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LOGIN AS SITE ADMINISTRATOR

Log in as the Site Admin.

Once you log in as the Site
Administrator, this is your
message screen.
Messages regarding the
website software updates
from TI, etc., will be
displayed here. You can
click “Keep These and \
Close” and any old
messages will be deleted,
or “Clear These and Close”
and the messages will be
available the next time you
log in. Messages are
organized by date, so you
will need to scroll down to
see the latest updates.

Login as Site Administrator

Logging in... please wait...

Club Number

‘5100

Password

Did you forget your password?

Click here to change the Site Administrator.

Login Cancel

New Messages! [ %]

Message(s) to Website Administrator:

These messages are intended for your club's website administrator.
Once you have read them, you can clear them below. If you are not
the registered website administrator, please do not clear these
messages

[FriDec 507:50:01 2014(LA/PST Time). System Developer]

An update to the color picker plugin was downloaded and installed. It will A
now save any color selections in the left-side palette, if the color is not
already in the palette.

- Steve James (FreeToastHost System Developer)

hitp://support toastmastersclubs.org

[Sat Dec 6 08:48:26 2014{LA/PST Time), System Developer]

| made an update to the FTH2 login/authentication/cookie handling code
last night to address many of the issues that users have been having with
logouts.

To ensure that you receive this update quickly, you should restart your
browser and then click the blue reload link at the bottom of your website

| will be working on another change over this weekend to attempt to

lessen the dependence on cookies for storing login status on your v
mputer.

Keep These and Close Clear These and Close




istmastersclubs.org/index.cgifadminaut D~ rm
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» A mMsN 2 Search Ml LG-Google-Nexus-5-Smar

Tools Help

Meet Our Members

Club Calendar

Public Downloads

Eree Resources

Toastmasters Video

For more information on Toasimasters
Infernational, visit foastmasters. org

Logins

&8 Member Login

[ # Launch admin console ] /

Social Media Links

The Toastmasters Podcast

Listen to the latest show
below or click here to listen to

nast shows

From the Main Menu on your Home Page, click on “Launch Admin
console”




CHANGING THE COLOR SCHEME OF YOUR WEBSITE

To change the color scheme
of your webpage:

Login as the Site
Administrator and launch
the “Admin Console” —
Click on the “Appearance”
tab.

Most clubs in D63 have
chosen “Theme 2” whi
adds a little more
excitement to your page by
adding yellow banners.

| suggest sticking with basic
color schemes chosen by
TI.

{ Site Administration

Make any changes to your website using this administration area. Be sure fo click the "Save" button at the
bottom of the window to save all changes.

Select a Module: [Website Settings

Success! Information updated. Close window or select a new area to edit.

Meeting Info/Directions

Access Settings

Racir Sattinae Appearance

Administrator Info Website Statistics About

The following settings control the overall appearance of your website and allow you to hide some of the provided
menu links for functionality that you do not need or do not wish to use.

Banner Text

[b]Downtown Dazzlers[/b]

© By default, your Club Name is displayed in your website's banner area at the top of each page. However, you can
optionally enter something different here to override the Club Name being displayed as your Banner Text. For
example, you may want to include your Club Number in your Banner Text, but not as part of your Club Name. (Your
Club Name will still be what is displayed in report headings.)

NOTE: [b]bold[/b]. [iJitalics[/i], [ulunderine[/u], & [br] may be used for bold, italics, underine, and line break.

ebsite Color Theme

org/index.cgi?adminauth+5100+kuRlzOnVqjnT8feod7TeGpal G2 tab-appearance \J

Click Save and then Close.




UPLOADING A PHOTO TO YOUR HOME PAGE

To modify your Home Page, to
add a picture or a message:

Login as the Site Administrator *

and launch the “Admin Console”

Click on the “Home Page” tab.

[ Site Administration

bottom of the window to save all changes.

Make any changes to your website using this administration area. Be sure to click the "Save" button at the ~

Select a Module: \Websﬂe Settings

&4

Success! Information updated. Close window or select a new area to edit.

wCESS .

ettings

Main Head

9

‘ [b]i]Have Fun While Building Confidencel[fij/b]

next section, home page content.

Home Page Content:

© | Source D = ¢
BEE=@0F=6HM4 ==

Web Page Tools NEW!: |Select a Tool. v
by W %-||B I U S X x| [@
E R E=E = E | I v

@ Your main heading is the title of your opening section on your homepage. This should describe the content in the

NOTE: [b]bold[/b], [ijitalics[]. [ulunderlinef/u], & [br] may be used for beld, italics, underline, and line break.

ninauth+5100+kuRlzOnVainTefeodTTeGpa2 G#tab-homepage Lk

Save Close

Legend for
these
buttons

|
A

Site Administration n]
<> | Source Iz = £ by W %-||B I U S X x @ A
=@ 0=@ 0 @ = = E 9B == = 5 M I
Format - || Font -~ size - - BEH- M ED | 3 (@)

T —

Home Page Reference Notes
[

J This will be the main focus of your home page. A good home page has both imag
« Click the ;£ icon above to maximize the editing area to/from full screen.

« Click the [ icon above to (1) upload an image/photo to the server & then (2) insert it.
« Click the &8 icon above to create a link to another web page.

streets, downtown Chattanoogal

y 4

Use your scroll
bar to scroll
down the
screen.

gr(\is button will
expand to full
screen for
easier viewing.

“~This button will

upload a
picture for your
Home Page.

N

This button will
link in other
websites to
your Home

Page.




[ Site Administration

<> | Source B D=
B E g Q= @ | =

- Font

ot Market and /th stre

« Click the & icon above to create a link to another web page.

Size ~

Characters (including HTML

© This will be the main focus of your home page. A good home page has both images and text.

» Click the ;£ icon above to maximize the editing area to/from full screen.

+ Click the [E] icon above to (1) upload an image/photo to the server & then (2) insert it.

- @- 2 2o
wntown Chattanoogal

A

>
): 634, Words: 52 i

To upload a picture for your
"Home Page, click this button.

Home Page Reference Notes v
f l
= Image Properties Upload ® }
_| | Image Info || Link || Upload || Advanced L
URL
Browse Server E
Alternative Text
r
Width Preview
Larem ipsum dolor sit amet, consectetuer adipiscing
- @ ¢ |elit. Maecenas feugiat consequat diam. Maecenas =~ A
Height metus. Vivamus diam purus, cursus a, commodo
On the pop-up screen click the non, facilisis vitae, nulla. Aenean dictum lacinia
« ” ! tortor. Nunc iaculis, nibh non iaculis aliquam, orci
Upload tab. Border felis euismod neque, sed ormare massa mauris sed
velit. Nulla pretium mi et risus. Fusce mi pede,
tempor id, cursus ac, ullamcorper nec, enim. Sed
HSpace tortor. Curabitur molestie. Duis velit augue,
“ condimentum at, ultrices a, luctus ut, orci. Donec
" pellentesque egestas eros. Infeger cursus, augue in -
VSpace cursus faucibus, eros pede bibendum sem, in
tempus tellus justo quis ligula. Etiam eget tortor.
4| Alignment

=not set=

Cancel P




“mematcbrpertics % ' | Click on Browse, and select the drive on your PC

image Info || Link || Upload || Advanced i }here your pictures are stored.

Send it to the Server

Send it to the Server
Ir er-J“ - L : ‘Pu';V( » Local Disk (C:) » _Stacci Thomas » Toastmasters » Downtown Dazzlers » Pictures » 7

- h P ES T HIEe

A W File name: |Winter Officer Trainingjpg | [anFies 07
n Select a picture by clicking on it, and click “Open”.
n
n

Back on the pop-up page, click “Send it to the Server” to
store your picture to the server and make it available to

- Image Properties X

g

Send it to the Server Fstmasters\Downtown Dazzlers\Pi Browse...

T

Image Info || Link || Upload || Advanced

your website.

. | Senditto the Server |

i

| Image Properties x

Image Info Link || Upload || Advanced

| /
Send it to the Server /
| Success!! YOU Cafl now access tis 1mage usng te "Drowse server”
button under the "Image Info" tab. v

Send it to the Server

Info” screen.

e

When the file is successfully uploaded to the Server you will
receive a message confirming success.

Click “OK” to complete the upload and return to the “Image




5| Image Properties | Upload x A

Image Info Link Upload Advanced

Browse Server

= Alternative Text

Width Preview
Lorem ipsum dolor sit amet, consectetuer adipiscing
= G glit. Maecenas feugiat consequat diam. Mascenas /A

Height metus. Vivamus diam purus, cursus a, commodo

H * et 3
C“Ck on Browse Server to brmg Up your non, facilisis vitae, nulla. Aenean dictum lacinia
piCtUES |0aded to the server. tor_lor_ h_dunciaculis, nibh non iaculis aliquam,_orci
Border felis euismod neque, sed ornare massa mauris sed
velit. Mulla pretium mi et risus. Fusce mi pede,
tempor id, cursus ac, ullamcorper nec, enim. Sed
HSpace tortor. Curabitur molestie. Duis velit augue,
J condimentum at, ultrices a, luctus ut, orci. Donec
- pellentesque egestas eros. Integer cursus, augue in -
VSpace cursus faucibus, eros pede bibendum sem, in
tempus tellus justo quis ligula. Etiam eget tortor.

L Y T

D LT [ vayup Ry S RS R S

Alignment

<not set=

N
ﬁ Cancel 4

Be patient, it may take a few minutes to
display the photo files.

FTH http://5100 toastmastersclubs.org/index.cgi?action=browse8& CKEditor=maincontent&CKEditorFuncNum=18&lar

You can choose to add stock images from the Toastmasters image library, or the A Once the photos are disp|ayed’ scroll
images that you have uploaded, via the "Upload" tab. Simply click on the image to . .
add it to your custom message / webpage / HTML content. through the Images and select the iImage
you want to use on your Home Page by

clicking on it.

From this screen, you can also:

Ve Upload head shots of your members for

nametags;

delete

N - .
e Access the Toastmasters Image Library;

and

Delete duplicate images by clicking
“delete” under the photo.

N




" Image Properties x|

Image Info || Link || Upload || Advanced

' URL
4 http:/iwww.toastmastersclubs.org/imageuploads/510( Browse Server

Alternative Text

Selecting the image you want to use will return you to

the “Image Info” screen and fill in the URL address. i Proview

600

A
J Height & C
|
|

450

| Border

HSpace

Click “OK” to return to the Site Admin menu.
oy, VSpace

Alignment
=<not set> |V

iearch Ml LG-Google-Nexus-5-Smar... [ logo_pd[1].gif

Lsne Administration [x]

-

< >
body p img Characters (including HTML): 634, Words: 52

>

@ This will be the main focus of your home page. A good home page has both images and text

« Click the J icon above to maximize the editing area to/from full screen.

« Click the [5 icon above to (1) upload an image/photo to the server & then (2) insert it. TO Conﬁrm you Choice’ CIiCk “Save” and then

+ Click the % icon above to create a link to another web page. « »
Close”.

Home Page Reference Notes

H H [ ”

‘ To abandon you choice, click “Close
For example, these notes could contain reference information on widgets, flash, or other special features you used. . H

e Also, youEﬂight leave notes for someone to know how to swap out udrginsen photos, or whgre o find lhem? Wlth 0 Ut SaV| n g .

Background Color for Home Page:

@ You can set this background color to give your website a distinctive look. You can alse set the background colors for
the Menus and left side pages on the Appearance tab, the Meeting Information / Directions Page on the Meeting
Information tab, and for each Custom Web Page on the Appearance tab for each Custom Web Page.

Save Close




UPLOADING FILES TO YOUR PUBLIC DOWNLOADS PAGE

Site Administration [ %]

Logln as the Slte Adm | n |Strat0r and Iau nCh Make any changes to your website using this administration area. Be sure to click the "Save" button at the ~

bottom of the window to save all changes.

the “Admin Console” s.,lm,,m.,du.mﬁ Setings
uccess! ion updated. Close windoew Eﬂﬁg?;ﬁ&tﬁ)ﬁ{;‘lﬁﬂsgﬁnﬂem
From the Site Administration menu, click on gs | Avpearanc E‘t?“n;f%b:gsng 500
“Select a Module” to access the drop down A Lowoocfaz .

me n u - This is where ite's Home page. ¥ _iore W

ain Headin
‘ [b][]Have Fun While Building Confidencel[fi][/b]

@ Your main heading is the title of your opening section on your hemepage. This should describe the content in the

Scroll down and select “File Manager”.

[ File Manager E]

Using the file manager, you can upload files for both public download as well as member only download.
There is a 5 meg file limit size per file. Please no video file uploads -- use YouTube for those.

Uploaded Files \

[ Select File To Upload... UPDATED!

- [1 167F_Ice_Breaker pdf

=% [comarate Into (Brochure) ] On the pop-up menu “Upload Files”, click on

- — 7] H »
“? [ Discover Confidence (srochure) ] BB ~='Select a File to Upload '

[D\Str|c17Gov7In\J|la|\on ppsx ] n H
m [List of Clubs in Division C.pdf ] n ﬂ

o [Meeling Minutes: Toastmaster_Minutes_Dec_17_2014 pd] n H v

H==

(€ = 4 v ThisPC b LocalDisk(C) » StacciThomas » Tosstmasters » Downtown Dazzlers » Minutes v[ @& | [ SearchMinutes »
Organize v New folder =~ I @
> Ml Coach A [] Name ’ Date modified Type Size

| DemoTe .
2 Toastmaster Minutes Dec 3 2014.docx

Flnd the f||e yOU + Entertain ] Toastmaster Minutes Dec 17 2014.docx

. Flyers
T Toastmaster Minutes Dec 17 2014.pdf

want to upload on . Interpreti B2 Toastmaster Minutes Nov 5 2014.docx
your hard drive. T

Select the file and >

| Storytelli

click “Open”. » B Trning
\- | Website £

> HP v

Microsoft Word D...

Microsoft Word D...
Adobe Acrobat D...

Microsoft Word D...

Adobe Acrobat D...
@5 Toastmaster Minutes Nov 13 2014.docx
T Toastmaster Minutes Nov 13 2014,pdf
@5 Toastrnasters Minutes Jan 7 2015.docx

T Toastmasters Minutes Jan 7 2015 pdf
Type: Adobe Acrobat Document

Size 221 KB

Date modified: 1/

Microsoft Word D...
Occasion
Adobe Acrobat D...

Microsoft Word D...

Adobe Acrobat D...

15 10:3:

File name: v |AllFiles (%) v

‘* Open Cancel

10



One the file uploads it will appear at the top
of the list.

If you want to group files in to a folder (i.e.
“Club Meeting Notes” change the name here.
Be sure to list the folder name first, the a
colon () and a space, then the file name.
You MUST enter a space after the colon in
order for the file to reach the correct folder.
For example:

Meeting Minutes: Meeting_Minutes_Jan_7_2015.pdf

NOTE: You can “lock” files so that ONLY
club members can view them, or you can
“unlock” them and allow the public to view
them. Simply click the lock/unloc button

beside each file.

[ File Manager

alf

Using the file manager, you can upload files for both public download as well as member only download.

There is a 5 meg file limit size per file. Please no video file uploads — use YouTube for those.

Success! Information updated. Close windew or select a new area to edit.

Uploaded Files

“lect File To Upload...
File Description
T [ Meeting Minutes: Toastmasters_Minutes_Jan 7_2015 por | BEe
3 [1167F Ice_Breakerpat | BB
3 [ corporate Info (rochure) BB
= [ oiscover Confidence (Brochu BB
nvitation ppsx I n ﬂ
I Iist of Cluhs in Division C ndf I “ H

~

v

Then click “Save” and “Close”

11



ADDING SOCIAL LINKS TO YOUR WEBSITE

Login as the Site Administrator
and launch the “Admin
Console”

[ Site Administration

B)

Make any changes to your website using this administration area. Be sure to click the "Save" button at the
bottom of the window to save all changes.
v

Select a Module: |Web5\te Settings

From the Site Adminstration
screen, click on the “Social
Links” tab.

Add any internet addresses
(URLSs) associated with your
club. Links may include
Facebook, Twitter, YouTube,
LinkedIn, Google, Flickr,
Meetup, or any other social
networking links. You can aldo

add login info if necessemy—

Click “Save” and “Close”.

Social Links

Administrator Info Website Statistics

Floater Messages

Social networking can be a great way to increase your club's exposure and build membership. If you have accounts
with any of the following social networks, enter the URL of the account below. If not, why not open one?

Facebook URL
| hitps:/iwww facebook com/DowntownDazzlers |

@ Visit Facebook at http:/lwww facebook.com.

Twitter URL

@ Visit Twitter at hitp-//www twitter.com.

YouTube URL

© Visit YouTube at http-/lwww youtube com

~

———

— Ea 3

12




CHANGING MEETING INFO / DIRECTIONS

Login as the Site Administrator [ Site Administration x ]

and launch the “Admin Console”

CTCCT o ToUTTe, [TV S DS Ty T

From the Site Administration
menu, click on the “Meeting
Info/Directions” tab. ==

Scroll down and type any text

onto the screen using the ======r=p>

buttons to highlight and format
the text.

o
\Wneet at:

A P Meeting Info/Directions 1

eD Abo

This is where you set up your website's Meeting Information/Directions page. ¥ _Aore ¥

Meeting Information / Directions: Web Page Tools NEW!: |Select a Tool.. v

%> Source B I = y

B I U § X x* [@

@_IE%--aE\wOED = =

L) = || Styles -~ || Format ~ || Font ~|| Size ~| =~ H-

(1]
il
1]
(1]
L

I
L3
1]
e

Our meetings are held in beautiful Downtown Chattanooga. We meet at the United Way Building thatison A
the corner of 7th and Market Street. There are paid meters to park along the street and several paid public

lots within walking distance. Enter the building through the main entrance at the front door and the

receptionist will direct you to our meeting room. \We occassionally meet in other locations and have other
events. Call 423-605-4668 to confirm directions. We look forward to seeing you therel

The United Way Building v
630 Market Street v

Save Close

earch [l LG-Google-Nexus-5-Smar... [ logo_pd([1].gif

Google Maps Address / lframe

@ For example, these notes could contain reference information on widgets. flash, or other special features you used.
Also, you might leave notes for someone to know how to swap out or insert photos, or where to find them.

Scroll down the screen and click on

<iframe src="https://mww.google.com/maps/embed?pb=11m181m1211m311d3266.32675225087212d-65,

= the “Google.Maps” link to add a map

@ Include a Google map on your directions pagel It is easy. You can either just
that Google can recognize and click Save, *OR" if you want fi
the following steps to fetch the corresponding

. Visit Google Maps.

. Click the gear icon in the bottom right comer.

Click Share and Embed Map from the displayed menu

Click on the Embed tab from the displayed dialog.

Select the size of map from the drop down list in the displayed dialug,

CO=I U B LA

Paste (control/command "V") that iframe code into the above input field

height to 650 for better viewing.

Background Coler for Meeting Information / Directions Page:

Web Page on the Appearance tab for each Custom Web Page.

e Google Maps website:

. Enter the address of your meeting location. Zoom the map to an appropriate zoom level.

. Copy (control/command "C") the text in the field to the right of the size selection. It has the keyword iframe in it

Note: If you fetch the iframe code from Google Maps, we recommend that you alter Google's default 350

@ You can set this background color to give your website a distinctive look. You can also set the background colors for

H “ ” 13 ”
the Menus and left side pages on the Appearance tab, the Home Page on the Home Page tab, and for each Custom /'Then CIICk Save and Close .

for you club.

ook of the embedded map, follow

K v

Save Close

13




CHANGING WEBSITE ADMINSTRATOR INFO

{ Site Administration

Basic Settings Meeting Info/Directions

Floater Messages Access Settings Administrator Info Website Statistics

You can change the information for your registered website administrator here, for convenience. ¥ I8

Administrator Name

@ The first and last name of the administratos

|=F )

@ The e-mail address of the administrator. One e-mail address o

our club website e-mail alias™

~

Change Administrator Password

@ Passwords must be at least 6 characters in length and contain both letters and numbers, and no non-alphanumeric
characters

Confirm Administrator Password

T - S

Login as the Site Administrator and
launch the “Admin Console”

From the Site Administation menu,

= Click on the “Adminstrator Info” tab.

Enter the current/new Website
Adminstrator's name and email
address.

Enter any other changes required.

wThen click “Save” and “Close”.

sinauth+ 5100+ kuRIzInVainT&fend7TeGnal GRtah-administrator |

|

Come L oo

14




TURNING ON WEBSITE STATISTICS

| site Administration B||| Login as the Site Administrator and
T - ~|| launch the “Admin Console”

Basic Settings Meeting Info/Directions

Website Statistics

, From the Site Administation menu,
click on the “Website Statistics” tab.

Floater Messages Access Seftings Administrator Info

The following settings allow you to set up tracking mechanisms to enable you to analyse how many people are
visiting your website, who they are, which web pages are actually being viewed, and how often they are being

viewed.

-Website Hit Counter NEW! s “ . ”
T — m— Check the “Enable Hit Counter“ ng.
[ Reset Hit Count NEW! (NOTE: you can also reset the “Hit
=== Counter” by clicking here.)

@ Here you can set up a simple hit counter to be displayed in a color of your cheice at the Defto 5
shows the number of unique IP addresses that the system has detected for website visitors—this is an indication
the number of unique visitors. If you are in a company club, this may be inaccurate for technical reasons, so we do
not recommend using this for company clubs

Enter any other changes required.

Google Webmaster Central Meta Tag

@ For detailed website statistics, use Google's Webmaster Central. When you add this website address

( http://5100 toastmastersclubs.org ), you will be asked to verify the site. Choose the altemative method "add meta TO Change the Color Of th e “ H |t
tag”, copy and paste it in here » .

.|| Counter” text, click here and select a
color for the drop down.

Google Analytics Script Code

The Toastmasters Podcast

Listen to the latest show
below or click here to listen to

" Then click “Save” and “Close”.
The “counter” shows at the bottom past o,

www.ToastmastersPodcast.com

Of each Screen on you r We bslte . \ TOASTMASTERS Diana Tritapoe and Betsy Chesney, entertained us with their piano prowess at Downtown
T

Dazzler's January 7 meeting at St. Paul's in Downtown Chattanooga.
PODCAS v 9 9

\ It hosls . Bk S L

glrseand Ryan The proven way to help you speak and lead

What's in it for you?

How does it work?

Good leaders are good communicators

Du. 't delayl

22 unique visitors since 2015-01-02

site is for the sole use of members, for Toastmasters business oRyT Fsnibution of material or i . All rights reserved. Tc
Toastmasters Intemational logo and all ofher Toastmasters Intemational trademarks and copyrights are the sole property of Toastmasters Infernational and may be used only by permission
Site Hosting and Technical support provided by FreeToastHost, a free service of Toastmasters International
{Click here to reload website from server.

15



MODIFYING FLOATER MESSAGES

Floater messages appear at the top of the page each time a member or non-member visits the site.

[ Site Administration

Floater Messages t~ress Settings Administrator Info

Floater messages appear at the top of the page each time a member o 110

leave the site and come back, it will appear again.)

Non Member Message

Basic Settings Meeting Info/Directions

Website Statistics

gL uisits the site. Th\s message
can be customized for the member and for the non-member. The message will appear OllCePomad

| Connect with us on Facebookl

B Leaving this blank means that no message will pop up for the

Non Member Link

| https:iiwww.facebook. com/DowntownDazzlers

© Enter a full URL and this message will link to that URL.

Member Message

| Connect with us on Facebookl

© Leaving this blank means that no message will pop up for the member.

Member Link

| nttns i facehonk com/MowntownDAz7lers

Login as the Site Administrator and
launch the “Admin Console”

From the Site Administation menu,
click on the “Floater Messages” tab.

Type your new messages.

|
/Then click “Save” and “Close”.

16




CHANGING BASIC SETTINGS

Basic Settings include Club Name and District Number. From this screen you can enter key search
words to make it easier for anyone using a search engine to find you.

Login as the Site Administrator and
launch the “Admin Console”

[ Site Administration n]

[ 1 ~
Basic Settings Meeting Info/Directions

Floater Messages Access Settings Administrator Info Website Statistics From the S|te Adm|n|strat|0n menu
click on the “Basic Settings” tab.

or getting a website up and running.

The following are

NOTE: You should also make sure your club's information is current on the Toastmasters International Website.

Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the . .
==t—Nter your Club Name and District

member area on the T1 website and correct it

Club Name < District # NEW! Number (63).

o

Downtown Dazzlers
0 This is the name_oi your club that will appear inl reports and in the banner heading @ Used for district . . . .

unless you override it with the Banner Text setting on the Appearance tab. reports Enter a br|ef| ng descnp“on Of you r
—r club and key search words.
(Example words are included below
the box.)

Description
We are a ToastnTasters club located in Chattanooga, TN focusing on helping members improve their public
speaking and leadership skills. \WWe meet the 1st and 3rd Wednesday at noon

@ The description of your club is part of your site's metadata — thigs ows up in the search engines. Example of
good description, "We are a Toastmasters club eresville, NC focusing on helping members improve

their public speaking and leaders| eet every Wednesday at 6:00pm.”

Keywords /
[t e e o TR P koo § ki Toecieaees PR Po—Edoo - /

s Then click “Save” and “Close”.
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MANAGING MEMBER LISTS AND ROLES

{ Site Administration n}
Make any changes to your website using this administration area. Be sure to click the "Save" button at the ~
bottom of the window to save all changes.

Select a Module: U=l ERTE ) E
Membership Management
Email & Contact Forms
- - W _ Custom Web Pages -
Basic Seftings Home Pa File Manager cial Links
o Meeting Agenda Settings e
Floater Messages Access Settings Dues Management isite Statistics
The following are the basic club information and configuration settings for getting a website up and running.
NOTE: You should also make sure your club's information is current on the Toastmasters Intemational Website.
Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the
member area on the Tl website and correct it
Club Name District # NEW!
Downtown Dazzlers | | 63
@ This is the name of your club that will appear in reports and in the banner heading, @ Used for district
unless you override it with the Banner Text setting on the Appearance tab. reports.
Description
Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon. o~

Login as the Site Administrator and
launch the “Admin Console”

From the Site Adminstration menu
click on “Select a Module” and from
the dropdown menu select
“‘Membership Management”.

Membership Management includes adding new member names and email addresses, adding visitor
name and email addresses, categorizing members into “active” and “former”, assigning officer roles,
and categorizing visitors into visitors and prospective members for follow up. You can also manage
the message sent to your new members via email granting them access to the site.

[ Membership Management * TOTALLY REVISED! *

]

NOTE: Prospects and Friends/Affiliate Tabs are NEW contact lists for your use Pmspema are potential new memba
not have been to a meeting. Friends/Affiliates are miscellaneous contacis (e —

This system is designed to minimize duplicate contact information and make access to this club website as
easy as possible for each member. Full member information can be obtained by any club officer at the
Toastmasters International website. However, you only need to enter each person's name below—e-mail
address & phone are optional. Be sure to save changes on one tab before switching fo another tab below.

at you want to keep lrack of.

)

—

New Member Welcome Custom Groups

OLD Membership Management

Member Contact Information:

Membership Tools: NEW! [Select Peaple, Then Select A Tool...|v|

Prospects Former Members Friends/Affiliates Quick Add

Select By Group...|v| C1+

@ The tools in this menu let you work with multiple people at once. Select people below by checking the box at the far
left of each person’s row (or via custom groups above), then select the relevant tool from the menu above. ¥ _More ¥

Be sure to SAVE any CHANGES you make below.

View/

(Al Officer Role(s) Edit

] Name Email Address Phone {Maximum of 2) Profile|
NEW)| Enter New Info & Click Save| NEW

[] |syivia J. Colvin, ACB, ALB sylviacolvin@gmail.com 423-240-6456 President

[] |Stacci Thomas 192@gmail.com 423-821-0837 VP Education

[] |Rebecca Mott rhmoti@tva.gov 423-876-4097

[] |Diana Tritapoe: imtritapoe@hotmail.com

Save Close

On the Membership Management
menu

.Choose the group you want to work

with, current “Members”, “Prospects”,
“Guests”, etc.,

, Then click “Save” and “Close”.

See next screen shot for more
options on this screen.
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Membership Management ® TOTALLY REVISED! ©

a)

This system is designed to minimize duplicate contact information and make access to this club website as
easy as possible for each member. Full member information can be obtained by any club officer at the
Toastmasters International website. However, you only need to enter each person's name below--e-mail
address & phone are optional. Be sure to save changes on one tab befare switching fo another tab below.

NOTE: Prospects and Friends/Affiliate Tabs are NEW contact lists for your use. Prospects are potential new members that may or may

not have been to a meeting. FriendsiAffiliates are miscellaneous contacts (e.g., other club/district officers) that you want to keep track of

Members Guests Friends/Affiliates Quick Add

New Member Welcome Custom Groups

OLD Membership Management

Membership Tools: NEW! [EEEET T BN GEEE RN G

Available Membership Tools...

Select By Group...[v] [I+

ct people below by checking the box at the far
e relevant tool from the menu above. ¥ More ¥

@ The tools in this menu let
left of each person's row (| \ioye to Prospects List
Move to Guests List

Member Contact Informati Move to Former Members List

e sure to SAVE any CHANGES you make below.

(AN) Move to Friends/Affiliates List Officer Role(s) éfj\-'r:j
] Name Create Custom Group Phone (Maximum of 2) Profile
NEW Send Basic Email Enter New nfo & Click Save] NEW
Send New Member Welcome
[] [syiia J. Coivin, ACE, Al Add Login Message 123 240 6456 >
N Make Name Tags P
O] [stacci Thomas Upload Member Photo » [123-821-9837 :
[ |Rebecca Mott Assign Member Mentor(s) & 123-605-4668 >
=== pon [

hip Reports

~

Export Contact Info
Delete People

Clicking on “Membership Tools”
produces a dropdown menu that will
allow you to move names back and
forth between tabs / lists; create
custome emails; upload member
photos; create name tags; etc.,

[ Membership Management * TOTALLY REVISED! *

Former Members Friends/Affihates Quick Add

New Member Welcome’ Z -

Croning

OLD Membership Management

Send Member Welcome Message To: UPDATED!

To view and/or change the message
emailed to your new members giving
them access to your website:

Select New Membs 0 Welcome...

@ Select member name(s), verify the following message content, then click "Save” below to send.

Reset Welcome Message to Default

New Member Welcome Message

Hello {{membemamel}} A

k

You have been setup as a member of this website. As a member you can sign up for roles, update your profile including
social media links, your photo, and other information, download member only files, sign up as a mentor or offer to mentar
another member, and more. If you are unable to attend any of the scheduled meeting, please note in the "Meeting Notes”
that you will be out so that the VP on Education will not schedule you a role for the meeting. This will also let the
toastmaster of the day know that you are not coming.

Welcome to the {{clubname]} club website. The URL (web address) of this website is

{{WEBURL}}

To login, visit the club website and click the "Member Login" link under the "Members Only" section. If this is your first fime
L - - £ semis £nnmmd h " dine talomle med olisle o

@ Modify this message as you wish or use as is. Once you click "Save" below, the message is also saved for reuse
with the next new member. Variables in curly brackets are specific for your website and for the member being sent
the message: {{membername}}, {{firstname}}, {{middl 1 {l 1. {{ ffix}}, {{club 1,
{WEBURL}}, {{adminname}}, & {{adminemail}}.

g
ot

b

=~

Click on the “New Member Welcome”
tab.

s View / Modify your message.

Click “Save” and “Close”
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“ ” .
To create your own “group” of contacts: | [ membership Management - ToTaLLY REVISED! - ]
_ ~
|. k h « ” Former Members Friends/Affiliates Quick Add
| nt tom Gr tab. c——
C C O e Cus o G Ou ps ab I INGW v - Custom Groups NEW! OLD Membership Management
1
In addition to the built-in email lists that FreeToastHost provides. you can define your own custom email groups here
for your club. These groups will work like the built-in email lists. Just follow the 3-step process below o create a
custom email group. Be sure to click Save below to save each new group or change to an existing group
Follow the prompts to create your new bafora working ith 2 ciffarent ona.
g ro u p 1. Select the contact list containing the people to make the group from...
) Members v
© Which contact list should be used to create the custom group? You can not create groups containing pecple from
muitiple lists.
2. Select Existing Custom Group... Enter NEW Custom Group Name:
[Select Group... [v] "ORr®
@ Select an existing group or enter a new group name at the right. Group names can only contain: a-z A-Z 0-9 _
NOTE: To duplicate an exisfing group, select it, then enter a different name in the box at the right, then click Save.
3. Choose People for t Group Memb:
Selected Custom Group:
@ Select one or more persons to assign to the group above. People can be in multiple groups.
NOTE: To delete an existing group, select the group name above, un-check all of its members above, then click
H “ ” “ ”
Click “Save” and “Close”. Save .

[ Membership Management * TOTALLY REVISED! *

Former Members Friends/Affiliates Quick Add

To view the “old” membership
management list, click the “Old

New Member Welcome Custom Groups OLD Membership Management

NOTE: This old version of Membership Management is considered obsolete, being phased out, and no longer actively supported.
This version will be deleted from the next FreeToastHost update, and is only included here to ease the fransition to the new
Membership Management features. We strongly advise you to familiarize yourself with the new Membership Management features.

Name [space] E-mail Address” [space] Phone (optional) WSEITSWN IV
Sylvia J. Colvin, ACB, ALB sylviacolvin@gmail.com 423-240-6456 [Officer: President]
Stacci Thomas spthomas192@gmail.com 423-821-9837 [Officer: Vice President Education] ~
Rebecca Mott rnmott@tva gov 423-876-4097 [Officer: Vice President Membership]

Diana Tritapoe mtritapoe@hoimail.com [Officer. Secretary]

Alex Herweyer aherweyer@iva.gov [Officer. Treasurer]

Allen Chesney noemail-1405440096.66252@toastmastersclubs. org

Ben Caims ben.caims@alexianbrothers.net

Carlos A. Calderin, ACB carlos@calderinoliva.com 305-632-2470

Christina E. Chesney, ATMB, CL penn10@earthlink.net 423-413-8586

Jessica Liz Oliva-Calderin jessica@calderinoliva.com 305-389-4605

Jim H. Tannehill jim@jhtrealestate.com

Jordan il jordan il.com

Kelly 5. McKeethan, DTM kellyvol@comcast.net 423-902-5669

Precious G. Goduco, CC goduco89@yahoo.com 423-425-6215 (¥
Sawyer Voges esvoges91@omail com

@ Simply enter each person's name followed by their e-mail address (optional), then phone number (optional, each part
separated by a space. One entry per line. Make sure phene numbers *do not contain any spaces®, and contain
at least 3 digits. Example: William Patonkis, DTM bill@email.com 212-555-1234. ¥ More ¥

Assign Officer, Former Member, Guest, Prospect, Club Friend/Affiliate Status NEETSo Y SV
[Setert Persnn ol [Selert Role/Statne ~

Membership Management” tab.

20




MANAGING AND MODIFYING YOUR EMAIL AND CONTACT FORMS
AND INFO

To modify Email and Contact |_site Administration B]
fO rms CI'Ck on “Se|eCt a MOd u |e” [ Make any changes to your website using this administration area. Be sure to click the "Save” button at the ~

WI changes.
Select a Module: 3= o= ERS15 00

Choose “Email & Contact Forms” Membership Management

mail & Contact Forms

. - Bl Custom Web Pages N
from the dropdown. Basic Settings | [l Custom mleb
Meeting Agenda Seftings
Dues Management

o a A

isite Statistics

The following are the basic club information and configuration settings for getting a website up and running.

NOTE: You should also make sure your club's infermation is current on the Toastmasters International Website.
Click here to verify the infermation for your club, and if not correct, an officer of the club will need to login to the
member area on the Tl website and correct it.

Club Name District # NEW!
Downtown Dazzlers | 63
@ This is the name of your club that will appear in reports and in the banner heading, @ Used for district
unless you override it with the Banner Text setting on the Appearance tab. reports.
Description

Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon

Save Close

To revise which club officers receive | Email & Contact Forms [

emal |S InC]UIrIeS from VarIOUS grOU ps This module will allow you to set your email settings and activate your "Contact Us" form & Mentor / Mentee
« . Request form". Be sure to click the "Save" button at the bottom of the window to save all changes.
through the website:

Click “Email Settings”. oring

FreeToastHost 2 has a variety of email features. Here you can control how some of these features work

‘VP of Education & Tnaslmasterll Recipient of replies to agenda notifications

C hange Setti ngS . Recipient of replies to members email list emails

\Selet:t recipient(s)... ll Recipient of replies to custom group emails NEW!

All Officers and Sender|wv | Recipient of replies to officer email list emails

@ Select the recipient of replies to various email lists.
NOTE: Replies to Non-Member Group emails will “always* ignore the above setting and only go to the sender.

[[] Make Custom Email Groups with only One Member Publicly Accessible NEW!

@ Normally, all Custom Email Groups are accessible to members only. However, if you check this setting, you can
effectively create new officer email addresses (aliases) that are publicly accessible by setting up new Custom Email
Groups that you assign only one member to. NOTE: This only works with custom groups comprised of members.

Cl iCk “Save” a nd “Close” Club First, Name Last/ | From Address Format for Emails Forwarded by FreeToastHost NEW!

—
— Ea A
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[ Email & Contact Forms u]

This module will allow you to set your email settings and activate your "Contact Us" form & Mentor / Mentee ~
Request form". Be sure to click the "Save" button at the bottom of the window to save all changes

Email Seftings Email Security NEW!
Mentoring Form

FreeToastHost has a variety of Email Security features already built in that protect you from spammers. You do not
have to do anything to enable those features. However, if you would like to assert more control over how

To change your email security settings:

r——=Click on the “Email Security” tab.

FreeToastHost handles your club email to protect you from spammers, the following settings allow you to do that
Email White List NEW!

@ Use this to specify a comma separated list of email addresses and/or domains of "safe” email senders that should be
allowed to send to the same club email addresses as any normal member would be. (White listed email addresses
cannot send to email lists with unsubscribe features.) Make sure you include the "@" symbol when specifying a

Follow the prompts.

domain name. (e.g.. @okdomain.com)

Email Black List NEW!

v Click “Save” and “Close”.

Save

To access club email lists

Click on the “Club Email
Addresses” tab.

L

[ Email & Contact Forms [ %]

This module will allow you to set your email settings and activate your "Contact Us" form & Mentor / Mentee a
Request form". Be sure to click the "Save" button at the bottom of the window to save all changes

Club Email Addresses NEW! W

Mentoring Form

The following are the email addresses that the FreeToastHost website system has created for your club. These are distribution lists
and forwarding email addresses that route to the actual email addresses entered into the system’s Membership Management
medule,

NOTE: FreeToastHost does NOT provide email accounts with email storage.

members-5100@toastmastersclubs.org

@ The members e-mail list is your list of all current members. Any current member can send messages to this list. Your “From"
address must be the same as either your main e-mail address as set in your profile, or your backup e-mail address

officers-5100@toastmastersclubs.org

@ The officers e-mail list is your list of the current officers. as set in the member administration part of this website. Any current
member can send messages to this list. Your "From” address must be the same as either your main e-mail address as set in your
profile, or your backup e-mail address.

Individual Club Officers:

president-5100@toasimastersclubs.org (Sylvia J. Colvin, ACB, ALB)

= vpe-5100@ioastmastersciubs.org (Stacci Thomas)
= vpm-5100@toastmastersclubs.org (Rebecca Moti)
- secretary-5100@toastmastersclubs org (Diana Tritapoe)
- treasurer-5100@toastmastersciubs.org (Alex Herweyer)

Click “Save” and “Close”.

Save Close

inauth+ 5100+ kuRIz0nVainT8feod7T eGpa2Gtab-admin-email-list &

[ Email & Contact Forms

al

This module will allow you to set your email settings and activate your "Contact Us" form & Mentor / Mentee ~
Request form”. Be sure to click the "Save" button at the bottom of the window to save all changes.

Email Settings Club Email Addresses ( Contact Us Form *

Mentoring Form

Here you can configure how the Contact Us form works and select which officer(s) or member(s) need to be nofified
when semeone submits the form.

NOQTE: To link directly to your "Contact Us" form, use hitp://5100.toastmastersclubs.crg?contactus

Club Contacts for the "Contact Us” Form..

\Rebecca Mott This member will accept

\Staccw Thomas er will accept prospect phone calls

‘Sylvla J. Colvin, ACB, ALB ll [ This member will accept prospect phone calls

@ Select up to three officer roles or members that will be handling the contact form submissions. The member e-mail
addresses are not made public on the form, and not visible anywhere on the website. The names and phone number
of the contacts will ONLY be made public if you select that option for the member. Be sure to get the member's
consent before selecting this option.

nauth+5100+ kuRlz0nVainT&feod7TeGpa2Getab-contactus k

-

To change the names for email contacts for
your club:

Click on the “Contact Us Form” tab.

Select member names from the dropdown
menus, and check the box if members will
accept phone calls.

Click “Save” and “Close”.
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To change the person responsible for | | emais cenct Foms ]

recelvl ng m ento r req ueStS_ This module will allow you to set your email settings and activate your "Contact Us" form & Mentor / Mentee

Request form". Be sure to click the "Save" button at the bottom of the window to save all changes.

Click on the “Mentoring Form” tab.

Email Settings Email Security Club Email Addresses Contact Us Form

Mentoring Form

Here you can set which member needs to be notified when someone completes the mentor request form

Select a name from the dropdown Mentor / Mantee Requests UPDATED!
Stacci Thomas [v]
m e n u : @ Select the member(s) that will handle these requests. This is usually the VP of education.

Did you know that Free ToastHost 2 20 has new features specifically to support a strong mentoring program? We
believe in the value of mentoring. Mentors can now be assigned to members in Membership Management Thereis a
new Mentering Report in Membership Management, also. Alternatively, club members can now designate one or more
other club members as their mentor(s) in their member profile. Once mentors are assigned to members. mentors are
automatically included in a special new email list called "mentors”, e.g mentors-####@toastmastersclubs_org or
mentors@customdomain org. Also, you can include those mentors in the list of roles that get notified when someone
adds or drops a meefing role. We hope to add additional features in the future to support a strong mentoring program.
Have any ideas? Let us know at http-//support toastmastersclubs org.

Click “Save” and “Close”.

—> Ea e
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CREATING AND MODIFYING MEETING AGENDAS

To modify your meeting agenda:

Login as the Site Administrator and
launch the “Admin Console”.

{ Site Administration

Make any changes to your website using this administration area. Be sure to click the "Save" button at the
bottom of the window to save all changes.

lect a Module: [{)[Zs SR 1
Membership Management
Email & Contact Forms

Click “Select a Module”. ==

Home Pa

Social Links

)site Statistics

( Basic Seftings 1 Custom Web Pages

File Manager
Floater Messages

vleeting Agenda Settings
Dues Management

Access Sethi-——

T'he following are the basic club information and configuration settings for getting a website up and running.

From the dropdown menu, click
“Meeting Agenda Settings”. =

NOTE: You should also make sure your club's information s current on the Toastmasters Intemational Website.
Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the
member area on the T| website and correct it

Club Name District # NEW!
Downtown Dazzlers | | 63
@ This is the name of your club that will appear in reports and in the banner heading, @ Used for district
unless you override it with the Banner Text setting on the Appearance tab. reports
Description

Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon.

Save Close

[ Meeting Agenda Settings

create your own agenda templates. More...

selecting one of the supplied pre-designed agenda templates when you create a new agenda, rather than

[(GlubalSenings I JCiaui wiccui iy Ly

Meeting Agenda Global Settings

[Jinclude member photes in the meeting agenda

Include Role times on printed agendas

|VP of Education & Toas1masterﬂ Recipient of replies to agenda notifications

Notify the following people when a member TAKES a meeting role... NEW!

(R LG - in any of the next [1 meetings.

Notify the following people when a member DROPS a meeting role... NEW!

(None) Select People to be Nofified... ¢ IESUELVESRUER S meetings.

Include meeting notes on emailed agendas
[]Use 24 hour time format (ex. 13:00)

Include role descriptions in the printed meeting agenda Include meeting notes on printed agendas

Save

8 To view / modify settings for all meeting

2 agendas:
Click “Global’ Settings” which include whether
or not the following are included on your
agendas:
e times
e member photos
e role decriptions
® notes

v You can also add notifications to various
officers:

] .
Click “Save” and “Close”.
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Each meeting agenda has a default
message at the top. To change the
default message:

Click on the “Default Meeting

Meeting Agenda Settings

Create your meeting agenda templates here that will be used as the starting point for each newly created
agenda. You can also customize some settings related to the roster. You can optionally get started by
selecting one of the supplied pre-designed agenda templates when you create a new agenda, rather than
create your own agenda templates. More.

efault Meeting Description Agenda Templates

Description” tab.

Modify the message.

Click “Save” and “Close”.

Default Meeting Description

@ This will be the default descripfion of the meeting that will print at the top of each meeting agenda and show on the

website

2> Source "I E £ by @ %-||B I U S X x @
BEE=® =@ 0 & = = =1 B = = Z
L) T || styles - || Format - || Font ~ | Size - -~ -f=l @

Welcome to our meeting!

he mission of a Toastmaster Club is to provide a mutually supportive and positive
learning environment in which every member has the opportunity to develop
communication and leadership skills, which in tum foster self-confidence and personal
arowth

1
TOASTMASTERS

- ——

—_—

nanthe 5100+ kuRENRVainTAfenQTT eGna? Gtah-dft-mita-dece b
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To create an agenda for your meeting:

Global Settings Default Meeting Desrrinti~— Agenda Templates. 1

Meeting Agenda Templates

Click on “Agenda Templates”. ==

Select another agenda template: 1. Intemnational & Table Topics Conlesi Agenda | ﬂ n
——I‘ 2. Meeting for Speaking catch up
3: One Hour Meeting with Two Speakers.

Select a typw

meeting.

Modify the agenda with times, theme,
assign members (if desired) or leave ™
blank and allow members to sign up for
roles.

Click “Save” and “Close”. =——————

Set or change the name of this agemra

| International & Table Topics Contest Agenda ‘

Agenda Template Start Time: | 12pm | [00|v

@ This will be the start time of your agenda template. All agenda items will be calculated from this time using the item
sequences and their durations.

12:00PM President Calls Meeting to Order 2 minutes © n E
12:02PM Welcome guests, introduces Toastmaster of the day. If President is absent, other officers will take
the role

Click to Assign Member: ([ 0] Stacci Thomas V]

12 OZPM Cuntesl Ghalrperson

. Bminules 2 n ﬂ

“
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CREATING A CUSTOM WEBPAGE FOR YOUR WEBSITE

arch Bl LG-Google-Nexus-5-Smar... [ logo_pd[1].gif

DO OT TS WINMTGOW 10 Save e Gy

Select a Module: [{)f= =T ERS=]
Membership Management
Email & Contact Forms

Pa Custom Web Pages

File Manager
Meeting Agenda Seftings
Dues Management

I “ncial Links

)site Statistics I ot

Home

The following are the basic club information and configuration settings for getting a website up and running.

NOTE: You should also make sure your club's information is current on the Toastmasters International Website.
Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the
member area on the T| website and correct it

To create a custome webpage for
your website:

Login as the Site Administrator and
launch the “Admin Console”

L Click on “Select a Module” and select
“Custome Web Pages” from the

Club Name

District # NEW! dropdown menu.

Downtown Dazzlers

‘53

@ This is the name of your club that will appear in reports and in the banner heading,

@ Used for district

unless you override it with the Banner Text setting on the Appearance tab. reports.
Description
Downtown Dazzlers T club located in Ch , TN focuses on helping members improve their

public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon.

Save Close

Follow the notes here to develop a

[ Custom Web Pages [ x]

CUStom Webpage for your WebSIte- ﬁ Create as many custom web pages / links as you like. Be sure to click the "Save" button at the bottom of the

Click “Save” and “Close”.

window to save all changes. A Less A

To edit or remove an existing web page / link, first select the page you want to edit or remove. If removing the
page, then scroll to the bottom, click the check box labelled "Delete This Page", then click the "Save" button

To create a link only, enter the URL in the "Your Web Page Content” area and the link title as the "Web Page

Title", then select Public, Members Only or Officers Only Access--this determines under which left menu your
link is placed. (NOTE: Unlisted links are not permitted ) Keep all other fields blank.

Select Web Page: |Create New Page v List Deleted Pages

[( Custom Web Page/Link Settings

Your Web Page Content / or Link URL: Wehb Page Tools NEW!:
£ | Source o E ] £ by W %-||B I U S X x| @

B EH=920:=Z@ 60 d@ == E === = K

o §e || styes - || Fomat - || Font || size -l E- EH-|E0 | M@

— E3
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MANAGING DUES

To create an email reminder to your
members regarding dues submittal:

Login as the Site Administrator and
launch the “Admin Console”

Click on “Select a Module” and select
‘Dues Management” from the
menu.

sarch Ml LG-Google-Nexws-5-Smar... 55 logo_pd[1].gif

DUTOTIT OT ITC WITTUOW 10 Save an Ciiery

Select a Module: [)'[ZET SIS
Membership Management
Email & Contact Forms

Basic Settings Home Pa Ei?;ﬁi:n\;\;zbr Pages ial Links

Meeting Agenda Settings
Dues Management

Floater Messages isite Statistics

Access Settings

The following are the d configuration settings for getting a website up and running.

ou should also make sure your club's information is current on the Toastmasters International Website.
Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the
member area on the Tl website and correct it.

Club Name District # NEW!
Downtown Dazzlers | | 63
@ This is the name of your club that will appear in reports and in the banner heading, @ Used for district
unless you overmride it with the Banner Text setting on the Appearance tab. reports.
Description

Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon.

- Clo se

Dues Management

Semi-Annual Dues Notice / Collection

Use this tool to send invoices to club members in September and March for the semi-annual dues. Follow the simple steps

below.
STEP 1) Enter the information for your club below.

Your Information

/,Insert the info requested

Club name [CLUBNAME]: [

E-mail and/or phone of Treasurer [CONTACTINFO]

Last meeting date members can hand in check [LASTMEETING]

Make checks payable to [PAYABLE]

Checks must be received on or before [ONORBEFORE]

MUse the scroll bar to scroll down the page.

Mailing address for check (line 3) [ADDRESS3].

(line 1)

Mailing address for check (line 2) [ADDRESS2]
( )
(line 4)

Mailing address for check (line 4) [ADDRESS4]

|
[
|
|
Mailing address for check (line 1) [ADDRESS1] |
|
|
|
|

Amount of check (include currency symbol) [PRICE]

Check if "Annual” amount (default semi-annual) ]
Name of person(s) who can accept checks at the meetinas r
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Dues Management

Cusiomize the body of your nolices. Leave blank to use default. The variables listed above in red including the square
brackets may be inserted into your custom body. Enter hard retumns to adjust formatting ~

Hello [MEMBERNAME],

From here you can modify your

(enter hard returns to adjust formatting)

Custom message to insert after invoice:

It is time to renew your membership to [CLUBNAME].
In order for our club to achieve the goal of submitting dues on
time, we ask all members to make sure payments are received

message to your members;
add a custom message; . ————

add a note regarding PayPal (if

PayPal "Buy Now" button code (if desired).
NOTE This should be the EMAIL url provided by PayPal beginning with “https™ {*not* <form.__. )

appropriate) —

Use the scroll bar to scroll down the

page.

Close

[ Dues Management

STEP 2) Verify that your information is correct above and click the button below to update your information.

~
Save Dues Notice Info
STEP 3) Proof your e-mail invoice below. [T anything does not look right, repeat steps 1 and 2.
Here is what the e-mail invoice that will be sent to the members currently looks like. Keep in mind that the variables in
brackets [] will be replaced with the member's information at the time of sending
Hello [MEMBERNZME], ‘7
It is time to renew your membership to .
In order for cur club to achiewve the goal of submitting dues on
time, we ask all members to make sure payments are received
on or before .
You can hand deliver your check to at
our club meetings —— the last meeting to hand in the check would
be . Or you can mail in your check to the
address below. Your check MUST be received by
so please allow enough time for postal delivery.
You can use this e-mail as your "invoice". Please submit a
copy of this e-mail with your payment. If you do not plan on
renewing your membership, or if you know that your payment will
be late, please contact me at
v

Close

Save any changes to your dues notice

Proof you message

Use the scroll bar to scroll down the
page.
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[ Dues Management

Send Name

Alex Herweyer
Allen Chesney
Ben Cairns
Carlos A. Calderi

Select and/or un-select members who
will receive the your dues message by
clicking the radial button beside their

name. —l

Christina

'ssica Liz Oliva-Calderin
Jim H. Tannehill

Jordan Schilleman

Kelly S. McKeethan, DTM
Precious G. Goduco, CC
Rebecca Mott

Sawyer Voges

Stacci Thomas

Sylvia J. Colvin, ACB, ALB
Tania Boavida D. Silva

You can also further designate hO/
members pay and if someother

method of notification should be sent
(i.e. member doesn’t have an email
address).

O Reset ALL to "SEND" {unpaid)

sney, ATMB, CL

Notices will be sent to those members that are checked in the left (SEND) column.

Direct No Email/

Cash Check PayPal Deposit Other

Click “Update and Send Notices” >

Or “Update Changes Only”

—> 3

Click “Close”.

Select a Module: |\}/[= o=l (RTS0[0 ) e

Basic Settings Meeting Info/Directions

Website Statistics

Floater Messages s Settings Administrator Info

The following are the basic club information and configuration settings for getting a website up and running.

NOTE: You should also make sure your club's information is current on the Toastmasters International Website.
Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the
member area on the Tl website and correct it

Club Name District # NEW!
Downtown Dazzlers | 63
© This is the name of your club that will appear in reports and in the banner heading, @ Used for district
unless you override it with the Banner Text setting on the Appearance tab. reports.

Description

Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon

Save Close

'Click “Save” and “Close”
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UPDATING THE CLUB CALENDAR

TO add a new Calendar ftes Tools Help
Event (club meeting, ll'z
contest, training, etc.) - TOASTMASTERS Downtown Dazzlers

(=X vermoers ony [l © [ © ] March 2015

. ] o \mcwuhcmemér
Login as the Site Administrator Dk Do
' « » 1 12 13 14
and click on “Club Calendar” | | g#& ssesVieo
For more information on Toastmasters
/ Internationa, visit foastmasters.org
Use the arrow keys to page / = E ® 7
0gins International and
through the months.
8 Member Login
- 25 26 27 28
# Launch #~" _.n console
Then click the “week” button to —— . .
[ |

select the specific week you
want to modify

Select the day of your event and click on the
start time (the times are divided into 15
minute increments i.e. 8:00, 8:15, 8:30, 9:00)

[ Calendar Event [ x|

To create an event with a time, create your event in the
"week" or "day" view. If you choose the recurring event
option, one year of events will be created. You can then
delete any excess events.

| On the “Calendar Event” popup menu, enter
the event name and short description.

Event Name and Brief Description
[

Event URL {if there is one)

Recurring Event

LClick “One Time”

s Click “Create Event”

" Click “Close” to save the event and close the
“Calendar Event” popup menu.
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To modify a Calendar Event
(i-e- Change the description) - ‘ Edit / Remove Calendar Event ﬂ|

Logln as the Site Administrator You can edit or remove this one event from the calendar

and click on “Club Calendar” titled "Division C Areas 30, 31, 32 Speech Contest
(International/Table Topics) at Woodland Park Baptist

Use the arrow keys to page Chu”

through the months.

Event Name and Brief Description

Click the “week” button to :st (International/Table Topics) at Woodland Park Baptist Chu x |
select the specific week you
want to modify.

Event URL (if there is one)

Click on the Calendar Event

On the “Edit/Remove Calen ScllsnEns | | MEEEETE

Event” popup menu, modify the
Description.

Click “Edit Event”

To delete a Calendar Event -

Edit / Remove Calendar Event B |

Login as the Site Administrator and

You can edit or remove this one event from the calendar click on “Club Calendar

titled "Division C Areas 30, 31, 32 Speech Contest

(International/Table Topics) at Woodland Park Baptist Use the arrow keys to page through

Chu the months.

Event Name and Brief Description Click the “week” button to select the
st (International/Table Topics) at Woodland Park Baptist Chu | specific week you want to modlfy

r"e"tum ({f there is one) Click on the Calendar Event

On the “Edit/Remove Claendar Event”

- H “ t
popup menu, click the “Delete Event
Edit Event Delete Event Cancel button
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CREATING A NEWSLETTER PAGE

EHS G BL- - Presentation’ - PowerPoint DRAWING TOOLS  PICTURE TOOLS
HOME  INSERT  DESIGN  TRANSITIONS  ANIMATIONS  SLIDESHOW  REVIEW  VIEW FORMAT FORMAT
. “ ”
First create a “header” for your = X cu =) Do K A % Ees- o lfTetbieien [ 000 |
ER Copy - 2] Reset - [%] Align Text AL L& o
NeWSletter page You can use PaE & Format Painte SI:.::- Ssecion- B T U S e Aa- A~ = Convertto Smartar- || % DL £} g [7] Ao
the header for your newsletter If Clipboard 5 Slides - - Font i 3r. - 1Paragraph - - r. - - frawmg

you would like.

Copy and paste, or create, your ,
header in Powerpoint, or similar — - &z
software, then save the image as
a picture file (“Save as Picture”). i m— % —_— ‘
D ‘
18 Group +  Downtown Dazzlers Club News and Events
BN

Save as Picture...

£ Size and Position...

= Qz Format Picture...
Site Administration %]
Make any changes to your website using this administration area. Be sure to click the "Save" button at the ~
bottom of the window to save all changes. H H
¢ Next, open your website and Login as

Select a Module: |}/EEI GRS . .- .
Membership Management the S|te AdmInIStl’atOI'
Email & Contact Forms
( I — ] Custom Web Pages

i File Manager
Floater Messages

| Meeting Agenda Settings LaunCh the “Admin COﬂSO|e"

i Dues Management

Access Settings

. .
The following are the basic club information and configuration settings for getting a website up and running. Click on “Select a Module” and “File
NOTE: You should also make sure your club's information is current on the Toastmasters International Website. Click M a na er”
here to verify the information for your club, and if not correct, an officer of the club will need to login to the member g -

area on the T1 website and correct it

Club Name
Downtown Dazzlers

® This is the name of your club that will appear in reports and in the banner heading, unless you override it with the
Banner Text setting on the Appearance tab.

Description

Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon

Save Close
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[ File Manager a
mmm:;m - 22445 Meeling Minutes: Toasimasters_inutes_bay_6_2015 pof | EDIER A
U pload you Newsletters to the File n - [2014-15 Newsletters: Vol 1 Iss_1.DD_Oct 2014 par ] B
M anager. 201415 Newsletters: vol_1_lss_2_DD_Nov_2014 pat |
= [2014-15 Newsletters: Vol 1_Iss_3_DD_Dec_2014.pdf | “
“ [2014—15 Newsletters: Vol 1 Iss 4 DD Jan 2015.pdf | n “
(201415 Newsletiers Vol_1_1ss_5_DD_Feb_2015 por | (o |
'I,' [2014-15 Newsletters: Vol_1_Iss_6_DD_March_2015.pdf l “
% (201415 Newsietters Vol_1_Iss_7_DD_Apri_2015.paf | B2 R
h (201415 Newsletters* Vol_1_Iss_8_DID_May_2015 pdf | 2
o (201415 Newsletiers Vol 1_lss_9_DD_June_2015 pdf | B ER o

o e e Now you're ready to create your

custom webpage.

Membership Management
Email & Contact Forms

I Cusiom Web Pages Social Links Launch the “Admin Console”.
ance S e Manager ocial Links

Meeting Agenda Settings
Dues Management

Basic Settings

|

Floater Messages Access Settings isite Stafistics I ot

Click on “Select a Module” and
»select “Custom Web Pages” from
the dropdown menu.

The following are the basic club information and configuration settings for getting a website up and running.

NOTE: You should also make sure your club's information is current on the Toastmasters Intemational Website.
Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the
member area on the Tl website and correct it.

Club Name District # NEW!
Downtown Dazzlers | ‘ 63
@ This is the name of your club that will appear in reports and in the banner heading, @ Used for district
unless you override it with the Banner Text sefting on the Appearance tab. reports.
Description

Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. \We meet the 1st and 3rd Wednesdays of each month at noon

Save Close
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The system will default to “Create
New Page” with a blank page =

Custom Web Pages

displayed.

Create as many custom web pages / links as you like. Be sure to click the "Save" button at the bottom of the
window to save all changes. ¥ More ¥

m: [Create New Page

Begin by uploading the header you | custom web pegetnk setings
Created earller Your Web Page Content/ or Link URL: Web Page Tools:
£ Source (R E ] O bp @ %-||B I U8 X x @
Click on the “image uploader” button. BE-=e0:z@0ma|== ==»np ===-=
L) = || Siyles Format Font Size ] ) 2o N
= Ll = = = == = =
Image Properties x Browse to find the newletter “header” image
Image Info_lLLink || Upload || Advanced you Saved earller
g Send it to the Server
R '

N |

Send it to the Server ‘;

Info”

:

Cancel
P |

I Then click “Send to the Server”.

When it finished uploading, click on “Image
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G i @

i
il

Style

‘ Image Properties.

You will need to give the program a couple

of seconds to complete the upload, theN =

Image Info HW” Upload H Advanced ‘

Browse Server

click on “Browse Server”

URL

Alternative Text

Width

Height ac

Border

HSpace

VSpace

N

A |

(1]
=
o

Preview

Lorem ipsum dolor sit amet, consectetuer adipiscing
elit. M feugiat it diam. M

metus. Vivamus diam purus, cursus a, commodo
non, facilisis vitae, nulla. Aenean dictum lacinia
tortor. Nunc iaculis, nibh non iaculis aliqguam, orci
felis euismod neque, sed ernare massa mauris sed
velit. Mulla pretium mi et risus. Fusce mi pede,
tempor id, cursus ac, ullamcorper nec, enim. Sed
tortor. Curabitur molestie. Duis velit augue,
condimentum at, ultrices a, luctus ut, orci. Donec
pellentesque egestas eros. Infeger cursus, augue in
cursus faucibus, eros pede bibendum sem, in v
tempus tellus justo quis ligula. Efiam eget tortor.

[,

[T PR A

<notset= v |

FTH http://5100.toastmastersclubs.org/index.cgi?action=browse8:_=14405478057108CKEditor= content8 CKEditorFur

You can choose to add stock images from the Toastmasters image library, or the images that A
you have uploaded, via the "Upload” tab. Simply click on the image to add it to your custom

message / webpage / HTML content.

Your Image Library

delete

I
E

D Ci |
ancel 4

ﬁ Cancel 4

A Find your image and click on it.
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Change the width of your image.

Width = 650 is about right to place your
image across the entire page. \

The height usually adjust automatically,

3

\E

= v

= el =

Image Properties x

Image Info | Link || Upload || Advanced

URL

| imageuploads/5100/newsletter_header. png ® | Browse Server ]

Alternative Text i
re

Preview

Width

. - 650
but you can play with both width and / Heignt B © & TOASTMAS
height until you get something you like.= ot I~
Border TOASTMASTERS
| TNTERMATIONAL
HSpace
Click “OK”. =
| VSpace ipsum dolor sit amet, consectetuer adipiscing elit. Maey, [
| cursus e!, cummodolnon, facilisis vitae, n!JIIa_ J}enlggr_ll
' iig < > J
> [v
| i
: ﬂw Cancel 4
N, < - .
als  Help
| Source 4 O D EHE 39 F g W V[[B I U S % x¥ Ig
k- = @ 0= @O @B &=/ =3 »n[sl==s=[1r
= = 0] o — — e TR EIETY P . Once you have the header

&
LA/
TOASTMASTERS
INTERNATIONAL

o

Molume 2, Issue 1

Volume 2, Issue 2

TOASTMASTERS INTERNATIONAL

THE DAZZLER

Downtown Dazzlers Club News

Downtown Dazzler newsletters, "The Dazzler", for the current ThM year, 2015-16

Save Close

uploaded to your page, you
can add text to the page.

Now scroll down and finish
enter the information for your
new page.
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Web Page Title / or Link Title
[Newsletiers |

® This fitle will appear in the page tab or title bar of the browser and helps with the search engine ranking. This fitle also is
what is shown in the appropriate left side menu for pages that are set as Public, Members Only, or Officers Only, as
controlled by the Page Type setting, below.

Relocate this Web Page's Menu Entry Menu Em? Position #

© Use the drop down fo specify a new position for this web page's menu entry. (NOTE: This takes effe:
you instead set the position # manually and then click Save, note that the pos\lmn #is
used to sort the custom menu entries by Menu Position # 1st, and Alph

Enter your Web Page title. ===
(“Newsletters”)

‘Number that is

Enter you Web Page Name.
(“Newsletters”)

Web Page Name
Newsletters

e name of your web page that is part of the URL that is shown in the address bar of the browser. The
" html" will automatically be appended to the end of the name
For example: http://5100. toastmastersclubs.org/mypage.html.

Scroll down to enter more info. =

Save Close

@ This will be the name of your web page that is part of the URL that is shown in the address bar of the browser. The

".html" will automatically be appended to the end of the name . Enter a Web Page Descrlptlon

For example: http://5100 toastmastersclubs.org/mypage.html.

Web Page Description [
| Copies of Downtown Dazzler Newsletiters |
@ This will be description of your web page used in the meta tag. An accurate description will help with the page ranking

forthe search engines. =Enter Keywords for webpage

Web Page Keywords Searches
| Newsletter, Dazzler, Toastmasters| ﬁ x |
@ These keywords will also help with the page ranking in the search engines.

Web Page Reference Notes SCFO" dOWﬂ tO entel' more |nf0
p—

Save Close

® These keywords will also help with the page ranking in the search engines.

Web Page Reference Notes

Your page will automatically default to
“Public Access” which will be added to : T _

. ® For example, these notes could contain reference information on widgets, flash, or other special features you used.
the M al n M en u On you r H 0 m e Page - Also, you might leave notes for someone to know how to swap out or insert photos, or where to find them.

Members Only Access (Listed in Members Only menu. )
this Custom Page / Link: Officers Only Access (Listed in Members Only menu.)
Unlisted Access (Not in menu & only accessible via link.)

Select the Page Type for

H “ ” “ ”»
Cl |Ck Save and C|OS€ DR — @ Public pages / links are automatically linked to their Web Page Title in the "Main Menu".

Members Only & Members Only pages / links are linked to their Web Page Title in the "Members Only” menu.
icers Only pages / links are only accessible and viewable when a club officer logs in
listed on the menus and only accessible via a link using the above Web Page Name.
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Now, you need to link your
newsletters to your new
“‘Newsletter” page, you will need
the web address for the file you
uploaded.

arch Wil LG-Google-Nexus-5-Smar... [5 logo_pd[1].gif

DUTTOTIT OT 0TS WOV U Save an Ciiaimgos.

Select a Module: [} [Z= R0

Membership Management
Email & Contact Forms

i - ) I C ustom Web Pages
Basic Settings Home Pa File Manager
Meeting Agenda Settings | .
Dues Management isite Statistics About

Click on “Select a Module” and
“File Manager”

File Download

The following are the basic club information and configuration settings for getting a website up and running.

NOTE: You should also make sure your club's information is current on the Toastmasters Intemational Website.
Click here to verify the information for your club, and if not correct, an officer of the club will need to login to the
member area on the Tl website and correct it.

Club Name District # NEW!
‘ Downtown Dazzlers | 63
@ This is the name of your club that will appear in reports and in the banner heading, @ Used for district
unless you override it with the Banner Text setting on the Appearance tab. reports.
Description
Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon. >

Find the newsletter you want to link and click
on the PDF Icon as if you were going to
download the file.

Vol_1_Iss_1_DD_Oct_2014.pdf

File Name: Vol _1_Iss_1_DD_Oct_2014 pdf
File Type:  application/pdf
File Size: 337 KB

Direct URL:

The “File Download” menu will pop-up.
L, Copy the URL address

L Then click “Cancel”

And “Close”.
—
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Site Administration [ x] J

Make any changes to your website using this administration area. Be sure fo click the "Save" butfon at the ~

bottom of the window to save all changes.
NOW’ go baCk to your NeWSIetter Select a Module: [)E s ETEREITIGE
page Membership Management
) Email & Contact Forms

Custom Web Pages
File Manager

Click on “Select a Module” and P T [ ot oenda Settngs
« ” gement
Custom Web Pages” ==

Basic Settings Appe

About

The following are the basic club information and configuration settings for getting a website up and running.

NOTE: You should also malke sure your club's information is current on the Toastmasters International Website. Click
here to verify the information for your club, and if not correct, an officer of the club will need to login to the member
area on the Tl website and correct it

Club Name
Downtown Dazzlers

@ This is the name of your club that will appear in reports and in the banner heading, unless you override it with the
Banner Text setting on the Appearance tab.

Description
Copies of Downtown Dazzler Newslettters

Save Close

Custom Web Pages B8

Create as many custom web pages / links as you like. Be sure to click the "Save" button at the bottom of the
window to save all changes. ¥ More ¥

Now your page should be listed.

Select Web Page: |(8]==10 SHEED[E)

. PUBLIC PAGES
Creating new page. Newsletters

[( Custom Web Page/Link Settings ‘

Your Web Page Content/ or Link URL: Web Page Tools: |Select a Tool... v

£ Source 4 h D B = V-||B I U § X x* [@

BE-=90=00mdlzz 53 »nys

List Deleted Pages

= Click on your “Newsletter” Page.

U
o
|

& @@ §= | Styles =~ || Normal - || Font - size - |G- HE-[& HI@® -

[ Custom Web Pages B
=0 0EFE 0038 == = ¥ = = M|
& e 0| Styles - || Nomal - || Font -l size -||#- EH-[|20 2@ -

Scroll down and highlight the text you | i Sy
want to link. / \‘g Downtown Dazzlers Club News and Events a

Copies of the Downtown Dazzler newsletter, "The Dazzler", for
2015-16

‘ olume 2. Issue 1

\Volume 2. |ssue 2

And, click on the “link” icon.

Newsletter Archives

< >
body p a Paragraphs: 11, Words: 59, Characters (including HTML). 2865

@ Note: Custom web page content has a limit of 65535 characters

+ Click the 7 icon above to maximize the editing area to/from full screen

+ Click the [&] icon above to (1) upload an image/phato to the server & then (2) insert it

40




On the “link” pop-up, paste the URL
corresponding to your file (you can s\
copy and paste the URL into this
field).

. Jowntown Dazzler newslett
Click “OK”. :

folume 2, Issue 1

folume 2, Issue 2

Link Info

Link Type

Protocol

hitp:l/

4
i
E

<
)
I
1]
Il
[
(10}
Ml
Ml

Normal - Font i Size - - -

Target || Advanced

AL 1d Eve

srsclubs.org/Vol_1_lss_1_DD_Oct_2014 pdf % ]

o DD

Help

1> | Source G E 9 ~ T W V-[[B I U & % x [@
BEH-=@ 0=@ 0B &= = = oy B |S|=E =

o] = || Styles - || Normal ~ || Font - sze - || ¥~ EH-| =0

TOASTMASTERS INTERNATIONAL

&=z THE DAZZLER

Downtown Dazzlers Club News and

Downtown Dazzler newsletters, "The Dazzler", for the curr

Volume 2, Issue 1

Wolume 2, Issue 2

2 I

Your linked newsletter will look like
this.

Site Administration B

Make any changes to your website using this administration area. Be sure to click the "Save" button at the
bottom of the window to save all changes.

Select a Module: |\ Gl EIERS

Floater Messages

The following are the basic club information and configuration settings for getting @ website up and running.

NOTE: You should also make sure your club's information is current on the Toastmasters International Website. Click
here to verify the information for your club, and if not correct, an officer of the club will need to login to the member
area on the Tl website and correct it

Club Name
| Downtown Dazzlers

© This is the name of your club that will appear in reports and in the banner heading, unless you override it with the
Banner Text setting on the Appearance tab.

Description

Downtown Dazzlers Toastmasters club located in Chattancoga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon.
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The link to your new Newsletter
webpage can be found in your Main
Menu.

Tools  Help

TOASTMASTERS
INTERNATIONAL

W Have Fun

Home
Meeting Information / Directions
Contact Us

It's C
Hum
mee

Meet Our Members
Club Calendar
Public Downloads
Free Resources
Toastmasters Video
Newsletters

Join i
Unitec
Chatti

For more information on Toasimasters
international, visit toastmasters org

Logins

& Member Login
# Launch admin console

_rg-’New sletters.html

To add future Newsletters to
the page:

Next, open your website and
Login as the Site Administrator.

Launch the “Admin Console”.

Click on “Select a Module” and =
“File Manager”

And upload your file. Follow the
instructions above to copy the
files URL, then close the “File
Manager”.

Site Administration [x]

Make any changes to your website using this administration area. Be sure to click the "Save" button at the
bottom of the window to save all changes.

Select a Module: [J/[= ST ERSST
Membership Management
Email & Contact Forms

Custom Web Pages

File Manager

Meeting Agenda Settings
Dues Management

Basic Settings

Floater Messa

are the basic club information and configuration settings for getting a website up and running.
NOTE: You should also make sure your club's informaticn is current on the Teastmasters International Website. Click

here to verify the information for your club, and if not correct, an officer of the club will need to login to the member
area on the T1 website and correct it

Club Name
‘ Downtown Dazzlers

® This is the name of your club that will appear in reports and in the banner heading, unless you override it with the
Banner Text setting on the Appearance tab.
Description

Downtown Dazzlers Toastmasters club located in Chattanooga, TN focuses on helping members improve their
public speaking and leadership skills. We meet the 1st and 3rd Wednesdays of each month at noon.

Save Close
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Custom Web Pages n]

Create as many custom web pages / links as you like. Be sure to click the "Save" button at the bottom of the
window to save all changes. ¥ More ¥

Select Web Page: eate

e e
PUBLIC PAGES ——
Newsletters

[( Custom Web Page/Link Settings

Your Web Page Content / or Link URL: Web Page Tools: |Select a Tool... ~

& | Source D=
BEE-=92 0E=E00&H®
] " - || Format

[] List Deleted Pages

Save Close

Click on “Select a Module” and
select “Custom Web Pages” from
the dropdown menu.

You should now have a
“‘Newsletters” page listed here.
Click on it to bring up your page.

Custom Web Pages

Link e
< =8 2| Styles ~ || Normal

" N ' '
Add text, highlight it, click the <] | T A .~

“Link” icon and paste the URL.

2015-16
Then “Save” and “Close”.
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® Note: Custom web page content has a limit of 655

+ Click the ] icon above to maximize the editing area to/from fu

» Click the 5] icon above to (1) upload an image/photo to the server & then (2

>
Paragraphs: 11, Words: 59, Characters (including HTML): 2865 Pl

Delete Page
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