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Introduction 
This user’s guide is designed to provide Administrators of the LCCD-WA website, guidance on how to use the 

appropriate tools to setup, configure and use the LCCD-WA website and all of its Utilities. 



Copyright © 2010, Steve’s PC’s 

  Page 3 

Overview 
The RFPCA WEB Site is used by the public to view local current affairs and events, and to provide a Local Enterprise 

Business Directory.  The website consists of public pages as described below: 

 Home Page: Used as a main entry page. Main features are short listed news stories and events. 

 
 

 

 

 Events Page: Shows a calendar of events entered by Association Administrators. 
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 News Page: Shows a brief preview of the local news stories entered by Association Administrators. 

 

 

 Photos Page: Shows the albums of photos available to be viewed. 

 

 Sponsors Page: Shows a Local Enterprise Business Directory. 
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  About Page: Provides information on the LCCD-WA website and documents. 

 

NOTE: Many other features will become available as they are developed by the LCCD-WA team. 

Requirements 

Assumptions 
 

The reader has at least superficial knowledge of internet browsing. 

The reader has read the following associated Documentation: 

 Association Acceptable Use Policy; and 

 Association Relationship Agreement. 
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Requirements 
 

Deliverables described in this document have the following requirements: 

 Internet Browser;  

o Internet Explorer 7 or higher;  

o Safari 4 or higher; 

o Opera 3.5 or higher;  

o Firefox 3.5 0r higher; and 

o Google Chrome 2 or higher. 

 

Conventions Used In this Document 

The following have been used in this document: 

 Special notes for each item in the guide are in red and start with the following word;  

NOTE: 

 All names of importance have been Bolded for the convenience of the reader; 

 Screenshots have been resized where required; 

 All text input used in the screen shots are suggested and not to be considered as compulsory; and 
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Administration Guide 
 

The following is the suggested guide to be used by administrators to operate the LCCD-WA website, and all the 

Utilities. Below each item is a small explanation of the item and process. 

 

Home Page  

The Home page can be viewed by any one who accesses the website. Used as a main entry page, the Main features 

are short listed news stories and events. There are no features which needs administering as the short listed news 

stories and events are automatically updated. 

 

Events Page 
To update the Events pages and Calendar do as follows: 

 Login to the website as an Administrator; 
 
NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username 
is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against 
any News entries, photos etc :) is created for legal purposes. 

 
 Navigate to the Events page; 

 

 Click the Add New Event button.  
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 This will open the Event Details page as shown below; 

 
Description: 

o Event Heading: Enter the title to be given to the even. 
o Link: Tick this box if you would rather show a link to the events web page, rather then the 

information you enter here. Enter the http: address for the event organisers. 
NOTE: Example address = http://www.lccdwa.com 

o Location: If available in the list select the location of the event. 
NOTE: If a location is not in the list, after creating the event, please send the location details to 
info@lccdwa.com requesting to have them entered in the list. The location can be entered for the 
event later. 

o Description: Give a description of the event. 
o Event Date & Time: Enter the start and finish dates and times for the event. 
o Photo: Upload or select any event image/images you wish to show. 

NOTE: Images are explained in a later section of this guide. 
 

 To complete the process click the Add Event button. 
NOTE: The details can be modified at a later date if needed. 

 The event will be displayed on the Main page, Events List page and also in the Event Calendar. 

mailto:info@lccdwa.com


Copyright © 2010, Steve’s PC’s 

  Page 9 

 To edit or remove an event use the Edit and Remove buttons located on the Events List page, as shown 
below: 

 
NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all 
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA 
Staff, so do not rely on the website as a long term storage area. 

 

News Page 
To update the News pages do as follows: 

 Login to the website as an Administrator; 
 
NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username 
is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against 
any News entries, photos etc :) is created for legal purposes. 

 
 Navigate to the News page; 

 

 Click the Add New Article button.  
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 This will open the New News Article page as shown below; 

 
Description: 

o Article Title: Enter the title to be given to the even. 
o Link: Tick this box if you would rather show a link to the articles web page, rather then the 

information you enter here. Enter the http: address for the article organisers. 
NOTE: Example address = http://www.lccdwa.com 

o Description: Give a description of the event. 
o Article Date & Time: Enter the date and time of the event. 
o Photo: Upload or select any event image/images you wish to show. 

NOTE: Images are explained in a later section of this guide. 
NOTE: If there is no image to put with the story please use your associations logo. 

o Photo Album: Select from a list of all public photo albums. The photos in the album will be 
associated with the News Story. 
 

 To complete the process click the Add Article button. 
NOTE: The details can be modified at a later date if needed. 

 The news articles will be displayed on the Main page and also in the News Articles List. 
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 To edit or remove an event use the Edit and Remove buttons located on the Events List page, as shown 
below: 

 
NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all 
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA 
Staff, so do not rely on the website as a long term storage area. 

 

Photos Page 
To update the Photos pages do as follows: 

 Login to the website as an Administrator; 
 
NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username 
is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against 
any News entries, photos etc :) is created for legal purposes. 

 
 Navigate to the Photos page; 

 

 Click the Add New Album button.  

 
 This will open the Add New Album page as shown below; 
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Description: 
o Album Name: Enter the title to be given to the new album. 

 

 To complete the process click the Add Album button. 

 To edit the albums details and add and delete photos click the album. This will open the selected Album 
Contents page as shown below: 

 
 To upload an image click the Browse button, locate the image in the file system browser. Give the image an 

Image Title and click the Upload button. The image will upload to the website ready for use. 

 To edit the album details click the Edit Album Details button. The album details section will expand allowing 
you to edit the album details. 

 
 Once all details have been entered click Apply Changes to save the changes. 

 
NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all 
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA 
Staff, so do not rely on the website as a long term storage area. 
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Associating images to Events and News Articles 
To associate images to events and news articles, do as follows: 

 Login to the website as an Administrator; 
 
NOTE: Once logged into the website as an Administrator, a session is opened for this account. Your username 
is displayed at the top of the screen as shown below, and a log of activities (Your user name is placed against 
any News entries, photos etc :) is created for legal purposes. 

 
 Start the process of entering a new Event or News Article; 

 

 On both information entry pages you are presented with an area allowing you to pick or upload an image to 
be associated with the new Event or News Article, as shown below; 

 
 To upload an image do the following, click the Upload new image button. The section will expand as shown 

below; 

 
NOTE: For a list of supported formats please see Appendix A: Supported Image File Formats. 
 
Description: 

o Album to upload to: Select an album to upload the image to. 

 
o File: Browse your computer for the location of the image file. 
o Image Title: Give the image a name. 
o To complete the process click the Upload Image button. 
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 To pick from the existing images do the following, click the Pick an existing image button. The section will 
expand as shown below; 

 
NOTE: Association logos should be used where no other images are available. These will be located in the 
Associations Album, which is not for public viewing and the album can’t be seen from the Photos Page. 
Description: 

o Select the image to use, as shown below. 

 
o To complete the process click the Use selection button. 

 
NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all 
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA 
Staff, so do not rely on the website as a long term storage area. 
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Your Association’s LCCD-WA Web Page 
Within the LCCD-WA website your association is given its own web page to conduct Association business with. On this 

page your members have the ability to participate in a live forum and download any documents available, as shown 

below. 

 
Your Association page has three security levels.  

 The Public view, as shown above which is seen by anyone who opens the page. 

 



Copyright © 2010, Steve’s PC’s 

  Page 16 

 The Members view as shown below, which allows the member to participate in the live forum; 
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 The Administrators view as shown below, which allows the administrators to participate in the live forum, 
upload documents and update the content on the page; 

 

Updating the Content 
As stated before the three main text areas on your Associations Webpage can be updated in real time and has the 

ability to produce text output for two security levels (Public, Members). This is done by: 

 Click on the Edit button in the area you wish to edit, as shown below. 
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 The Content page will open for the text content area as shown below; 

 
It should be noted how the page is divided into three sections, one for each of the three security levels. 
What is entered in each of these areas is what the user will see on the Association page according to what 
security level they have. 
 

 To edit an area click the Edit button for that area, the area will change into text boxes allowing you to 
modify the text. Once completed click the Update button as shown below. You can use a text editor like 
Microsoft Word to prepare the information to entered then copy and paste into the text box. 

 
 

NOTE: Images can not be added to these text areas. To add an image you will need to contact the team at LCCD-WA.  
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Uploading Documents 
As stated before documents can be uploaded to your Associations Webpage in real time which then can be 

downloaded by the public. This is done by: 

 Click on the Up-load File button, as shown below. 

 
 The File Up-Loader page will open which provides the tools needed to upload a document and a reminder of 

the terms of use, as shown below. Click the Browse  button to locate the document on your computer, then 
click the Upload button to complete the process; 

 
 

NOTE: At this stage only PDF files, less then 2mb will be accepted, any file larger or not in the correct format 
will fail to upload. You will also find that anything larger would take a long time to upload and the server 
would time out not allowing it. (Remember most of the broadband plans that we get from our wonderful 
providers might download at 100mb + per second, but I bet you will find they don’t upload at the same 
speed) 
 
NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all 
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA 
Staff, so do not rely on the website as a long term storage area. 
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Enter Forum Messages 
As stated before, members can participate in a live forum on your Associations Webpage in real time. This is done 

by: 

 Click on the Enter a Message button, as shown below. 

 
 The Forum Message Entry page will open which provides the tools needed to enter a message and a 

reminder of the terms of use, as shown below. Click the Save  button to complete the process; 

 
 

NOTE: LCCD-WA will endeavour to keep articles and images for as long as possible, but due to disc space all 
preceding articles and images will be removed from the website storage area on the discretion of LCCD-WA 
Staff, so do not rely on the website as a long term storage area. 
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