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How to use this Guide 
This guide is designed as both an introduction and a reference for administering 
a Smarterweb V3 website.  
 
If this is your first time administering a Smarterweb V3 website, a good way to 
learn the basics is to work through the following sections: 
 

1. Smarterweb V3 Basics:     Explains some of the basic  
concepts of a Smarterweb 
V3 website. 
 

2. Pages - Creating a Page     
 
3. Pages – Adding Content to a Page 

 
4. Files – Uploading a file    Explains how to upload a  

file from your computer to 
the website. 
 

5. Text Editor      Walks you through using  
the text editor built into 
Smarterweb V3. 
 

6. News – Adding a news article   Only relevant if you have a  
news section on your 
website. 

Smarterweb V3 Basics 
 Logging In 

After your website is built, someone from SportingPulse will provide you 
with a URL, a username and a password for editing your website. To 
begin editing, simply open up the URL in a web browser such as Internet 
Explorer and enter the username and password into the boxes provided. 
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Once you have logged in, you will be faced with a page looking something 
like this: 
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 Click  Page in the left menu to view the structure of your website: 
 

 
 

You will see the tree structure of your website, showing all the pages in 
your menu as well as some other items. The next section explains what 
some of these items mean. 

  

The Tree Structure 
The Tree Structure contains a list of all of the pages in website, as well as 
any folders used to store data. Below is what some of the icons beside the 
pages mean: 

 
  - Normal Page:  This is a normal page that will automatically 

appear in the menu of your website. 
 

  - Not in Menu Page: This is a normal page that will NOT appear in 
the menu of your website. Any pages inside 
this page will also not appear in the menu. You 
can still link to this page from other places. 

 
 - Hidden Page: This page has been hidden. It will not appear in 

the menu and cannot be linked to. 
 

   - Shortcut:  A link will appear in the menu. When the  
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user clicks on it they will be taken to the linked 
page. 

  - External Link: A link will appear in the menu, but when the 
user clicks on it they will be taken to an 
external url. 

 
 - Restricted Page: This is a normal page that has restricted 

access. Generally this will mean that only 
users that have created an account and logged 
in can view this page. This page will appear in 
the menu if the user is able to access it. 

 
,  - Storage Folder: A folder used to store data for your website. It 

does not appear in the menu of your website. It 
can store records such as news articles, 
registered users of your website, forum topics 
and calendar events. 

 

The Menu Items 

 

 Page 
This section allows you to add, edit and delete pages and add 
content to your pages. 

 List 
Many of the plug-ins in Smarterweb V3 websites use pages to 
display their contents and folders to store the associated data. 
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The List section allows you to edit the records stored in those 
folders. 

 Filelist 
This section allows you to upload documents and images to your 
website. Once you’ve uploaded them, they can be linked to / 
displayed anywhere within your website.    

 Images 
This section lets you quickly browse any images you have 
uploaded to your website. 

 View 
  This section lets you quickly preview the pages in your website. 

 Info 
This section provides some information about the page, such as; 
when it was created, when it was last edited and what changes 
have been made to it. 

Other Items 
There are many plug-ins that can be added to a Smarterweb V3 
website, some of which will add extra options to the menu. For 
example, in the figure at the top of this section, you can see the 
menu item ‘CHC Forum’. Please contact SportingPulse if you 
require assistance on any features not covered in this manual.  

 
Page displaying news articles 

Folder storing news articles 
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 Popup Menus 
When you click on the icon beside an item in Smarterweb V3, you will 
usually get a popup menu with a list of options related to that item. 
 

   
 
For example, when you click the icon of the ‘Photo Gallery’ page, you get 
the menu shown above. Clicking on the name of the Page instead of the 
icon would allow you to edit it. 
 
Popup Menus also work for most items throughout the website. Examples 
include Photos, News Articles, Calendar Items and Front-end Users. 
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Pages 

Creating a page 
 
1. Click  Page in the left menu, then click the icon beside a page. 

Select ‘New’ from the popup menu. 
 

 
 

 
2. Click Page (inside) or Page (after), depending on where you 

want the new page to go. 
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3. Enter the page details.  
 
(Note: Make sure ‘Hide page’ is unchecked if you want it to 
appear to the public.) 
 
Select a page type: 

• 'Standard' and 'Advanced' are regular webpages, just 
differing in the number of options. 

 
• 'External URL' allows you to link to an external webpage. 

 
• 'Shortcut' allows you to link to a page in the page tree. 

This is useful when you want to add another item to the 
menu, but link to an existing page. 

 
• 'Not in menu' is also a regular page, but will not be shown 

in the navigation.  
 

• 'Backend User Section' is an option which requires a 
backend user to be logged in for the page to be visible. 

 
4. Click  Save/Close – You can now enter content. 

Create many pages at once 
 

1. Click  Functions on the left menu, then click the title of the 
page that you want the new pages to appear under. 
 
(Note: if you can’t see this menu item, contact SportingPulse 
and we will activate it for you.) 
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2. Select  ‘Create multiple pages’ from the dropdown menu. 
 

 
 
3. Enter the title of each new page in the textboxes. 
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4. Click ‘Create pages’.  
 

 

Making a page not appear in the menu 
1. Click  Page on the left menu, then click the name of the page 

you want to remove from the menu. 
 
2. Click the edit image to the right of the page name. 
 

 
3. Under Page Type, select ‘Not in Menu’. 

` 
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Creating a menu item that links to an external webpage 
 

1. Add a page as described in ‘Creating a page’. 
 
2. Select ‘External URL’ as the page type. 
 

 
 
3. In the ‘URL’ field, enter the URL of the page wish to link to. DO 

NOT include the http:// part of the URL (ie: a valid URL to enter 
here would be ‘www.sportingpulse.com’). 
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Creating a menu item that links to another internal page 
1. Add a page as described in ‘Creating a page’. 
 
2. Under Page Type select ‘Shortcut’. 

 
 
3. Beside ‘Shortcut to Page’, click ‘Browse for Records’ 

 

Adding content to a page 
 
1. Click  Page in the left menu, then click the title of the page you 

want to edit. Click the ‘Create new record’ image. 
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2. Select the type of content element you want. 
 
3. Enter the content details 
 
4. Click  Save/Close. 

 

Editing page content 
1. Click  Page in the left menu then click the title of the page 

where the content is located. 
. 
2. Click the  Edit button beside the content you wish to edit. 

 

 
 

Moving a page 
 
1. Click  Page in the left menu, then click the icon of the page 

you want to move. From the popup menu, select ‘More options’, 
then ‘Move Page’. 
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2. Click an arrow to indicate where you want to move the page. 
 

 
 
(Note: you can move a page inside another. To do this, click on a 
page name instead of an arrow in step 2 then click on the arrow 
that appears.  
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A page that is inside another will usually appear as a fly out menu  
on your website that appears when users hover their cursor over 
the container page) 

Duplicating a page 
 
1. Click  Page in the left menu, then click the icon of the page 

you want to move. From the popup menu, select ‘More options’, 
then ‘Move Page’ 

 

 
2. Make sure the checkbox ‘Make copy instead of moving element’ 

is checked. 
 

 
 
3. Click an arrow to indicate where you want the copy to appear.  
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Deleting a page 
 
1. Click  Page in the left menu, and then click the icon beside the 

page you want to delete. Select Delete from the dropdown 
menu. 
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Text Editor 

 

Intro 
Typo3 has a text editor which is similar to word processors like Microsoft 
Word. The text editor will appear whenever you are editing page content 
or news articles.  
 
Below are some of the functions of the text editor: 

• : Sets the font and size of the 
selected text. 

 
• : Formats the selected text using predefined styles. 

Hint: The site developer will have set up some of the headers (ie: 
‘Heading 1’, ‘Heading 2’) in the style of your site. Your site will look 
better if you use the same predefined styles constantly throughout 
the site. 

 
• , , , , , : Formats the selected text. 

 
• , , , : Changes the alignment of the selected paragraph. 

 
• , : Changes the left indentation of the selected paragraph. 
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• , : Changes the color or the selected text. 

 
• , : Inserts special characters not found on the keyboard. 
 
• : Inserts a horizontal line between paragraphs.  
 
• : Changes the selected text/image into a hyperlink. This can link 

to an internal page, a page on the World Wide Web or a document. 
(see Linking to a page or file for more details) 

 
• : Inserts an image into the text. If you have highlighted an image, 

clicking this button will bring up a window allowing you to change 
the image properties. 

 
• : Inserts a table into the text.  

(see Adding a table for more details) 
 

• : (advanced feature) If you know how to use HTML, this will allow 
you to edit the HTML Source behind the text.  
(Hint: If you want to use plain HTML, the ‘Plain HTML’ page 
element is more useful, as the text editor will modify your code) 
 

• : Removes formatting from the selected text. You can choose to 
remove All Formatting, Microsoft Word formatting, Images or All 
HTML tags. 

 
• , : Allows you to undo / redo changes made in the textbox.  

 
•  : View a bigger version of the text editor. To return to the smaller 

version, click Save and then Close. 
 

Linking to a page or file 
1. From the text editor, highlight the text or image that will be the 

link and then click the ‘Insert Web Link’ icon. 
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2. Select the ‘Page’ tab, then click on the name of the page you 

want to link to.  
 
(You can also link to a file, email address or external url.) 

 

 
 
3. Select the name of the page you want to link to.  
 

 
 
4. The text editor will automatically place a link image in front of 

the link – click on this and press delete to remove it. 
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Adding a table 
1. From the text editor, click ‘Insert Table’. 
 

 
 
2. A window will appear; enter the number of rows and columns 

and other details for the table. Then click OK. 
 

 
 
3. The bottom row of icons will become active. Use these to format 

and alter the properties and appearance of the table.  
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4. Enter the content into the table 

 
(Hint: Right clicking on a table will give you a lot of options.) 
 
(Hint: Table not showing gridlines? Try the following: 

1. Right click on the table 
2. Select ‘Table Properties’ 
3. Beside ‘Rules’, select ‘Rules will appear between all rows 

and columns’) 

Adding and formatting an image 
1. From the text editor, click ‘Insert/Modify Image’.  
 

 
 
2. Click on a folder and then an image if you have already 

uploaded one. Otherwise click ‘Browse’ to upload one. 
 
3. With the image selected click ‘Insert/Modify Image’ again, a 

pop-up window will appear. 
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4. Select / Enter the details you want for that image, then click 
Update 

 

 
 

For an alternative method to add images, see Images | Adding and 
formatting an image. 

 

Images 

Adding and formatting an image 
 
1. Click  Page in the left menu, then click the name of the page 

you want to edit. Click the ‘Create new record’ image. 
 
 
 
 
 
 
 
 
 
 
 
2. Select ‘Text with Image’ or ‘Image Only’ as the content type. 
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3. Click on browse to find the image on your computer. 
 

 
 
4. Select the position that you want for the image from either the 

icons or the dropdown menu. 
 

 
 
5. To make text appear beside the image, enter the text into the 

‘Caption’ field. 
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6. To alter the width of the image, enter the width you want (in 
pixels), a tick will automatically appear in the checkbox. 

 
7. To alter the height of the image, click the ‘More Options’ icon 
 
8. Then enter the height you want (in pixels). A tick will 

automatically appear in the checkbox. 
 

Linking from an image 
1. Add an image as described in Adding and formatting an image. 
 
2. Click ‘Image Links’ 

 
3. A textbox to enter the link will appear at the top of the screen. 

Enter the URL of the page you want to link to or for an internal 
link click the ‘Link’ icon . 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
4. To open an enlargement of the image when it is clicked, check 

‘Click-enlarge’. 
 
 

News 

Adding a news article 
 
1. Click  List in the left menu, then click the title of the ‘News Articles’ 

folder. 
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2. Click ‘Create new record’. 
 

 
 
3. Select ‘News’. 
 

 
 

 
4. Enter the details of the news article. 
 
5. Click  Save/Close. 
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Editing a news article 
1. Click  List in the left menu, then click the title of the folder called 

‘News Articles’. Click the title of the news article you want to edit, then 
select ‘Edit’. 

 

Making news articles appear on the homepage 
 

1. In the news articles editor, click on the ‘Relations’ tab. 
 

 
 
 
2. Click ‘Frontpage News’ under the Category section. 
 

 
 
3. Click  Save/Close. 

Changing the order of News Articles 
 
Articles are sorted by date so to change the order of news articles 
you will need to change the date and/or time. 
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1. Click the icon next to the article you want to move, then click 

‘Edit’  from the popup menu. 
 

 
 
2. Change the ‘Date/Time:’ settings so that the article appears 

where you want it.  
 
(Articles will be listed on your website with the newest ones first) 
 

 
 
3. Click  Save/Close. 
 

Calendar 

Adding a calendar event 
 

1. Click  List in the left menu, then click the title of the ‘Calendar’ folder. 
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2. Click ‘Create new record’. 
 

 
 
3. Select ‘News’. 
 

 
 
4. Click the ‘Event info’ tab. Make sure the checkbox under ‘Event’ is 

checked 
  
5. Enter the start and end date of the event in ‘From’ and ‘To’, a tick will 

appear in the checkboxes automatically.  
 

 
 
6. Click  Save/Close. 

 



© SportingPulse Pty Ltd 2006 Page 31 of 43 Last Updated: 8 February 2006 

 

Editing a calendar event 
  

1. Click  List in the left menu, then click the title of the ‘Calendar’ 
folder. Click the icon of a calendar event and select ‘Edit’ from the 
popup menu. 
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Changing the order of calendar events 
 
Events are sorted by date so to change the order of Calendar 
events you will need to change the date and/or time. 
 
1. Click the icon next to the article you want to move, then select 

‘Edit’ from the popup menu. 
 

 
 
2. Change the ‘Date/Time:’ settings so that the article appears 

where you want it.  
 

 
 
3. Click  Save/Close 

 
 

Files 

Uploading a file 
 
1. Click  Filelist in the left menu, then click on the icon of a folder 

and select ‘Upload Files’ from the popup menu. 
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2. Click the dropdown arrow and select the number of files you 

want to upload. 
 

 
 
3. Click browse to find the files on your computer. 
 

 
 
 
4. Once all the files have been found click ‘Upload files’. 
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Linking to a file 
 
1. From the text editor, highlight the text/image you want to link to 

the file, then click the ‘Insert Web Link’ icon. 
 

 
 

 
2. Select the ‘File’ tab, then click the title of the user_upload folder. 
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3. Select the file you want to link to.  
 
4. The text editor will automatically place a link image in front of 

the link – click on this and press delete to remove it. 

Previewing the images in the website 
1. Click  Images on the left menu.  
 
2. Click on a folder to view images (and/or files) in that section. 

Photo Gallery 

Uploading an Image 
 See Uploading a file 
 

Creating a Photograph Topic 
 
1. Click  List in the left menu, then click the title of the ‘Gallery 

Information’ folder 
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2. Click ‘Create new record’. 
 

 
 
3. Select ‘Photograph Topic’. 
 
 
4. Select ‘Photograph topic’. 
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5. Enter the name of the topic. 
 
6. Click  Save/Close. 

Creating a Photograph 
 
1. Click  List in the left menu, then click on the title of the ‘Gallery 

Information’ folder. 
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2. Click ‘Create new record’. 
 

 
 
3. Select ‘Photograph’. 
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4. You must give the photograph a title. 
 

 
 
5. Click ‘Browse’ to find the image on your computer. 
 

 
 
6. Select one or more topics for the photograph. 
 

 
 
7. Enter any other details you want. 
 
8. Click  Save/Close.  

Miscellaneous 

Making a page / news article etc… only show on certain dates 
 
1. While editing a Page or another item you will see a section titled 

‘General options’. 
 

 
 
2. Click the Checkbox under ‘Start:’, a date will appear beside it. 
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3. Alter this date to the date you want the page / news article etc. 

to begin appearing. 
 

 
 
4. To stop the page / news article etc. appearing click the 

checkbox under ‘Stop:’ and enter the date you want the page to 
stop showing.  

 

 
 

 Adding Flash / moving images to your site 

Adding Flash 
Macromedia Flash content can include moving banners, 
advertisements or even mini-applications and games embedded 
into your website. If you have an idea for Flash content that you 
want in your site, contact SportingPulse and we can explain how 
you can make this a reality. 
 

1. Once you have the completed .swf file, click  List on the left 
menu and then click the title of the page where you want to 
add the Flash content. Click ‘Create new record. 
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2. Select ‘Flash Movie’.  

(Note: If this option is not available, contact 
SportingPulse and we will install the Flash plug-in) 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Enter the details of the Flash Movie. 
 
4. Click  Save/Close. 

 
5. Click  Page in the left menu, then click the name of the 

page where you just added the Flash Movie. Click ‘Create 
New Record’ in the location where you want the Flash 
content to show. 
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6. Select ‘Flash movie’ (under the heading Plugins). 
 
 
 
 
 

 
 

 
 
 
 
 
 

7. Under the ‘Flash movie’ heading, click ‘Browse for records’ 
 
8. In the popup window, click the name of the current page, 

then select the record you created in steps 1-4. 
 

9. Click  Save/Close. 

Adding animated gifs 
Animated gifs are an image file that rotates through several images. 
They are not as versatile as Flash animations, but are generally 
quicker for users to download. 
 
Adding an animated gif is done in the same way as adding an 
image. 

 

Troubleshooting 
 

I changed a page, but the old version is still showing on the website 
If this happens you may need to clear the cache.  
Websites cache (store temporary versions of) pages to improve 
performance. However, this may mean that any changes you make take a 
few minutes to appear. 

 
1. Click  List in the left menu, then click the title of the page that 

has not refreshed. 
 

(Note: You cannot refresh a folder. If you have just added a 
news article to the News Articles folder and you want to see it 
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immediately, you will have to clear the cache on the Page that 
displays the news articles) 

 

 
 
 
2. Click the  (clear cache) button in top right group of buttons.  

 
 

Glossary of Terms 

Photograph: Used in the photo gallery, a Photograph is a reference to an 
image that you have uploaded. A Photograph includes a title and text and 
can be classified under one or more photograph topics. 

Photograph Topic: Used in the photo gallery, a Photograph Topic it is a 
way to group photos. Each photo can be classified under one or more 
Photograph Topics. A list of Photo Topics will appear when the user 
selects ‘Gallery’ on your website menu. 

Upload: Copying a file (generally a document or image) from your 
computer to the website. 

 
 

 

 


	 Table of Contents 
	How to use this Guide 
	Smarterweb V3 Basics 
	The Tree Structure 
	The Menu Items 
	  Page 
	  List 
	  Filelist 
	  Images 
	  View 
	  Info 
	Other Items 



	  Popup Menus 
	 Pages 
	Creating a page 
	Create many pages at once 
	Making a page not appear in the menu 
	Creating a menu item that links to an external webpage 
	 Creating a menu item that links to another internal page 
	Adding content to a page 
	Editing page content 
	Moving a page 
	Duplicating a page 
	Deleting a page 

	Text Editor 
	Intro 
	Linking to a page or file 
	Adding a table 
	Adding and formatting an image 

	Images 
	Adding and formatting an image 
	Linking from an image 

	News 
	Adding a news article 
	Editing a news article 
	Making news articles appear on the homepage 
	Changing the order of News Articles 

	Calendar 
	Adding a calendar event 
	Editing a calendar event 
	 Changing the order of calendar events 

	Files 
	Uploading a file 
	Linking to a file 
	Previewing the images in the website 

	Photo Gallery 
	Uploading an Image 
	Creating a Photograph Topic 
	Creating a Photograph 

	Miscellaneous 
	Making a page / news article etc… only show on certain dates 
	 Adding Flash / moving images to your site 
	Adding Flash 
	Adding animated gifs 



	Troubleshooting 
	I changed a page, but the old version is still showing on the website 

	Glossary of Terms 
	Photograph: Used in the photo gallery, a Photograph is a reference to an image that you have uploaded. A Photograph includes a title and text and can be classified under one or more photograph topics. 
	Photograph Topic: Used in the photo gallery, a Photograph Topic it is a way to group photos. Each photo can be classified under one or more Photograph Topics. A list of Photo Topics will appear when the user selects ‘Gallery’ on your website menu. 
	Upload: Copying a file (generally a document or image) from your computer to the website. 




