. If you click edit, the bladl be
displayed in a text editor, where you have the option
format with colour, sie font etc. (Covered below in
Formatting).

The delete process is the same as the page delete, \
will be prompted to continue at which point the post
will be deleted.

New Event

A new event can be added via the admin section anc =
will automatically belisplayed in the events calendar o

at www.yoursite.com/events _calendar 5 - EREe e

Creating a New Event = ,‘
Order Dateimportant¢ This is the order in which the Becm asmin
SPSyita oAff 0S RAA&LX Ekte S|
RIFGSé¢ odzid2y G2 AyaSNI |
format. It must remain YYYY/MM/DPD KA a A a-
RAaLX @SR 2y GKS aaassz |
Display Date: This will show on the site and can be
written in long hand if required.

Event: Simpleext editor with a few options for
formatting

Trip Leader: Name of person organising the trip
Event Status: This will colour code the event based ¢
its status. (more detail below)
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Event List/Status
The events are listed by the order date. A statasic
appears under each event.

[] -PastEvent

[ - Next Event

[] -Future Event

[l -Archive

Archive will keep the event in the database but not
display it on the events calendar.

Event Edit/Delete

Follows the same process as page edit/delete howey
if you wish to keep the event in the database but just
not display it, select Archive for Event Status and it v
be archivedg Good idea to keep all events in the
database for future reference.

Newsletter New

Administrators can create new newsletters. All
newsletters are dynamically displayed at on the
newsletter page ofvww.yoursite.com/newsletters

Creating a Newsletter

Heading: Subject of newsletter, will also be used as |
to newsletter, seevww.yoursite.com/newsletter

Date: Will be displayed on newsletter in smaller font
Content: Same as creating a page, images can be a
in the same way.

BeEcM ADMiN

BEcM ApMIN
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