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Section 1: General Information
About This Manual
This documentation serves as a reference guide for users of Activ
Web Design’s Software in managing their website.
Activ Web Design’s software is an online-based software that
can be accessed anywhere in the world via an internet connection.
It is programmed for single installation, controlling and managing
a particular website. The application of this user guide is solely
intended for the design and management of a single website only.
Hence, if you have two or more websites designed by Activ Web
Design, you need to manage each websites individually.

System Requirements
The Activ Web Design software has been designed to operate in a
wide range of modern web browsers as much as possible. It has
been designed and built by our in house development team using a
combination of XHTML and CSS whilst supporting Web
Standards. The ranges of browsers supported and tested include
but are not limited to the following:
Microsoft Internet Explorer 6 and above
Mozilla including Firefox 2 and above
Safari 2 and above
Opera 9 and above
Any modern computer system should be capable of running our
software; we recommend a screen with a resolution of at
least1024x768 pixels with 32bit colors.
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Section 2: Introduction
Control Panel Introduction
Welcome to the Activ Web Design control panel. This is where you
can create your website and makes changes as and when you need
them. This is your interface to your website and allows you to do
the following:








Manage your website settings
Create page and/or Update page/pages on your website
Create Photo Galleries
Create Blog Articles
Manage comments posted by your website users
Download email addresses captured on your website
Send email/blanket marketing emails to your customers,
subscribers and other user groups

The homepage of your website is what the world sees when they
enter your URL (Uniform Resource Locator) into their web
browser. (http://www.yourdomainname.com )
Your control panel for this specific website is then
accessed by entering “/admin” at the end of your URL.
(http://www.yourdomainname.com/admin)
You will then be prompted with a login screen to the Activ Web
Design control panel.
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Enter the control panel username and password that you have
been given for this specific website and then click Login. If your
username and password are accepted, then you will be taken to
the control panel introduction page.
If you are accessing the software from a public location or leaving
your computer for a period of time, for security purposes it is
advisable to logout from the system as anyone can have
unauthorized access or make unnecessary changes to your live
website.
If you are unable to login or in any time require technical
assistance, please contact us on email, support@theactivgroup.com.
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After you have logged in successfully on the Control Panel Login
page, you will see the following screen:

Your Navigation Menus
Link to your Live Website

Your Logout Link

List the five most recent new subscribers to the
email marketing database. Clicking a user’s name
will prompt you to contact them via email
This panels shows you the top five recent news articles,
blogs, and testimonials you created on your website
List of comments made on your news and blog articles with links
to the comment managers to approve them before it’s posted

Shows the recent members registered. Clicking the name allows
you to create/amend member’s information on your database
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Now that you are in the control panel introduction page, you can
view the homepage of your website by clicking the Visit Website
button on the left header; you can also logout from the control
panel by clicking the Logout button located on the upper right
side.
The sections which you have control over are displayed on the left
hand side that runs from top to bottom of the page. You can
navigate these panels by clicking the link that would bring you to
each specific subsection. These are linked with subtopics that have
information on how to manage your website. Click the question
mark (?) at the end of each subtopic to get an overview of its
usage.
Within the control panel introduction area, you will also see series
of topics relating to various recent updates made to the website.
The range of panels available and the level of user access each
topic has will depend on the range of functionality that you have
activated on your website.
On the illustration above, you can see the topics highlighted in
orange at the centre of your control panel homepage. Each topic
gives you the top five recent updates created by you and by your
subscribers or customers. How you want this information to
appear on your website’s homepage depends on how you managed
the settings of each topic individually. You have the full control of
this information and if you need to amend any of these, you just
need to navigate through your navigation menus and update it
accordingly.
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Section 3: Content
Pages
The “Pages” section of the control panel enables you to manage
and order any generic content pages that you have added to the
website.
All the pages on the website have been set up so that the text can
easily be edited, but it is recommended that you ask your web
designer to make any formatting changes. Generally, your web
administrator will build your pages and then grant you access to
update individual pages.
There are three subtopics under your “Pages” control panel;
Pages Manager, Order Pages and Pages Settings.

Pages Manager
Once you click “Pages” on your navigation menu, you will be
directed to the default page, the “Pages Manager”. The “Pages
Manager” section of the control panel enables you to add/amend
and delete pages on your website.
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This also includes making changes to the content on the pages,
creating sub-pages and choosing whether you want to appear this
as a link to the site or to have your page title or breadcrumbs
activated.
A list of all current content pages that you have access to is shown
in the “Create or Edit a Page” dropdown list. If you wish to add
a new page, choose the “Create New Page” option. You will be
asked to enter the name of your page. This name goes in to the
‘Page Name’ field and accepts a string up to 100 characters in
length. You will then be asked to specify the location of this page
under “Parent Page” dropdown list. You have the option to make
it as a subpage of any existing page that you have on your website
as well.
Below the “Parent Page” field, you can see “Page Location
URL”. This is the automatically generated SEO friendly URL that
this page will have on the internet. The page is hyperlinked and
can be previewed by clicking the text inside the text box.
Below “Page Settings” for people to access the page on the site it
must be set to live. Alternatively, you can simply choose to just
hide the page on the website navigation. (Any subpages of a page
that is not live will not appear in the website navigation or the
sitemap page).
Click the Advanced Settings link and you will see “Page Title”,
here you can alter the title for the web page. This appears at the
top of browser windows and on browser tabs. If you want to add
Meta keywords for the page, add it under the “Meta Keywords”
field. The keywords can be separated by commas. You can also add
Meta description of the page by writing it down within the box.
Once you are ready, click the Update button and the information
will be updated automatically.
Otherwise if you only wish to edit an existing page within the
website, then simply select the page you wish to edit from the
“Create or Edit a Page” dropdown list. The chosen page you
wish to edit will then reload and your content options will be
presented in the form below. Under “Page Name” field, here you
can rename an existing page. You can edit the location of that
page under “Parent Page” option. You can choose whether you
want it as a new page or just a subpage.
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If you are updating an existing page, under “Page Settings” you
will be given options whether you want to make the page live or
hide the existing page from the main navigation site. If you want
these options activated on your existing page, you may check all
the corresponding boxes. After you are done editing, just click the
Update button at the bottom of the control panel and your website
will be updated accordingly.

Order Pages
Pages are displayed within the main site navigation in the order
which they were added; you can override this order though by
using the “Order Pages” function. To access this page click the
“Pages” link on the main navigation and then click “Order
Pages” from the sub navigation. From this page you can change
the order that both pages and subpages appear within the site
navigation.
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The page defaults to showing all top level pages that are currently
available on the site. You can use the “List of Pages” dropdown
menu to choose a parent page of which you wish to order its
subpages. Each page is then represented by a single item in the
“List of Current Pages” box, to update the order simply click
and hold your mouse button and then drag an item up and down
the list. The list of items will then reorder themselves as you move
them. As soon as you are done dragging and reordering the items
under your “List of Current Pages” field, you can see at the
upper right portion of the page that the system is saving your
changes automatically. Below the “List of Pages” dropdown
menu, if you click an item under the “edit subpage order” that
does not have a subpage, the “List of Current Pages” will then
inform you that there are no subpages on the chosen page and
will prompt you whether you want to select another page or you
want to add a new page. If you chose to add a new page, just click
the hyperlink and you will be directed back to the “Pages
Manager”, *Create New Page* field.
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Pages Settings
Here you can configure additional settings for pages within the
website. There are two options to choose under “Page Settings”
field. Display Page Names and Display Navigation Breadcrumb.
Hit the Update button at the bottom of the page once you are
done updating your settings.

Components
Page Components
This is the default page when you click “Components” on your
navigation menu. In this section you can begin adding content
components to your page and choose in what order they will
appear. Each page on your website will contain a number of
components, which is where the content resides.
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Components will either be:
Activ WYSIWYG Component – an area of text and/or image
Active Image Gallery Component – an area created especially
for uploading gallery images
Activ Custom Form Component – an area for capturing
information typed into the website by visitors, maintained by
your web administrator
To update the content in a page, select “Components”. A list of
all current content pages that you have access to is shown in the
“Choose a page to view components” dropdown list. If you wish
To add a New Component, choose a page from the dropdown list,
then click the button Add New Component. You will then be
prompted what kind of component you want to add to your
selected page. See the form below for details.

Once you have selected the kind of component you want to add,
click the create button and you will be directed to the editing page.
You may now start to create a new component otherwise; hit
Cancel if you do not want to proceed.
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If you wish to just edit an existing page then simply select the
page you wish to edit from the dropdown menu, the page will then
reload and your content options will be presented in the form
below.

Click Edit/Delete to start updating your component. Once you
have finished making amendments to your page, do not forget to
click Save or Save & Return button at the foot of the control
panel.
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Using the WYSIWYG Editor/WYSIWYG COMPONENT
There are series of common functions that are consistent across
the various sections of the control panel. The most relevant is the
WYSIWYG (What You See Is What You Get) text editor. This is
used to update the look and feel of all text on your Content area.
The editor has a series of toolbar buttons and the most popular
ones are detailed below.

The functionality of the editor may be recognisable if you are
familiar with the word processor such as Microsoft Word. Basic
functionalities of these buttons are detailed below from left to
right starting from the top row. In any time you need more
information about the version of windows installed on your
computer, kindly visit www.microsoft.com
Bold: You can make any text you type in to the editor bold
by highlighting the required text and clicking the ‘Bold’
toolbar icon. You can also click the icon and then begin
typing your text and the text will automatically appear
bold. You can un-bold text by highlighting it and clicking
the icon for a second time. There is also a keyboard shortcut
for advanced users: CTRL+B will mimic the process of
clicking the icon.
Italic: Italic works in the same way as described for Bold
and can be used to italicise any text you wish within the
editor by clicking the ‘Italic’ toolbar icon. There is also a
keyboard shortcut for advanced users: CTRL+I will mimic
the process of clicking the icon.
Underline: Underline also works as per Bold and Italic
above by clicking the ‘Underline’. However it is general
form on the web that underlined text is used to indicate a
hyperlink; you therefore may confuse customers that try
To click on text text you have underlined. There is also a
keyboard shortcut for advanced users; CTRL+U will mimic
the process of clicking the icon.
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Strikethrough: The Strikethrough function works as per the
other three functions above by clicking the ‘Strikethrough’
toolbar icon. Text that has been
formatted with a
strikethrough will appear with a horizontal line through the
centre, e.g. here is a sample.
Select Text Colour: The text colour function allows you to
change the colour of the text within the editor. You must
first select the text that you wish to colour and then click
the arrow next to the toolbar icon; you will be presented
with a popup window for you to select a colour. There are 40
pre-selected colours for you to choose from, simply click your
desired colour and your selected text within the editor will
be styled in that colour. You can however select your own
colour by clicking the ‘More colours’ option from the popup
window. You are then presented with 3 options by
which
to select a colour; Picker, Palette and Named.
With Picker you can click anywhere within the rainbow
colour picker window to choose a specific colour. You will
notice that when you choose a colour you are then presented
with a gradient of tones based on that colour down the right
hand side, again you can click a specific tone to choose that
colour. The colour you have currently selected is previewed
for you at the bottom along with a 6 character hexadecimal
colour code, advanced users can enter their own
hexadecimal code if they have one. Once you have made
your selection click ‘Apply’ to apply your chosen colour to
your selected text.
The Palette window allows you to select from a pre-selected
palette of 216 colours. Click your chosen colour and it will
be applied automatically.

The Named window allows you to select from a palette of
143 named HTML colours. Click your chosen colour and it
will be applied automatically.
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Once you have chosen a colour from the popup window you
will notice that the colour you specified is now previewed
below the A symbol on the ‘Select text colour’ toolbar
icon. If you wish to use the same colour again you can
simply click the A symbol to apply the previous selected
colour without going through the popup colour picker.
Select Background Colour: The Select background colour
option works in exactly the same way as the Select text
colour option described above. The colour you select will be
applied in the background of the text you
have
highlighted. The range of palettes and colour selection
windows are exactly as described above.
Align Left: You can arrange any selected element to the
left of the editor window by using the ‘Align left’ toolbar
icon. The default alignment within the editor is already set
to align left, however you can use this function to change
any element that has been centred or aligned to the right.
Align Centre: Using this function you can centre any
element within the editor window, simply select your
required item and then click the ‘Align centre’ toolbar
icon. If you are not happy with the result of this action you
can click the button again to return your text to its original
alignment.
Align Right: This function allows you to align any element
to the right of the editor window by clicking the ‘Align
right’ toolbar icon. You can undo this alignment by clicking
the button for a second time.
Justified: This function allows you to align text to both the
left and right margins, adding extra space between words
as necessary. This creates clean look along the left and right
side of the page.
Font Family: To select a font simply click the toolbar icon
and a dropdown menu will appear showing the list of fonts
at your disposal. You can either highlight the required text
within the editor that you wish to change and then choose a
font, or you can choose a font and then
begin entering
your text within the editor window.
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Font Style: The font style toolbar option allows you to
change the size of text within the editor window. As with
the other toolbar functions mentioned you can either
highlight the text you wish to change the size of and then
select a new size, or you can select a new size and then
begin entering your desired text. By clicking the ‘Font
style’ toolbar icon you can access the range of font sizes
that are available for selection. If you have enlarged some
text then you can return it to the default size by selecting
Normal from the dropdown menu.
To create a hyperlink in the editor, select the text to be
clicked for the hyperlink and then press the link button. A
pop up box will then appear. Cut and paste the web link
from the original article in the link URL box:

The target should be set to “Open link in
a new window” so that site users are not
directed away from your site.
Title and class can be left blank.
Press the insert button to complete the
creation of your link.

In case of error, the unlink button can be used to remove a
hyperlink.
Undo: The undo function allows you to trace back your
history through the current session of using the editor. For
example, if you enter a paragraph of text and change the
font style but are not happy with the outcome then you can
simply click the ‘Undo’ toolbar icon to undo the change you
have just made. The undo command is multi-layered; if you
use it for a second time then it will return another step back
through the editor history, there is also a keyboard shortcut
for advanced users; CTRL+Z will
mimic the process of
clicking the icon.
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Redo: The redo function works in exactly the opposite was
as undo except that it will step forwards through the editor
history. If you have used undo to step back through the
editor but then wish to go forwards again you can simply
click the ‘Redo’ toolbar icon. There is also a keyboard
shortcut for advanced users; CTRL+Y will mimic the
process of clicking the icon.
Always remember to click the Save or Save and Return
button at the bottom of the page to save your changes.

Tables

Tables are often used on the web to display a series of
tabular data, an example of a data table is shown below.

The example above shows a table with 4 columns and 5
rows with the top row consisting of table headings.
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Insert New Table
You can insert a table into your document by clicking the
‘Insert new table’ toolbar icon which will prompt the
following popup window:

When creating a table you will initially be asked to input
the number of columns you wish to have in the ‘Cols’ field
and the number of rows in the ‘Rows’ field. You may edit
your table later to include more rows or columns but you
need to input some initial values now to create your table.
The ‘Cellpadding’ field relates to the amount of internal
padding that each cell in your table will have; enter your
required numerical value in pixels; the usual browser
default is approximately 2 pixels.
Enter a value of 0 if you want your text/ images to reach the
cell edges. Generally (and on CHLCGA) both cell spacing
and cell padding are set to 0.
The ‘Cellspacing’ field relates to the amount of external
padding that each cell has between itself and its
neighbouring cell; again this field accepts a numerical value
which represents the amount of padding in pixels, the usual
browser default is approximately 2 pixels.
Enter a value of 0 if you want your table to be continuous.
You can choose to align your table either to the left, right or
center using the ‘Alignment’ selection option.
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The default value if no selection is made is to align a table
to the left of a document.
Using the ‘Border’ function you can specify whether your
table has a surrounding border, the default value is to have
no border but you can enter a numerical value in this field
that will represent the size of the border in pixels.
By default, HTML tables have a fluid size; that is that they
stretch and grow depending on the size of the content in
each table cell. If you have only entered a minimal amount
of data in to a table then you’re table will only be as wide as
the content inside it. To override this functionality you can
enter a series of fixed dimensions within the ‘Width’ and
‘Height’ field options, this way your table can always fit the
width of your page. Both of these fields accept numerical
values measured in pixels. The ‘Width’ column will also
accept a percentage value which can be useful in making
your table fill the precise width of its container.
There are a series of advanced table parameters on the
‘Advanced’ tab of the table popup window however this
functionality could require some html coding.
When you are happy with your specified table options
simply click the ‘Insert’ button to add the table to your
selected location within the editor window.
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Table Row Properties
You can edit the properties of an entire row within your
table by clicking your mouse cursor in the row you wish to
edit and then clicking the ‘Table row properties’ toolbar
icon. A popup window will appear enabling you to modify
the properties of an entire row and hence all cells in that
row also.

The ‘Row in table part’ field allows you to choose whether this row
represents part of the table header, body or footer. Simply make
your selection from the dropdown box.
You can choose to align this table row left, right or central using
the ‘Alignment’ dropdown. The default alignment option is to align
left if no other property is selected.
You can also choose the vertical alignment for this row of cells
using the ‘Vertical alignment’ field, if no other option is selected
then the default browser value is usually to align cell data to the
centre of the cell.
You can also choose a ‘Class’ for this row and also enter a fixed
height if you wish. By default the height of a row will be fluid to
the size of its content but you can override this by entering a
numerical value represented by pixels in the ‘Height’ field.
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There are some other advanced properties on the ‘Advanced’ tab of
the Table row properties popup but these features could require
some html coding.
When you are happy with the row properties you have selected
click the ‘Update’ button at the bottom of the popup.
Table Cell Properties
You can edit the properties of a single table cell by clicking
your mouse cursor in the cell you wish to edit and then
clicking the ‘Table cell properties’ toolbar icon. You will be
presented with the following popup window:

As per the Table row properties function you can also chose
both the ‘Alignment’ and ‘Vertical alignment’ properties for
an individual cell using the relevant field dropdowns.
You can also set a fixed ‘Width’ and ‘Height’ for this cell by
entering your required dimensions in to the appropriate
fields, again these fields accept numerical values which
represent the cell size in pixels.
Using the ‘Cell type’ field you can state whether this cell
represents a table header or table data. If you select Header
then a default set of styles will be applied to this cell to
differentiate it from a standard data cell. You may also
select a ‘Class’ style for this particular cell.
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There are some other advanced properties on the
‘Advanced’ tab of the Table cell properties popup but these
features are for advanced users only and are not covered in
this documentation.
When you are happy with the cell properties you have
selected click the ‘Update’ button at the bottom of the
popup.
Insert Row Before/After
You can insert a new table row before your current cursor
location by clicking the ‘Insert row before’ toolbar icon.
You can insert a new table row after your current cursor
location by clicking the ‘Insert row after’ toolbar icon.
Insert Column Before/After
You can insert a new table column before your current
cursor location by clicking the ‘Insert column before’
toolbar icon.
You can insert a new table column after your current cursor
location by clicking the ‘Insert column after’ toolbar icon.
Delete Row /Column
You can delete an existing table row by clicking the ‘Delete
row’ toolbar icon. The row in which your cursor is currently
positioned will be removed from the table.
You can delete an existing table column by clicking the
‘Delete column’ toolbar icon. The column in which your
cursor is currently positioned will be removed from the
table.
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Merge Table Cells
You can merge a series of neighbouring table cells in to one
larger cell using the Merge table cells function. The merged
cells will still occupy the same physical space as the
individual cells but will simply be represented as one
individual cell.
Select the cells you wish to merge with your mouse cursor
and then click the ‘Merge table cells’ toolbar icon.
Split Merged Table Cells
If you have merged a series of table cells using the Merge
table cells function as detailed above then you can split the
merged cells again in to 2 separate cells using the Split
merged table cells function.
Simply position your cursor in the merged cells you wish to
split and then click the ‘Split merged table cells’ toolbar
icon.
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News
The news (or blog) function enables you to update your website
with all the latest news from the farm. News items on the website
are displayed in chronological order of the date they were
published, with the newest items at the top. Site users can also
make comments on news articles, and comments can then be
administrated via the control panel.
There are four subtopics under your “News” control panel; News
Manager, News Settings and News Comment Manager and News
Feed Settings.

News Manager
On this section you can add/amend and delete news articles and
include a start date and expiry date for when you want it to
appear on the website and for how long.
Creating or Editing News Articles uses the WYSIWYG editor,
Image Manager and other tools described in the sections above.
To access the “News Manager” page click the ‘News’ link on the
main navigation of your site control. This is your default page.

All articles are listed in a dropdown list at the top of the page.
To create a new article, select *Create New* from the drop down
list, or to edit, select an Article from the list.
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For each article you will need to supply:

Article Name – this is the title of the News Article
Publish Date and Expiry Date – these are the dates
between which the article will appear on your website. Each
date has a drop down calendar for ease of selection and
validation rules to ensure that your date range is valid.
Thumbnail Image – each news article must have an image
associated with it. For best resolution, thumbnail images
should be 120 pixels wide and any height.
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Content - use the WYSIWYG editor to create your article. A
hyperlink to the original article should be included. See section
2 for how to use the WYSIWYG editor.
Disable Comments on this article - by default, comments
are permitted on all articles. If you want to prevent site users
commenting on an article, this box must be checked.
Character limit of article when listed on news index
page – Each news article on your page has a small preview.
Use this box to set the size of the preview in characters.
Advanced Settings – you may optionally add meta data to
the page should you wish to encourage the search engines to
visit.
Title: this should be 50 – 70 characters and describe the
news article. For example. “Sale now on”
Description: this is a more descriptive version of the
title and should be written in full sentences.
Keywords: Add 2-3 key words that describe the article.
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News Settings

From the News Settings page you have control over a
variety of basic settings regarding the operation of the news
section of the website. Here you can enable or disable the
'News' section on the website and alter a range of settings.

On this screen, you will need to set the following properties:
Enable News Section – This check button determines
whether or not news is included on your site. To disable
news, simply uncheck the button.
Name for News Section – In this field you can enter a
name by which you want the news section to be
referenced. For example you could name it Latest News,
Club News or News Blog. This field will accept up to 50
characters.
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Number of Articles Displayed Per Page – This field
allows you to stipulate how many articles are displayed
on the news index page. Once there are more articles to
be displayed than the designated number per page then
articles are spread over multiple pages with page
turning hyperlinks at the bottom of the index page. If
you have more than this number of news articles live at
any time, the screen will automatically show the
following navigation link:

Display Page Name on News Section Page – If you
want to turn off the page title on the news section then
ensure that the checkbox labeled ‘Display Page Name
on News Section’ is not ticked.
Display Navigation Breadcrumb on the News
Section – The online shop has navigation breadcrumbs,
but generally brochure websites do not. These are links
at the top of the page that show where you are on the
site, and enable you to navigate around. The two
diagrams below show a news item with and without the
navigation breadcrumbs.

Display News on the Homepage – Sports websites
have the additional option to display news on the
website Homepage.
If this option is checked, the
homepage is split into two, with the top half being a free
format area updatable through the WYSIWYG editor,
and the bottom half containing the news articles.
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Display Page Name on News Section Page – If you
want to turn off the page title on the news section then
ensure that the checkbox labeled ‘Display Page Name
on News Section’ is not ticked.
Comments Must Be Approved Before Publishing –
This button controls whether site user comments are
automatically posted to the website, or whether they
have to be approved by the site owner first. It is
recommended that the site owners approve all comments
to avoid negative and/or inappropriate comments on the
site.
Enable Captcha protection on comment forms - If
you notice your form is being targeted by spammers you
may wish to enable captcha security.
Comment Notification Recipient - If you would like
to be notified by email when a new article comment is
made please enter the email address the notification will
be sent to here. When entering multiple email recipients
please separate using a single comma. i.e.
(me@somedomain.com, you@somedomain.com)

News Comment Manager

The News Article Comments section allows you to add,
edit, delete or approve any of the user comments on your
site. For access click the ‘News’ link on the main navigation
of your site control panel and then click ‘News Comment
Manager’ from the sub navigation.
The approve check box at the bottom will make the
comment visible on the website. While it is possible to
amend comments it is recommended that only the approval
button is used unless comments are from a site owner.
Alternatively, any inappropriate comments can be deleted.
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News Feed Settings
Here you can set some additional options for the RSS feed
that is generated from news articles on the site.
News Feed Limit – Default is 10 articles in the News
Feed. You can change by setting the number in the box.
News Feed Description – There is a text box
underneath where you can edit your News Feed.
News Feed Image – You can insert an image to appear
in the head of the sites News RSS Feed. Click the
window icon beside the text box and you will be directed
to your image files where you can choose and insert the
image you like.
Hit the Update button once you are done to save changes
made.
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Calendar
Managing the events calendar is an important part of the
administration and this is done through the Control Panel.
User Display
The UNISON site has been setup with several calendars,
one for Branch, Regional and National events but others
can be added.
The Activ Website calendar display allows multiple
calendars to be displayed simultaneously on a single web
page. Each calendar is colour coded, and users can view
details of an individual event by double clicking on the
display.
The screen below shows a typical Calendar page including
the navigation buttons enabling users to move from month
to month and also jump back to the current month.
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Calendar Groups
In this section you can add/amend and delete calendar
groups that appear on the website diary page. This is the
default page when you click “Calendar” from the navigation
menu.

From the “List of Current Calendar Groups” dropdown list,
you can choose whether you want to create new calendar
group or edit an existing one. Add or edit a calendar’s
group name under the “Name” field and you can choose a
colour to represent the calendar group. Once done adding or
editing, hit Add button to save your changes.

Calendar Events Manager
Once you have created your calendar(s), you can now add
individual calendar events through the Calendar Event
Manager. To access this section click ‘Calendar’ from the
main navigation of your site control panel and then
‘Calendar Event Manager’ from the menu tabs across the
top of the screen.
Any current calendar events you have added to the system
are shown within the “List of Current Calendar Groups”
dropdown menu at the top of the page.
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If you wish to edit or delete a calendar event then first
select the calendar you require from the Calendar
dropdown and then the event from the Calendar Events
dropdown. Your page will reload with your selected
calendar event details shown in the form below. You can
now make any updates you wish and click Update to save
the new changes or click Delete to remove this calendar
event from the website.

For each event you will need to supply:
Calendar Event Name – this is the title of the
calendar event.
Event Location – enter the location of the event (e.g.
Sutton Civic Offices).
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Event Date – this is the date on which the event occurs.
Upon clicking inside the field text box a calendar helper
tool will appear from which you can select a date.
Event Start and End Times– these fields must be
entered in the 24 hour clock format. (e.g. 16:00) Your
input is validated to ensure the “Start” time is before the
“end” time. If you tick the all day check box, then the
start and end times are blanked out.
Event Description – add the details of your event to
the description field. Remember that the calendar is
published on the website, so use the Blog function to add
any private information.
Once the Update has been made and the events have been
added to the calendar, they are no longer linked together, so
if you update any instance of a repeated calendar event, just
the current occurrence is affected. You will always be
prompted to confirm if you wish to Delete an event.

Calendar Settings
From the Calendar Settings page you have control over a
variety of basic settings regarding the operation of the
Calendar section of the website.

- 36
-

On this screen, you will need to set the following properties:
Calendar Enabled – This check button determines
whether or not a calendar is included on your website. To
disable the calendar, simply uncheck the button.
Name for Calendar – In this field you can enter a name
by which you want the calendar section to be referenced.
For example you could name it “Club Diary”. This field will
accept up to 50 characters.
Always remember to click the Update button at the bottom
of the page to save your changes.

Calendar Styles
In this section you can adjust the fonts and colours used
within the calendar on the site.

- 37
-

Section 4: Interaction
Members
You can access details of the members by clicking the
“Members Manager” option from the main navigation of
your site control panel.

Members Manager
In this section you can create, amend and remove member
accounts within the website
You can add a new member to the website using the
‘Member Manager’. You can also edit an existing
members’ data by selecting the user you wish to edit from
the ‘List of Current Members’ dropdown menu and then
modifying the relevant form fields below.
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If you wish to delete a member from the website then
simply select the name you wish to delete from the ‘List of
Current Members’ dropdown and then click the Delete
button at the bottom of the page. If you need to get details
about a member, click Download button and the
information will be available for viewing.
Fields marked with an asterisk are mandatory. Members
can also add and update their own details through the
website front end, but all new members must be approved
from the Control Panel by clicking the ‘Approve member’
checkbox.

Members Login
This page allows you to adjust settings for your member’s
login page. This refers to the area where members
login/signup to your website. You can rename the member’s
“login” at the “Login Page Name” field by entering “sign up”
“join” “new account” etc. The “Login Page Text” shows you
the message instruction appearing on your “Members
Login” page when members sign up. They will be prompted
to enter username and password in accessing your account.
You can amend inside the text box too and once done, click
Update button to save changes made.
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Members Registration
In this section you can adjust settings for the member’s
registration page.

This refers to the area where members can register to your
website. You can rename the member’s “register” at the
“Register Page Name” field by entering “sign up” “join” “new
account” etc. The “Register Page Text” shows you the
message instruction appearing on your “Members
Registration” page when members sign up. They will be
prompted to enter their information in the mandatory field
to complete their registration. You can amend inside the
text box too and once done, click Update button to save
changes made.

Members Settings
This section allows you to configure additional settings for
the member’s area. Below the “Members Area Settings”, you
will be asked to tick boxes corresponding to specific
configurations for your member’s login and registration.
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On this screen, you will need to set the following properties:
Members Feature is enabled - Here you can choose to
enable the Members Feature. If checked, visitors will be
able to register as a member of the website and login to
see hidden pages.
New Accounts Require Approval – You can set new
accounts to require an approval first by admin before
they appear on the site.
Enable Captcha protection on registration page –
If you notice the registration form is being targeted by
spammers you may wish to enable captcha security
protection.

You may tick all if you want all this configurations for your
members’ login and registration settings.
When the member’s feature is enabled, a member’s bar will
appear underneath the website header. This is to provide
visitors a link to the register page and login page. This can
be edited using WYSIWYG editor. See below for details.
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Email Marketing
The Activ Brochure Website software contains a complete Email
Marketing tool, which can be used both for marketing and to
contact your subscribers. To access the features on options behind
this tool click the ‘Email Marketing’ navigation link in the
control panel.
There are five tabs across the top of the Email Marketing Tool,
and each is described below.

Newsletter Settings
This section allows you to adjust settings for your website’s
newsletter page. This is the default page when you click the
“Email Marketing” navigation menu.
On this screen, you will need to set the following properties:
Enable Newsletter Page – ticking this box will enable the
newsletter page to appear on your site so visitors can
subscribe to your websites email newsletter.
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Newsletter Name – This area allows you to rename
“Newsletter” as “Mailing List”, “Subscribe” when your
customers/members visit your site
Captcha Security – ticking this box allows this security
protection activated to avoid spammers.
Newsletter Text – This text box allows you to edit
instruction messages you have for your customers regarding
your Newsletter section.

Subscribers Manager
In this section you can add, amend and remove email marketing
subscribers. You can also download a spreadsheet of all
subscribers by clicking the orange download button at the bottom
of the page.
You can manually enter a new subscriber to the system via the
control panel. From the “List of Current Subscribers” dropdown
menu, scroll down to *Create New* then, type the first name, last
name and email address in the fields accordingly. Once you are
done, hit Add at the bottom of the page and your subscribers list
will be updated.
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Alternatively to view, edit or delete a user then first select the
required user from the ‘List of Current Subscribers’ dropdown
menu. The page will reload and you will be presented with the
selected user’s details, you may edit this information and click
Update Subscriber to save the new details or alternatively click
Delete to remove them from the mailing list and hence not receive
any further communication via the website.
You can also download a CSV file of all newsletter registrants by
clicking the Download button. You will be asked if you wish to
open the file or save it to a location on your computer.
The CSV file shows the registrant’s first name, last name, email
address, date registered and by what method they registered. The
results are ordered in chronological order.

Groups Manager
You can group subscribers into different categories so that you can
choose which emails to send to which people.
In this section you can create and manage groups of subscribers.
There is no limit to how many subscribers can be in any one group
or how many groups any one subscriber can be in.
To create a new group, Under “List of Subscriber Groups”
dropdown menu, simply select “Create New” and give your
subscriber group a name. Once done, hit Add.
Once the group has been created, you can edit by selecting the
group name under the “List of Groups” dropdown menu and
update once you are done. You will see two panels at the bottom of
the screen as below:

- 44
-

The left hand panel contains all the subscribers in your chosen
group, and the right hand panel, List of all other Subscribers.
To add a subscriber or subscribers to the group, click on the
name(s) in the right hand panel and then press the “Move to
Group” button <<. The names should then appear in the left hand
panel.
To remove someone from the group, click on the name(s) in the left
hand panel and then press the “Remove from Group” button >>.
The names should now disappear from the left hand panel.
Always press Update when you are done editing. Otherwise,
press Delete if you need to delete a group from the list.

Compose Emails
In this section you can compose emails that can later be sent out
to newsletter subscribers.
You can use the ‘Compose Emails’ feature to send regular HTML
email newsletters to your current list of email marketing
subscribers or to a subset of your subscribers.
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You can save and edit each email as often as you like.
Emails are created and edited using the WYSWIG editor described
in section above, but first each email needs a subject, header and a
border colour.
Enter a subject for your email in the ‘Email Subject’ field. This
field accepts up to 100 characters and it’s a good idea to make it as
descriptive as possible to encourage users to view your email when
it arrives in their inbox.

You then have the standard WYSIWYG editor where you can
enter the actual content of your email to be sent. You have the
same set of tools as used throughout the control panel although
you will notice that the default font has changed to reflect those
more commonly used in email client software.
In editing an email, choose from the dropdown List of Current
Emails the topic you want to amend. Once you scroll the
particular email topic, you will see at the bottom of the page the
functions you can use. You can either hit Update, Delete or
Preview. If you want to preview the email topic you created, a
pop up screen will be available for viewing.
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See the sample screen shot below once you click the Preview
button to view the email you created:

Send Emails
This section allows you to send out the emails you have composed
to subscribers. You can send to all subscribers or to a particular
group. All you need to do is to scroll down from the “List of
Current Emails” dropdown list and choose what available
email/emails you want to send. When you are ready to send the
email, press Send button.
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Section 5: Design
Layout
Layout Manager
This is the positioning of the various elements that make up your
website. The layout is the hardest to change and thus must be
settled and agreed upon early on the development process. But
nevertheless, in anytime you want to update your website’s overall
image, you can do so on the following topics.

Page Layout
This section allows you to create and control the style and
dimensions of your website. The following details are needed to fill
up for your website’s layout.
Website Alignment – Aligning your website to be centered or
aligned left
Website Width – Setting the width either to be set as pixel amount
or based on percentage width
Website Sidebar Widths – Setting the width of the left and right
hand side sidebars on the website. Though you have an option not
to set this area if you want to create a customized page layout
Choose from the dropdown menu options where you want to locate
on your website the following topics: Search Form, Pages Menu,
Account Links, Categories Menu, and the Checkout and
Basket Links.
These are the basic Site Layout you need in starting up your
website. You can see the website preview at the left side of this
page. Use the Colour keys corresponding to the site’s layout. Once
you are satisfied with the changes, click the Save button at the
bottom of the page.
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Styles
Global Styles
You can control the overall style for the website on this page.
These include the font, font size, default colour and hyperlink
colour.

Navigation
This section allows you to set background colour and images for
different section in the page. These include Page Navigation Menu
font, size, menu padding, title tab text, link colours and Category
Navigation styling formats.

Page Backgrounds
This is where you can set your website’s main page background
images, image tile, positioning, and background colour.

Header
This area allows you to manage your website’s header. You will be
given options whether you want the Standard Header or you want
to create a customized header in WYSIWYG editor. It also allows
you to download any image for your header, tile positioning and
background colour.

Advanced Styles
Here you set the write your own css rules for the website. You can
tick the toggle editor to switch between viewing the css in a plain
text or with highlighted syntax.
When viewing the css editor in the syntax highlighter mode, you
can resize the editor by clicking on the bottom right corner and
then dragging your mouse to resize.
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Banners
In this section you can create, amend or remove banners from the
website. Please note: Banners only appear in the right and left
hand side content areas so at least one of these areas must be
visible to contain any banners. You can create your banner name
in this field. Upload a banner image, link to a URL, and setting a
banner’s location

Order Banners
This is where you can change the ordering of the banners to be
displayed at the website.
If there is no subpage within the website, it will be highlighted in
red that there are no subpages found in the page, and you will be
asked whether you want to add a new page. Otherwise, you can
reorder the banners by clicking and dragging the chosen banner
accordingly and the changes made will be saved automatically.

Banner Settings
In this section you can configure additional settings that affect
how banners are displayed within the website. You can resize the
value and tick the Enable Random Display box. This will display
banners in a random order within the website. When enabling
random display you must set a limit number.

Files and Images
This is the section of the control panel where you can manage files
and images for use on your website such as PDF's, word docs,
flash files, jpegs and gifs. Please Note - Ensure your popup blocker
is turned off to use the File and Image Managers.
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The Image Manager

Image Manager: You can add images to your content by
pressing this button in the WYSIWYG Editor, which
launches the image manager.
The Image Manager is a series of tools that can be used to
edit and manage all images used on your website. Its main
use is to act as a central storage point for any images that
you wish to add to the website, but also assists in the
uploading and preparation of those images.
Please note that the popup window may be blocked from
opening if you have a popup blocker enabled. To enable pop
ups, in Internet Explorer, click Tools, then Pop-Up
Blocker and Turn off Pop-Up Blocker from your main
internet explorer menu.
When you add/insert an image to your content, click this
area on your wysiwyg component field.

Click this button to launch the image manager. You will
then be presented with the image manager as shown below.
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To insert an image, click on the appropriate picture. This
will fill in the top box, Image URL.
The remaining boxes should be filled as follows:
Image Description: The image description is the text that
is displayed when the mouse hovers over the picture.
Search Engines like this text, because it is used by site
readers for the visually impaired and sites accessible to the
disabled rank more highly than those that aren’t. You can
pack this text full of keywords, but it must also describe the
image.
Alignment: Positions the image relative to the text on the
page. Select from the dropdown menu.
Dimensions: The dimensions of your chosen image are
automatically defaulted into these boxes. You can make the
image smaller by adjusting these numbers. Make sure you
always maintain the proportions otherwise the images
could appear blurred and distorted. Similarly if you enlarge
the images, clarity is lost.
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Border: You can add definition to your image by putting a
border around it. Enter the size of the border in pixels. If
you would like a colour other than black, or a complex
border, please ask your web administrator.
Horizontal and Vertical Space: To ensure your image
stands clear of the text, you will want to leave some
horizontal and vertical space around it. Enter the space in
pixels. 5 is a reasonable default value.

The Image Manager Overview

Upon loading the image manager you are presented with a
thumbnail list of all images that currently exist within the
image manager, by default 25 images are shown per page
although you can change how many images are displayed by
using the dropdown selection boxes at the top of the
window.
If your list of images spans several pages then you can use
the ‘Prev’, ‘Next’ and page number links to navigate
between the lists of pages.
The left-hand side of the image manager displays a list of
folders and subfolders. You can choose to manage your
images as you see fit, you may wish to categorise images
within named folders for instance. When the image
manager is first loaded you are presented with all images
that exist within the root index. To create a new folder click
the ‘Create folder’ link in the manager header and then
enter a folder name in to the popup window.
You can navigate to a folder or subfolder by simply clicking
on the folder name from the left navigation, the main
window will then refresh to display the list of images within
that folder.
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Uploading Images
To upload a new image to the image manager click the
‘Upload’ link from the header, you will be presented with
the following popup window.
A list of valid image extensions is shown
at the top of the popup window. Click
the ‘Browse’ button to locate the image
you wish to upload on your local
computer. Once you have located an
image then the ‘As file name’ field will
automatically be populated with the
current name of the image file, you may
change this name if you wish. Click
‘Upload’ to upload your selected image.
No spaces are allowed in the “As file
name”.
For ease of use, we recommend using .jpg or .gif files as
these are smaller and take less time to load, both in the
control panel and on the website itself.
Your image will then be uploaded to the image manager;
you will see a spinning icon during the upload process.
When completed successfully you will be presented with a
success message and the name of your new image will be
displayed at the bottom of the popup window. You may now
upload another image or close the upload popup window to
return to the image manager index where any uploaded
images will now be shown.
Editing Images
A powerful function of the image manager is the basic
ability to edit images online. However, it is recommended
that this is done locally before uploading images. Customers
who already use graphics packages such as PhotoShop or
CorelDraw etc can skip this section.
To create an image from a photograph freeware, a
PhotoFiltre is recommended.
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You
can
download
a
copy
at
http://photofiltre.free.fr/download_en.htm [please note if you
are typing this, there is an underscore (shift and hyphen)
between the words download and en]
Open your photograph in PhotoFiltre. Most cameras give
images 2560 X 1920 pixels or similar.
We recommend that photos for a gallery display be no
larger than around 800 x 600 and you should keep files
sizes to less than 120k if possible.
The steps below show how to create a 170 X 120 image from
a larger image. The photograph below has been loaded into
PhotoFiltre. The toolbar is shown on the right.

Click on the selection tool icon:
Select the area on the image you want to turn into your image.
Select an area that is approximately square. You will see a
dashed line around the area.
Select Edit and Copy (or press Control and C) from the top
menu. You now have your chosen image in your selection
buffer.
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Clear the canvas by pressing Control and A followed by Delete.
Paste your selection buffer back in. From the top menu select
Edit and Paste (or press Control and V). Your screen will now
look like this:

Scale your picture using the Image options. Clear all the
unnecessary space by selecting Image and then Automatic
Crop from your menu.
Use the automatic sizing. Select Image and Fit Image from
the menu and you will see the following pop up box:

Enter 170 in the width box here. The height
should automatically resize. If the height comes
out shorter than 120, cancel this step and enter
120 in the height instead. It is very important to
keep the Preserve Aspect Ratio button checked so
that the image does not distort to fit in the
designated area.

Select Image and then Canvas Size to square off your image.
You will see a pop up window as follows:
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To square your image, make the height
and width the same here.
The image here enables you to choose
which part of your picture is cropped
when squaring off. For example, if you
want to chop the picture from the right,
move the image icon to the middle left
square by clicking on that square; to
chop the top off, click on the bottom
middle square and so on.

Finally, save your picture using an appropriate name. It is
ready for uploading as described above.

The File Manager
The Activ file manager is used to store files and downloads
for use on the website that are not appropriate for upload
with the image manager. These files may be Word
documents, PDF files, Spreadsheets or any other
downloadable file format.
The file manager is accessed by selecting the ‘Files &
Images’ link from the control panel navigation and then
clicking ‘Launch File Manager’ on the subsequent page,
please note that the popup window may be blocked from
opening if you have a popup blocker enabled. You will be
presented with the image manager as shown below.
NOTE: To prevent certain files being indexed by Google,
load them into the ‘secure’ folder. Anything that is really
sensitive or confidential should still not be added to the site
as this won’t stop access by advanced surfers.
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If you need to produce PDF files from other formats like word –
you can download some free software called Cute PDF Write at
http://www.cutepdf.com/. This adds to your list of Printers and will
create the PDF file when you print to it; giving options to name
the file and where you wish to store it.

The File Manager Overview

Upon loading the file manager you are presented with a list
of all files that currently exist within the file manager. The
left hand site of the file manager displays a list of folders
and subfolders. You can choose to manage your file as you
see fit; you may wish to categorise file within named folders
for instance. When the file manager is first loaded you are
presented with all files that exist within the root index. To
create a new folder click the ‘Create folder’ link in the
manager header and then enter a folder name in to the
popup window.
You can navigate to a folder or subfolder by simply clicking
on the folder name from the left navigation. The main
window will then refresh to display the list of files within
that folder.
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Uploading Files
To upload a new file to the file manager click the ‘Upload’
link from the header, you will be presented with the
following popup window.

The File Manager supports the upload of multiple files at a
time but requires the very latest version of the Flash plugin in order to operate. If you only see the basic uploader
then to use the new functionality ensure that you have the
latest Flash plug in from http://get.adobe.com/flashplayer/
A list of valid file extensions is shown at the top of the
popup window. Click the ‘Choose files’ button to locate any
files that you wish to upload on your local computer. To
select more than one file to upload hold down the CTRL key
on your keyboard as you select each file. Once you have
selected at least one file then you will be presented with a
summary of the selected files to be uploaded. If you have
made a mistake then you can click the ‘Remove’ button to
remove a file from the list, if you are happy click the
‘Upload to server’ button to upload the selected batch of
files. You will be able to see a progress bar as the files
upload.
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Inserting Files
You may have loaded the file manager window when
attempting to select a file for use from elsewhere within the
control panel; if this is the case then you can make an
image selection by simply clicking the checkbox next to the
file you wish to insert and then clicking the ‘Insert’ link to
the bottom of the preview window. The file manager will
close and the path of your selected file will be automatically
placed within the relevant field.

Site Settings

Site Settings
This section allows you to amend global site settings. Set your Site
into visible online by ticking the box. Otherwise an offline notice
will be displayed.
In this area you can enter a site name which will appear
throughout the website. Typically this will be the name of a
company, organisation or individual. You can also choose whether
links to pages throughout the site are in the format
www.somedomain.com/page/ or www.somedomain.com/page.html.
Here you can upload a logo for the site. This would ideally be the
logo of the company or business the site is about. This logo (if
available) is then present in the header of any emails notifications
sent out from the site.

Google Settings
In this section you can enter the tracking code for Google
Analytics, the META tag verifier for Google Webmaster Tools and
locate the websites text sitemap.
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You can use the Search Engine Indexing by choosing whether you
allow it to be indexed or prevent it from doing so. It means when
the site is in development you will prevent it from being indexed
by search engines such as Google, Bing, Yahoo, etc. You only want
search engines to index your site when it is live and has its own
domain.

Setup
Setup Website
This is the default page once you click the Setup Navigation Link.
This page allows you to setup some basic site requirements that
are necessary for the site to function properly.
In this section that you need to update your Site Domain, Site
URL and Site Favicon.

Setup Admin Access

From this page you can manage admin users that have access to
the admin control panel. You can create, add or edit an admin
user from this section.
In this area that you can also control in what areas of the admin
control panel the admin user has access to. There are lists that
you need to tick for the admin user to have access with. Once you
created an admin user, either you can set up a new password for
that user or you can maintain the existing password for the
website.
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Setup Global Features
This section allows you to setup global variables. You can enable
Global Functions by ticking the box corresponding it. You may
update/amend the information by clicking the Update button at
the bottom of the page once you are done updating all fields.

Reset Website
This page allows you to restore the website to the default settings
or reset the website.
This will roll back to default settings and remove all user input
content from the database.
All uploaded files and user created folders will STAY in the file
manager and image manager though.
Hit the Reset this Site button at the bottom of the page if you
want the website’s default setting.
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