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Introduction

Welcome to your web site.

The Forum web-site is simple to use and an excellent and easy way to communicate with members. This guide provides the instructions on a number of basic tasks around the website. Please e-mail ‘contact@wroforum.org’ if you have any problems navigating around the site or carrying out the tasks detailed in this guide. 
Site Users

The web site offers different two main levels of user access: public and members. If you are a member you must log in to gain access to member features or “privileges”.

· Member access allows you to submit content to the website.
Logging in
To log in you will need to enter your username and password in the boxes provided, then click on "log in" button.

If you don't want to log in every time you use the site then check the "keep me logged in" box. However, if you are not the only one who uses the computer you are on then do not check this as others could potentially access your details.

Clicking on "log out" at any time overrides the "keep me logged in" function.

Unless you have been issued with a username and password you will not be able to log in. Remember usernames and passwords are case sensitive and cannot contain spaces.

You may be asked to update your password after logging in. This means that only you will know your password.

Even if you don't get asked to change your password, we recommend that you regularly do so to improve security.

If you forget your password or you don't know what it is, you can click on the "forgotten password" link at the foot of the log in page.

You will then be asked to enter either your username OR email address (whichever you can remember) at which point a new password will be emailed to you. For security a new password is issued as your old one is encoded and cannot be accessed and emailing the new one is the best method as only you will be able to access your new password.
Once logged in, you will be taken to the Members page. If you were trying to access another page before you were asked to log in then you will be taken directly there instead.
Changing your personal details

You can update your profile, change your password and update your work contact details by clicking on the ‘My profile’, ‘My Addresses’ and ‘My Organisations’ boxes in the Members area of the website. Click the save and view button at the bottom of each page to ensure that the new information is saved. 
Uploading Documents
To upload a document:

· Click on the ‘Members Area’ icon then click on ‘Documents’ icon
· Click on the folder you want to upload the document into

· Click on the “Browse…” button and use your computer’s dialog box to select the document file on your computer
· Enter the name of the document in the dialogue box 

· Upload to send the document to the web site
You can alert members to the new document by posting a ‘News item’ and sending an e-mail to members. See Posting News section below.

Creating Links to include in ‘Post News’

To link to a document: 

· Hover over the document you want to link to
· A row of icons will appear to the right of the document

· Click on the ‘chain’ icon (second icon in the list). This will generate the link in a text box to the right. Highlight the text and right click and select ‘copy’

· You can then ‘paste’ the link into a news item 
Posting News Items

To post a news item:

· Click on the ‘Members Area' icon then click on the ‘Post News’ icon
· Enter the details of your post in the free text boxes
· To notify members to the Post News item tick the box 
· To insert a link to a document see instructions above in ‘Creating Links’ section 

· Click on the ‘Submit’ box at the bottom of the page

Forum Area

You can post a new item on the Forum or respond to an existing Forum by selecting the Forum icon in the ‘Members’ area

To respond to an existing Forum topic:

· Click on the Forum topic or select the word bubble icon immediately underneath topic you wish to comment on
· Enter your response in the free text box then click on the ‘submit comment’ box at the bottom of the page
To create a new topic:

· Click on the ‘Suggest a new topic’ icon at the top of the page

· Enter the details in the free text box and click on ‘Add new topic’ icon at the bottom of the page

You can alert everyone to the new topic by creating a ‘Post News’ item.
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