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SmarterWeb 
SmarterWeb sites offer ease of use and a high degree of functionality via an integrated, online site 
administration area, which enables you to maintain your content. 
 
This document is a step-by-step guide to each section of the sites' "siteadmin" page. Some 
sections may not appear on your site - if you see a section that would be useful to your 
organization, please contact us at smarterweb@sportingpulse.com to make an enquiry. 
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News Administration 
A news section allows you to put multiple news articles on your website. Each news article 
displays a title, summary and date. Some articles then have a "Full Story" link so you can view the 
entire article. 
 

Using your News section, you have the following options for your articles: 
• Set title to appear in “News in Brief” on the top right hand corner of your website site 
• Archive away from the front page, and into the “News Archive” section 
• Flag as a feature article. A feature article is displayed more prominently ahead of other articles 

on the news page, use a larger graphic and have more text. 
 

To add a new News item 
1. Once in your Site Administration area, navigate to the relevant section you wish to enter 

content for by clicking on its menu name. 
2. Click on "New Article" and enter the text into the required fields.  
3. Write the title for your article in "Article Title".  
4. Set the date for the article where in "Article Date", using the format dd/mm/yyyy.  
5. You can set an expiry date for the article for the article in the "Expiry Date" field. If during 

site setup you nominated to have articles automatically expire, the articles will 
automatically archive after this nominated date. 
Please Note: If you would like this feature and do not currently have it activated, please 
contact SportingPulse.  

6. Check "Treat Article as HTML". If you are going to use this format your news article. 
HTML (Hyper Text Mark-up Language).  

7. Enter a summary for your article in the "Short Article Description" box. This will appear as 
the short description of the article on the site. 

 

 
You might want to repeat the Summary Text information in the Full Text field so 
that it appears in both. 

 
8. The full text for your article should go in "Article Content". This will display when the "Full 

Story" link is clicked on the site. If there is nothing entered here then the "Full Story" link 
will not be displayed.  

9. Choose a Status for your article (Your initial site setup will determine where or if your 
article is displayed i.e. "Latest News", "News Archive", etc).  

10. Tick the News in Brief box if you would like to also display the article in the News In Brief 
section (usually located in the top right hand corner). This will display the article title as a 
link to the full article in the "News In Brief" box.  

11. Tick the Feature Article box if you would like it to display as a Feature Article. A feature 
article sits on top of all non-feature articles. It also displays as a full article with larger 
heading and graphic.  

12. If you have an image you would like to associate with an article, simply click on the 'Image 
No.' button and enter the image reference number in the space provided. If you are not 
sure of the reference number, then simply click on the 'browse for image' link to select 
your image. 
Please Note: you must upload your image first (refer to file/image admin for further help on 
uploading images), before being able to link to it with an article. You may also link the 
same image to multiple articles.  

13. Click "Submit Article" to save your article, and return to the article index.  
14. Your new item will be shown on your website once "Submit Article" is clicked in the site 

admin area. 
 
 

To edit an existing News item 
1. Once in your Site Administration area, navigate to the News section by clicking on its menu 
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name.  
2. Scroll down until you find the article you wish to alter and click "Edit"  
3. Write the title for your article in "Article Title".  
4. Change the date for the article in "Article Date", using the format dd/mm/yyyy, if required.  
5. You can change the expiry date for the article for the article in "Expiry Date".  
6. Make sure the "Treat Article as HTML" box is checked if the text you are altering will be 

formatted as HTML (Hyper Text Mark-up Language).  
7. Alter the summary for your article in "Short Article Description".  
8. Alter the full text for your article in "Article Content".  
9. Choose a Status for your article (Your initial site setup will determine where or if your article 

is displayed i.e. "Latest News", "News Archive", etc).  
10. Tick the News in Brief box if you would like to also display the article in News In Brief 

section. This will display the article title as a link to the full article in the "News In Brief" box.  
11. Tick the Feature Article box if you would like it to display as a Feature Article. A feature 

article sits on top of all non-feature articles. It also displays as a full article with larger 
heading and graphic.  

12. If you would like to add or change the image that is associated with your article, simply click 
on the 'Image No.' button and enter the image reference number in the space provided. If 
you are not sure of the reference number, then simply click on the 'browse for image' link to 
select your image. If you wish to remove the image, simply clear the image number. 
Please Note: you must upload your image first, before being able to link to it with an article. 
You may also link the same image to multiple articles.  

13. Click "Submit Article" to save your changes, and return to the article index. 
 

To delete an existing News item 
1. Once in your Site Administration, navigate to the relevant section by clicking on its Menu 

Name.  
2. Scroll down until you find the article you wish to alter and click "Delete". 
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Calendar Administration 
A Calendar section allows you to display a page listing all your events in a calendar format. Each 
of the events are listed in date order, and then grouped according to the year they occur. The 
Event can also be clicked on to show a more detailed description. 
 

To add a new Calendar event 
1. Once in your Site Administration area, navigate to the relevant section you wish to enter 

content for by clicking on its menu name.  
2. Click on "New Article" and enter the text into the required fields.  
3. Write the title for your event in "Event Title".  
4. Set the date for the event in the "Date" field, in the format dd/mm/yyyy.  
5. Set a finishing date for the article in the "Finishing Date" field. If you set a finishing date the 

event date will display as a date range, rather than a single date on the calendar.  
6. Enter a "Venue" for your event.  
7. Enter event description.  
8. You can add a link to another website by entering the address in the field "Web Link". The 

link will open in an external window from the calendar.  
9. A contact email address can be entered in the "Email" field.  
10. A phone number can be entered in the "Phone Number" box. 
 

 If you do not fill out a field, it will not be shown. 
  

11. Click "Submit Article" to save your calendar event, and return to the event index.  
12. To view your new event you can click the section on your website and view it just as 

your users will. 
 

To edit an existing Calendar event 
1. Once in your Site Administration, navigate to the relevant section you wish to edit content 

for by clicking on its menu name.  
2. Scroll down until you find the event you wish to alter and click "Edit".  
3. Edit details as necessary, by clicking in relevant fields and changing details. 
4. Click "Submit Article" to confirm your changes, and return to the article index. 

 
To delete an existing Calendar event 

1. Once in your Site Administration area, navigate to the relevant section you wish to 
delete from by clicking on its menu name.  

2. Scroll down until you find the event you wish to alter and click "Delete". 
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Poll Administration 
A Poll allows you to ask a question to your users, and allows them to respond with one of your 
preset answers. The view results button on the poll, then allows users to view statistics and a bar 
graph of the current poll. An option also exists for a summary of previous polls to be entered and 
displayed in "Previous Poll Results". 
 
To add a Poll 

1. Once in your Site Administration area, click on poll section.  
2. Click on "New Article".  
3. Write your poll question in the "Poll Question" field.  
4. Enter up to five possible answers in the "Possible Answer" fields ("First Possible Answer", 

"Second Possible Answer", etc).  
5. "Previous Poll Results" allow you to write a summary of past results if you wish.  
6. Click "Submit Article" to save your content, and return to the article index.  

 
To view the new item on your website, you can click the section you've added the item to and view 
it just as your users will. 
 
To edit a Poll 

1. Once in your Site Administration area, click on poll section.  
2. Scroll down until you find the article you wish to alter and click "Edit".  
3. Edit relevant fields as necessary.  
4. Click "Submit Article" to confirm your changes, and return to the article index. 

 
To delete a poll 

1. Once in your Site Administration area, navigate to the relevant section you wish to 
enter content for by clicking on its menu name.  

2. Scroll down until you find the poll you wish to delete and click "Delete" 
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Profiles Administration 
A Profiles section comprises of up to twenty custom fields, a notes field, and an image. It displays 
on the site as a list showing the first field and the image only for each item. Once the image or first 
field is clicked on, it expands to the full profile. 
 
To add a profile 

1. Once in your Site Administration area, navigate to the profiles section by clicking on its 
menu name.  

2. Click on "New Article" and enter the text into the required fields.  
3. Fill out each of the twenty custom fields you wish to use. Custom field names can be set in 

"Modify Field Names". 
 

 If you do not fill out a field, it will not be shown. 
 

4. Fill out any notes you would like to include in the "Notes" field.  
5. If you have an image you would like to associate with the profile, simply click on the 'Image 

No.' button and enter the image reference number in the space provided. If you are not sure 
of the reference number, then simply click on the 'browse for image' link to select your 
image. 
Please Note: you must upload your image first (refer to file/image admin for further help on 
uploading images), before being able to link to it with an article. You may also link the same 
image to multiple articles.  

6. Click "Submit Article" to save your profile, and return to the profile index.  
 
 
To edit a profile 

1. Once in your Site Administration area, navigate to the relevant section you wish to edit by 
clicking on its menu name.  

2. Scroll down until you find the profile you wish to alter and click "Edit"  
3. Edit Details as required by simply changing text within the relevant field.  
4. If you would like to add or change the image that is associated with your profile, simply click 

on the 'Image No.' button and enter the image reference number in the space provided. If 
you are not sure of the reference number, then simply click on the 'browse for image' link to 
select your image. If you wish to remove the image, simply clear the image number. 
Please Note: you must upload your image first, before being able to link to it with an article. 
You may also link the same image to multiple articles.  

5. Click "Submit Article" to confirm your changes, and return to the article index.  
 
 
To delete an existing profile 

1. Once in your Site Administration area, navigate to the relevant section you wish to delete by 
clicking on its menu name.  

2. Scroll down until you find the profile you wish to delete and click "Delete"  
 
 
To modify a field name 

1. Once in your Site Administration area, navigate to the section by clicking on its menu name.  
2. Click on "Modify Field Names".  
3. Find the field, which you would like to modify the name of and click "edit".  
4. Enter the new field name in the text box.  
5. Click "Update" to change the field name, and return to the custom field name list.  
6. Repeat steps 3 - 5 for every other field you wish to modify.  
7. Click "Back to Article List" to return to the profile index.  
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File/Image Administration 
Uploading files/images is a key part of the SmarterWeb siteadmin. It's important to be able to 
upload images, so that they can then be added to galleries, history items, news items, sponsor 
pages etc. 
 

 You can only upload .jpg or .gif files to SmarterWeb sites. 
 
 
To upload an image/file to your SmarterWeb website 

1. Click "File/Image Administration".  
2. Click "Upload File/Image" in the file/image administration area.  
3. Enter the local path of your file/image in the "Filename" box or click "Browse..." to select the 

image/file with your browser.  
4. Select "Image" if you are uploading an image, or "File" for anything else.  
5. Write a source for the file/image in the "Source" box (i.e. where photo was obtained). This 

can be left blank.  
6. Write a caption for the file/image in the "Caption" box.  
7. Click the "Upload" button. The file/image will be uploaded and you will return to the main 

siteadmin area. 
 

 
You can also upload files/images through each individual section that utilises 
files/images. 

 
 
To edit an image/file 

1. Click "File/Image Administration".  
2. Navigate to the page of the image you want to edit using the navigation controls on the top 

and bottom of the page i.e. "Next", "Previous", "<<" and ">>" (scrolls ten pages at a time), 
or you can select your page by number if it is within range.  

3. Click "Edit" next to the image you wish to edit.  
4. Edit relevant fields (eg. Source, Caption).  
5. Click the "Submit" button. The file/image will be uploaded and you will return to the 

file/image administration area.  
 
 
To delete an image/file 

1. Click "File/Image Administration".  
2. Navigate to the page of the image you want to edit using the navigation controls on the top 

and bottom of the page i.e. "Next", "Previous", "<<" and ">>" (scrolls ten pages at a time), 
or you can select your page by number if it is within range.  

3. Find the file/image you wish to delete, and make sure it has nothing listed in the 
dependencies column. If there are any dependencies you cannot delete the file/image 
because the file/image is in use. The sections listed in the dependencies column for that 
file/image describes where the image is attached. Remove the file/image from the item 
before attempting to remove the file/image from the site.  

4. Click "Delete".  
5. A dialog will popup, which reads "Really delete this image?” Select "OK". You will be 

returned to the file/image administration area.  
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Sponsors Administration 
A sponsor’s section allows a logo and some information about each sponsor to be uploaded and 
displayed. 
 
 
To add a new Sponsor 

1. Once in your Site Administration area, navigate to the sponsor’s section by clicking on its 
menu name.  

2. Click on "New Article".  
3. Enter "Sponsor Name".  
4. "Sponsor Notes" can be added if you wish.  
5. You can link to your sponsor’s site by putting the address in "Sponsor URL". External links 

must be preceded with "http://".  
6. If you have an image you would like to associate with your sponsor, simply click on the 

'Image No.' button and enter the image reference number in the space provided. If you are 
not sure of the reference number, then click on the 'browse for image' link to select your 
image. 
Please Note: you must upload your image first (please refer to file/image admin for further 
instruction on uploading images), before being able to link to it with an article. You may link 
the same image to multiple articles.  

7. You can set the order of the sponsor in the "Order" box. Sponsors will be sorted in 
numerical order. 

8. Click "Submit Article" to save details, and return to the article index.  
9. To view your new sponsor you can click the section on your website and view it just 

as your users will. 
 
 
To edit an existing Sponsor 

1. Once in your Site Administration area, navigate to the sponsor section by clicking on its 
menu name.  

2. Scroll down until you find the article you wish to alter and click "Edit"  
3. Edit details as required by changing text in relevant fields.  
4. If you would like to add or change the image that is associated with your sponsor, 

simply click on the 'Image No.' button and enter the image reference number in the 
space provided. If you are not sure of the reference number, then simply click on 
the 'browse for image' link to select your image. If you wish to remove the image, 
simply clear the image number. 
Please Note: you must upload your image first, before being able to link to it with an 
article. You may also link the same image to multiple sponsors.  

5. Click "Submit Article" to confirm your changes, and return to the article index. 
 
 
To delete an existing Sponsor item 

1. Once in your Site Administration area, navigate to the sponsor section by clicking 
on its menu name.  

2. Scroll down until you find the sponsor you wish to delete and click "Delete" 
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Quiz Administration 
A quiz section allows you to write a quiz in "Multiple Choice", or "Fill in The Blanks" format, with 
which your users can interact and receive scores. "Multiple Choice Question" will allow you to ask 
a question with up to five possible answers. "Fill in The Blanks" allows you to write text so that the 
user can fill in up to five missing words. 
 
 
To add a new Quiz question 

1. Once in your Site Administration area, navigate to the relevant Quiz section you wish to 
enter content for by clicking on its menu name.  

2. Click on "New Article".  
3. Select the type of question in the "Type of Question" dropdown. "Multiple Choice Question" 

will allow you to ask a question with up to five possible answers. "Fill in The Blanks" allows 
you to write text so that the user can fill in up to five missing words.  

4. If you choose "Fill in The Blanks" skip to Step 7. However, if you chose "Multiple Choice 
Question", enter your question in the "Question" box.  

5. Fill in up to five possible answers in each answer box reading "First Possible Answer", 
"Second Possible Answer", etc.  

6. Repeat the actual answer in the "Quiz Answer" box. Skip to Step 9  
7. If you chose "Fill in The Blanks", enter your text in the "Question" box. You can choose up 

to five "missing" words. These "missing" words should be typed in brackets (eg. [missing] 
word).  

8. Write each of the "missing" words in each answer box reading "First Possible Answer", 
"Second Possible Answer", etc.  

9. Fill in the "Question Number". Make sure the number is unique from other questions. This 
field will determine the sort order of your questions.  

10. Click "Submit Quiz" to confirm your questions, and return to the article index.  
11. To view your new quiz you can click the section on your website and view it just as 

your users will. 
 
 
To edit a Quiz question 

1. Once in your Site Administration area, navigate to the quiz section you wish to edit by 
clicking on its menu name.  

2. Click "Edit" on the relevant quiz question.  
3. Alter details as necessary by changing the text in relevant fields.  
4. Click "Submit Quiz" to confirm your changes, and return to the article index. 

 
 
To delete an existing News item 

1. Once in your Site Administration area, navigate to the quiz section you wish to 
delete by clicking on its menu name.  

2. Scroll down until you find the question you wish to delete and click "Delete" 
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Publication Administration 
A Publications section is one of the most flexible in the SmarterWeb sites - it allows several levels 
of headings as well as the ability to upload images. 
 
 
To add a new Publication item 

1. Once in your Site Administration area, navigate to the publication section you wish to enter 
content for by clicking on its menu name.  

2. Click on "New Article" to create a new top-level article, or "Add Below" on the relevant 
article if you wish to add this article as a sub-article.  

3. Write your "Article Title".  
4. Check "Treat Article as HTML", if you are going to format your news article as HTML (Hyper 

Text Mark-up Language).  
5. The full text for your article should go in "Article Content".  
6. If you have an image you would like to associate with an article, simply click on the 'Image 

No.' button and enter the image reference number in the space provided. If you are not sure 
of the reference number, then simply click on the 'browse for image' link to select your 
image. 
Please Note: you must upload your image first (Refer to file/image admin for further details 
on uploading images), before being able to link to it with an article. You may also link the 
same image to multiple articles.  

7. If you have a file you would like to associate with an article, simply click on the 'File No.' 
button and enter the file reference number in the space provided. If you are not sure of the 
reference number, then simply click on the 'browse for file' link to select your file. 
Please Note: you must upload your file first (Refer to file/image admin for further details on 
uploading files), before being able to link to it with an article. You may also link the same file 
to multiple articles.  

8. Click "Submit Article" to confirm, and return to the article index.  
9. To view your new item you can click the section on your website and view it just as 

your users will 
 
 
To edit an existing Publication item 

1. Once in your Site Administration area, navigate to the publication section you wish to edit 
by clicking on its menu name.  

2. Scroll down until you find the article you wish to alter and click "Edit".  
3. Make sure the "Treat Article as HTML" box is checked if the text you are altering will be 

formatted as HTML (Hyper Text Mark-up Language).  
4. Edit details as necessary by changing text in relevant fields 
5. If you would like to add or change the image that is associated with your article, simply click 

on the 'Image No.' button and enter the image reference number in the space provided. If 
you are not sure of the reference number, then simply click on the 'browse for image' link to 
select your image. If you wish to remove the image, simply clear the image number. 
Please Note: you must upload your image first, before being able to link to it with an article. 
You may also link the same image to multiple articles.  

6. If you would like to add or change the file that is associated with your article, simply 
click on the 'File No.' button and enter the file reference number in the space 
provided. If you are not sure of the reference number, then simply click on the 
'browse for file' link to select your file. If you wish to remove the file, simply clear the 
file number. 
Please Note: you must upload your file first, before being able to link to it with an 
article. You may also link the same file to multiple articles.  

7. Click "Submit Article" to confirm your changes, and return to the article index. 
 
 

Copyright © SportingPulse Pty Ltd 2004  12 



To delete an existing Publication item 
1. Once in your Site Administration area, navigate to the publication section by clicking 

on its menu name.  
2. Scroll down until you find the article you wish to delete and click "Delete" 
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Gallery Administration 
A Gallery section allows you to display images on your website in one section, however divided 
into a series of different photo galleries. 
 
 
To add a new gallery 

1. Once in your Site Administration area, click on "Gallery".  
2. Click on "Add New Gallery".  
3. Write the title for your gallery in "Gallery Title".  
4. Enter a "Gallery Description".  
5. Click "Submit Article" and return to gallery administration.  
6. A gallery name has been added; images can now be added to this gallery (refer to 

add an image to a gallery). 
 
 
To edit an existing gallery 

1. Once in your Site Administration area, click on "Gallery".  
2. Scroll down until you find the gallery you wish to alter and click "Edit".  
3. Edit the "Gallery Title" or "Gallery Description" by changing text where appropriate.  
4. Click "Submit Article" to confirm your changes, and return to the article index. 

 
 
To delete an existing gallery 

1. Once in your Site Administration area, click on "Gallery".  
2. Scroll down until you find the gallery you wish to remove and click "Delete" (galleries 

can be deleted with images - you do not need to remove images first).  
3. Click OK when prompted. 

 
 
To add an image to a gallery 

1. Once in your Site Administration area, click on "Gallery".  
2. Find the gallery you wish to add an image to and click "Edit Images".  
3. Click "Add Image".  
4. Click on the 'Image No.' button and enter the image reference number in the space 

provided. If you are not sure of the reference number, then simply click on the 
'browse for image' link to select your image. 
Please Note: you must upload your image first, before being able to insert it into a 
gallery. You may also link the same image to multiple galleries.  

5. Click "Add". The image has now been added to the gallery, and you will return to 
the gallery image list. 

 
 
To remove an image from a gallery 

1. Once in your Site Administration area, click on "Gallery".  
2. Find the gallery you wish to remove an image from and click "Edit Images".  
3. Find the image you wish to remove and click "Remove Image". Please be aware 

you will NOT be prompted for confirmation. 
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Mailing List Administration 
A mailing list section allows website users to subscribe to a mailing list via your website. You can 
then send emails to all your subscribers. 
 
 
To view your list subscribers 
There are three ways you can order your list subscribers - by name, date joined, or by email.  

1. Choose your preferred option from the drop down list at 'list members'  
2. Click "Go".  
3. Ten subscribers will be listed at a time. Use the "[next]" and "[back]" links to 

navigate through your entire list.  
4. If your list is ordered by name or by email, you have the option of navigating by 

letter also. Simply click the relevant letter link, and your list will be narrowed down to 
subscribers starting with that letter only. 

 
 
To send a message 

1. Once in your Site Administration area, click on "Mailing List".  
2. Click on "Send Mail to List".  
3. Write a subject for your email message in the "Subject" box.  
4. Write the full text for your email message in "Message".  
5. Click "Send Message". Your message will then be sent to all of your mailing list 

subscribers. 
 

 Messages are sent hourly. 
  
 
To remove a subscriber from the list 

1. Once in your Site Administration site, click on "Mailing List".  
2. If you know the email address of the subscriber you want to remove, simply enter it into 

"Remove Email", and click the "Go" button. The subscriber will then be removed. If you do 
not know the exact address continue to step 3.  

3. If your list is ordered by name or email, pick the first letter of the subscriber you want to 
remove. If your list is ordered by date, continue to the next step.  

4. Click "Next" or "Back" until you find the subscriber you want to remove.  
5. Click "Remove" next to the subscriber you want to remove. 
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Plain Text\HTML Administration  
A Plain text/HTML section allows you to enter either plain text or HTML (Hyper Text Mark-up 
Language) and an image in the top left corner. 
 
 
To add\edit a plain text\HTML page 

1. Once in your Site Administration area, navigate to the relevant section you wish to enter 
content for by clicking on its Menu Name.  

2. Add the full text for your section in "Full Content".  
3. Check "Treat Article as HTML" if you formatted your page as HTML (Hyper Text Mark-up 

Language).  
4. If you have an image you would like to show on the page, simply click on the 'Image No.' 

button and enter the image reference number in the space provided. If you are not sure of 
the reference number, then simply click on the 'browse for image' link to select your image. 
Please Note: you must upload your image first, before being able to show it on your page. 
You may also link the same image to multiple articles.  

5. Click "Submit Article" to save your content.  
6. Click "Back to Index" to return to main menu. 
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Link Administration 
A link section allows you to publish a link to a website using a name you specify. 
 
 
To add a link 

1. Once in your Site Administration area, navigate to the link section by clicking on its Menu 
Name.  

2. Click on "New Article".  
3. Write a name for your link in the "URL Name" field. This is how the link will appear.  
4. Write the link in "URL". Do not forgot to add http:// to the start of your link if it is 

external.  
5. Click "Submit Article" to confirm and return to the article index. 

 
 
To edit a link 

1. Once in your Site Administration area, navigate to the link section by clicking on its Menu 
Name.  

2. Scroll down until you find the article you wish to alter and click "Edit"  
3. Edit the name for your link in the "URL Name" field. This is how the link will appear.  
4. Edit the actual link in "URL". Do not forgot to add http:// to the start of your link if it is 

external.  
5. Click "Submit Article" to confirm your changes, and return to the article index. 

 
 
To delete a link 

1. Once in your Site Administration site, navigate to the link section you wish to delete by 
clicking on its menu name.  

2. Scroll down until you find the link you wish to remove and click "Delete". 
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Online Store Administration 
Online store provides a way for customers to place orders through your website without the need 
for an online transaction. The customer places the order and provides their details for you to chase 
up payment. 
 
 
To add a Store item 

1. Once in your Site Administration area, navigate to the online store section you wish to enter 
content for by clicking on its menu name.  

2. Click on "New Article".  
3. Write the name of your item in "Article Title".  
4. Write a description of the item in "Product Description".  
5. Enter the price of the item in "Price". Decimals should be used. Do not use $, £, or € 

symbols.  
6. If you have an image you would like to associate with the item, simply click on the 

'Image No.' button and enter the image reference number in the space provided. If 
you are not sure of the reference number, then simply click on the 'browse for 
image' link to select your image. 
Please Note: you must upload your image first, before being able to link to it with an 
item. You may also link the same image to multiple articles.  

7. Click "Submit Article" to save, and return to the item index. 
 
 
To edit a Store item 

1. Once in your Site Administration area, navigate to the online store section you wish to edit 
by clicking on its menu name.  

2. Edit details as required by changing text in relevant fields.  
3. If you would like to add or change the image that is associated with your item, simply click 

on the 'Image No.' button and enter the image reference number in the space provided. If 
you are not sure of the reference number, then simply click on the 'browse for image' link to 
select your image. If you wish to remove the image, simply clear the image number. 
Please Note: you must upload your image first, before being able to link to it with an item. 
You may also link the same image to multiple articles.  

4. Click "Submit Article" to confirm your changes, and return to the item index. 
 
 
To delete a Store item 

1. Once in your Site Administration area, navigate to the online store section you wish to 
delete by clicking on its menu name.  

2. Scroll down until you find the item you wish to remove and click "Delete" 
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