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0

WEBSITE EDITOR

Sportzware self-editing websites enable you to easily add and update information for your
competition, organisation, and affiliated clubs. Website Administrators can log in through the
‘website editor’ link. All changes occur immediately after you save them.

10

1.1

Editor Access

Before you can gain access as a website administrator, you must firstly become a
SportingPulse mySport member by registering online at www.sportingpulse.com. This is
important for the security of the site (password protected sites).

11

1.2

Become a mySport Member
1. Go to www.sportingpulse.com and click on ‘mySport‘.

2. Under ‘Become a mySport Member’, choose a password, enter your details, read the
terms and conditions, and click ‘Register’. The username and password you have
entered here will be required to log in as a website editor of your website.
3. You will receive an email asking you to confirm your mySport membership. Click on
the link provided to confirm your membership.
4. You are now a mySport member and able to be authorised as a website editor.
Contact SportingPulse or your Association’s website editor to gain access as a
website administrator for your site.
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A more detailed step-by-step guide to becoming a SportingPulse mySport member can be
found at our support site:
1. Go to http://support.sportingpulse.com
2. Under Products, click on ‘Sportzware Websites’
3. Under All Solutions click on ‘How to become a member of SportingPulse’.
12

1.3

Levels of Access

An Association/League can set up websites for affiliated clubs and teams that are linked to
their main site. Club and Team website editors are able to create and edit their websites in
the same way an association editor does. An association editor is able to edit the
association, club and team web pages, a club editor can edit the club and team web pages,
and a team editor can only edit the team web page.
13

1.4

Become a Website Editor

To become the first website administrator of an association website, you must contact
SportingPulse. If there are existing association editors, they can authorise you as an
additional website editor themselves.
There is no limit to the number of people that can become website editors of any particular
website.
If your association has set up club and team websites, and you wish to become a club editor,
you must contact the editor of your association site and provide them with your email
address. They can then authorise you as a website editor of your club site.
To become a team editor, you must contact the editor of either your club or association site
and provide them with your email address. They can then authorise you as a website editor
of your team site.
Both club and team editors must firstly register as a mySport member before they can
become website editors.
For a more detailed step-by-step guide to becoming a website editor:
1. Go to http://support.sportingpulse.com
2. Under Products, click on ‘Sportzware Websites’
3. Under All Solutions click on ‘How to become a Website Editor’.
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1.5

Log in as Website Editor

Once you have been authorised as a website editor, follow these steps to log into the
website administration area:
1. Click on the Website Editor link at the bottom left hand corner of your website.

2. Type in your email address and password (that you created with your mySport
registration), and click on ‘OK’.
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1.6

Authorisation

You can make any SportingPulse mySport member a co-administrator of your website.
When logged in to the site administration area, you can manage authorisation of other
website editors by clicking on the ‘authorisation’ icon in the site administration control panel.
This section displays a list of those people who are authorised to administer the website.

1. To add an administrator for the site type in their email address and click on the ‘add’
button.
2. To remove a member’s authorisation click on ‘delete’ next to their name.
All administrators must be registered through mySport in order to be authorised as a website
editor.
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1

SITE ADMINISTRATION CONTROL PANEL

The first screen you see when logging in as a Website Editor is the Site Administration
Control Panel.

The Site Administration Control Panel is the central menu of the website administration area.
Each of the website’s management functions are organised into logical modules. When you
hover the cursor over each of the control panel icons, a description of that module’s function
appears in the box on the right hand side. You can return to the control panel from anywhere
within the site administration area by clicking on the ‘Site Administration Control Panel’ link in
the top menu bar.

16

2.1

Website Editor Options

The functions available to administrators of Sportzware Websites vary at different levels.
The following table describes the options available at each level.

Assoc.
Level
Club
Level
Team
Level

Content
Manager

Customise
Your
Website

Authorisation

Site
Stats

Section
Maintenance

Communicator

Forum

Comp
Options

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

9

Pull
Content
From
Above
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Medal
Tally

9*

9

* Medal Tally can be set up separately upon request for events/tournaments.
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2

CUSTOMISE YOUR WEBSITE

From the Site Administration Panel, click on ‘Customise Your Website’. You are presented
with two options – Simple Configuration and Advanced Configuration.

17

3.1

Theme Templates

In Simple Configuration, you are able to choose from 10 ready-made ‘theme’ templates.
Each template has a different colour scheme and page layout.

To select a theme, select a checkbox and click on the ‘change theme’ button.

18

3.2

Page Layout

In Advanced Configuration, click on ‘Page Layout’. You are able to choose from 12 layouts
for your website. These include a combination of:
•

Number of columns – one, two and/or three

•

Position of menus – left, right and/or top

•

Liquid – allows the site to expand/reduce to the size of the browser window
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To select the layout option you want for your website, click the checkbox corresponding to
that layout and click on the ‘Save Layout’ button.

19

3.3

Colour Scheme

In Advanced Configuration, click on ‘Colour Scheme’. This function enables you to fully
customise colours throughout your site.
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To configure your website’s colour scheme:
1. Select the component of your website you wish to modify by clicking the checkbox
corresponding to that section.
2. Choose a colour for that component from the colour wheel by clicking on that area of
the wheel.
3. You can also type in the code for a particular colour rather than trying to find that
exact colour on the wheel.
4. When you have finished customising your colour scheme, click on the ‘Set Colours’
button.
Hint:

To preview the colour change on your website, right click on the ‘Return to Your
Website’ link and select ‘Open in New Tab’ or ‘Open in New Window’ (depending on
the Internet Browser you are using). This allows you to preview the changes and
easily return to the Colour Scheme area and continue your work.
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3.4

Headers

In Advanced Configuration, click on ‘Page Headers’. Here you can choose from a variety of
sport-specific headers and generic headers for your site.

To select a header, click on the check box corresponding to the header you wish to use and
click on the ‘Save Header’ button.
The SportingPulse graphic design team is also able to create custom headers using your
association or club’s colours and images. Alternately, if you are able to provide your own
existing header design we can upload this to your site for you.

21

3.5

Other Configuration Options (Association Only)

In Advanced Options, click on ‘Other Configuration’.
preferences:

Here you can manage several

•

Results display format – choose whether your results (uploaded from Sportzware
Central, see Part 7 – Competition Options) appear in a wide or narrow display.

•

Club/Team Websites open in new window

•

Allow match comments – allows users to post comments on matches.

•

Website name – allows you to change the name of your website (displayed below the
header).

•

Terminology – change the terminology used for the following: fixture, results, ladder,
detailed results, competition stats, stat leaders, reports. These sections are uploaded
from Sportzware Central.

© Copyright SportingPulse Pty Ltd 2008

Page 11 of 52

Last Updated: 7 April 2008

3

SECTION MAINTENANCE

From the Site Administration Panel, click on ‘Section Maintenance’.
The Section Maintenance area allows you to add and remove sections from your website.
This function is where you manage the structure of your site by selecting the types and
number of pages you want to include.
Each section type has different characteristics and functions. For example, a ‘full page’ is a
single page that can be tailored however you like, a news section can include multiple
entries, a photo gallery displays images, and a ‘links’ page can display multiple links to other
web pages. A description of each section is provided in Part 4.3 - ‘Section Descriptions’.

22

4.1

Points System

The previous points system whereby each website had a certain points allocation is no
longer in use. All association and club websites can now add an unlimited number of
sections.

23

4.2

Add and Remove Sections
1. From the Site Administration Control Panel, click on ‘Section Maintenance’.
2. Under ‘Current Sections’, there is a list of sections your site is currently using. You
can remove sections by clicking on ‘Remove’ next to the relevant section. This will
permanently delete this section along with all its content.

The next table on this screen – ‘Add New Sections’ – lists each type of section
available and provides a brief description.
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3. To add a section or multiple sections at once, enter the quantity of that particular
section type that you wish to add to your site in the ‘Quantity’ field and click ‘Add New
Section’.

You can include as many of a particular type of section as you wish (eg. as many
news sections, full page sections or profile sections as you like). Sections can be
renamed through the Content Manager (refer to section 5).
4. The page will refresh, and you should see a message at the top of the page that says
‘Section/s Added’. The newly added sections will appear in the ‘Current Sections’ list.
This process can now be repeated for any other sections you wish to add or remove.
If you return to your site straight away, you will notice that the newly added section/s are not
yet displaying on your website. This is because any new sections will remain hidden until
you activate them through the ‘Content Manager’, as explained in Step 5.5.
For users of Sportzware Central competition software, a number of competition sections can
also be displayed on your site. See Part 7 – Competition Options for more information.
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4.3

Section Descriptions

Full Page
Provides maximum flexibility in creating a page – can include combinations of text, html,
images and one document.
News
A news section allows you to enter multiple entries with expiry dates. The main news page
displays a list of news items with links to detail pages for each news item. This section
allows one image per item.
Profile
This section is ideal for creating a section on staff members, executive or board members,
players, life members, etc. Each profile has multiple fields with the ability to change the title
of each field. This section allows one image per item (generally an id photo).
Logo
Load an image file of your logo for display on your website.
Photo Gallery
This section allows you to enter multiple photos and group them together into galleries.
Sponsor Information
This section allows you to enter information on multiple sponsors. Information for each
sponsor includes sponsor’s name, web site and other information. This section also allows
one image per sponsor entry.
Sponsor Information - Sidebar
Sponsor logos, names and website links can be displayed in a side bar which appears on all
pages of your site.
Contact Details
This section provides the ability to enter your organisation’s contact details eg. phone, fax,
address etc.
Links
This section allows you to enter multiple links to other web pages. Each link is allowed a
URL, a title and an image.
Poll
Set up a poll in a sidebar of your site. Site Members can vote on a poll question and view
the poll results.
Social Calendar
This section allows you to enter multiple events with a date and information about the event.
Newsletter
This section allows you to enter multiple articles, each with text and an image. The articles
are grouped together into newsletters.
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Login to SW Membership
Provides a quick login to the online Sportzware Membership database through your own site,
rather than logging in through the Sportzware Membership Login Page.
Remote Content
Displays news content from external websites.
Remote Content - Sidebar
Displays news content from external websites in the sidebar.
Website
This section allows you to enter a description and a single link to another web site. You can
use this to highlight another one of your websites or sponsor’s website, for example.
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4

CONTENT MANAGER

From the Site Administration Panel, click on ‘Content Manager’.
The Content Manager area displays all the sections in your site, grouped into menu bars.
You may have up to three menus appearing, depending on the number of menu bars you
have set up for your site (set up in Page Layout – see Step 3.2).

The Content Manager allows you to arrange the structure of your site by:
•

Easily adding new sections

•

Moving sections between menus through drag and drop

•

Creating sub-menus

Important: always exit the Content Manager screen by clicking the ‘Save/Update’
button.
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5.1

Add a New Section

You can add a new section by:
1. Clicking on the drop down box next to Add New Section at the bottom of screen.
2. Select the section type you would like to add.
3. Click on the ‘Add New Section’ button.
This is a quick option for adding new sections one at a time. Multiple sections can be added
in one single process through Section Maintenance (section 4).

26

5.2

Name/ Rename a Section

To give a section a name, or change its name:
1. Click on the section you wish to rename.
2. Click on it again to open the text box.
3. Type in the name you want to give the folder.
4. Hit the ‘Enter’ key or click outside of the text box to save the name.

27

5.3

Move/Arrange Sections

Sections can be moved from one menu to another by clicking on the section name, and
dragging and dropping the section into the desired menu.
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5.4

Create Sub Menus

You can create a main menu folder that has multiple sub menus. For example, you may
want to create a main menu called ‘Inside the League’ or ‘About Us’ that groups together
several sub menus (eg. History, Committee Members, Contact Us). To do this:
1. Click on ‘Add New Sub Menu’ at the bottom of the menu box for which you want the
sub menu to be located. The sub menu folder will appear at the bottom of the menu
tree with the name ‘New Folder’. The folder will be hidden to begin with.
2. Click on the new folder you have created.
3. Give the new folder a name by clicking again to open the text box. Type in the name
you want to give the folder. Hit the ‘Enter’ key or click outside of the text box to save
the name.
4. To activate the folder, right click on the folder and select ‘Active’.

Now that you have created the folder, you can add
sections to it as sub menus using the drag and drop
process (see Step 5.1). An example is provided to the
right (About Us and League Resources).

Sub menus can also be created within sub menus, by
adding a sub menu folder to an existing sub menu folder.
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RIGHT CLICK MENU
Right click on a section to perform the following
actions:
•
•
•
•
•

29

5.5

Activate/Hide
Configure
Edit
Preview
Set as the Default (home) Page

Activate/Hide Sections

A section will need to be activated in order for it to appear on your website. When it is
hidden, it will not appear on your site. To activate or hide a section, right click on a section
and select ‘Active’. A tick in the checkbox indicates an active section, while no tick means
the section is hidden.

30

5.6

Configure Sections

Additional options are available for some sections in regards to the way they appear on your
website. A summary of configuration options is provided in the table below:

Section

Option

Description

News

Article list
design

Profile

Display
format

Social
Calendar
Logo
Photo Gallery
Remote
Content

Article list
design
Display
Layout
Article list
design

Choose from: news summary, news detail, news
fading, or documents
Detail article design: news detail, news summary
Sort options: chronological, alphabetical, manual
Display dates on items – yes or no
Select from profile detail, profile summary or profile
image list
Customise up to 16 field names that appear for each
profile
Detail or summary
Sort options – manual, alphabetical, chronological
In header or top of navigation bar
Normal or scroll
External content including detail, external news details
only

Configuration options are available for these six sections only.
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To access these options, right click on the section you want to configure and select
‘Configure’. This will take you to the configuration page for that section, where you can
select and save your preferences.

31

5.7

Preview

To preview a page on your website, right click on the section you want to preview and select
‘Preview’. This will open the page in a new window for you to view, keeping the Site
Administration Area open in the background for you to return to and continue working.

32

5.8

Set the Default (home) Page

The default section is your home page (ie. the page that opens when your website is first
viewed). To set the default section, right click on the section that you want to make the
default section and select ‘Default’. A hash (#) symbol denotes which section is the current
default section.

33

5.9

Using the WZYWIG Editor

Many section types have a ‘What You See Is What You Get’ (WYSIWYG) Editor that enables
the website editor to create and format the content of the page. There is html code behind
your page content, although the WYSIWYG Editor means you do not actually see the html;
all you need to do is create your page by entering and formatting information.
The WYSIWYG Editor enables you to easily format text – bold, underline, italic, font size and
font colour, as well as insert images, create tables and bullet lists, and insert hyperlinks.
Your page will display exactly as it looks in the field.

© Copyright SportingPulse Pty Ltd 2008

Page 20 of 52

Last Updated: 7 April 2008

5

EDIT SECTIONS

Editing sections takes place within the Content Manager, and enables you to add, remove
and change content and information on each page of your website.
Right click on the section you want to work on and select ‘Edit’. The following instructions
take you through how to use and manage each section.

34

6.1

FULL PAGE

A full page allows you to create a single page of text, html, images, hyperlinks and
documents. The three icons at the top of the screen allow you to edit the content of the
page, delete the page, or add/remove images and files.

Creating a New Full Page
1. When you edit a Full Page section from the Content Manager you will see blank fields
for adding a new entry. Within the Article Text box, insert the information (text, tables,
hyperlinks and images to create your page). Format your text using the ‘What You
See Is What You Get’ (WZYWIG) editor. For example, you can create bold,
underlined, or italic text, modify font size, style and colour, or add bullet lists.
2. When finished, click on ‘Submit Information’. If you want to add images and photos
separately, choose which side you want your image to appear under ‘Image on Which
Side’ and click on ‘Save and Edit Images/ Attachments’ (see the next section for
details on adding images and files).
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Adding Photos and Files
Images can be added to a full page through the ‘Photo/File Admin’ option. The ‘Photo/File
Admin’ option allows you to upload up to two images and one file, which visitors to your site
can download.
To add Files and Photos:
1. When adding your Full Page, go to the ‘Image on Which Side’ option at the bottom of
the page. This allows you to select where you want to position your image/s by
clicking on the drop down box and selecting left or right.
2. Click on ‘Save and Edit Images/ Attachments’. Alternately, you can add a photo or
file to the page at any time by clicking on the ‘Photo/File Admin’ icon at the top of the
screen.
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3. You will be taken to a screen which allows you to browse for the image or file you
wish to upload to the Full Page. Click on the ‘Browse’ button to locate the file/image,
and click on ‘Open’. Files can be no larger than 3mb and images no larger than
600kb.
4. Write a description of the file/image next to ‘Caption’ (optional). Click ‘Upload New
Attachment/ Image’. A thumbnail of the image/file will be displayed if the upload has
been successful.
5. Repeat this process for other images or files you wish to upload.

Editing and Deleting a Full Page
1. Click on the ‘Edit’ icon to go to the main editing screen. Here you can
make changes to your Full Page.
2. To delete all content on a Full Page, click on the ‘Delete’ icon at the
top of the screen.

35

6.2

NEWS

This section allows you to add multiple news items. The box at the top of the screen displays
your list of active news items. As with editing a Full Page, there are several options available
– Edit an Item, Photo/File Admin and Delete an Item. The new option is ‘Add New Item’,
because you can create multiple items (news articles) to a news section.
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Add a News Item
1. When you edit a News section from the Content Manager you will see blank fields for
adding a new entry. You can add a new news item at any time by clicking on the
‘Add New Item’ icon.

2. Enter the article title (compulsory field).
3. Enter a short article description of up to 400 characters. On your website, this will be
displayed in the list of news items on the main news page.
4. Enter the article content. Here you can enter text, tables, images, bullet lists,
hyperlinks, and format text using the WYSIWYG Editor.
5. If you wish, the article can both appear and be removed from the news display after a
certain date. To set an activation or expiry date, enter the date in the fields provided.
After the expiry date the article will be moved to the archives folder.
6. If you intend to include images separately, select whether you want images to display
on the left or right of the article.
7. If you are finished, click on ‘Save’. Repeat this process for each news item.
8. If you wish to upload an image or attach a file to the news item, click on ‘Save and
Edit Images/ Attachments’.

Adding an Image or File
1. After completing Step 8 you will be taken to a screen which allows you to browse for
the image or file you wish to upload with the news item. You can upload one file and
up to two images. Click on the ‘Browse’ button to locate the file or image, and click
on ‘Open’. Files can be no larger than 3mb and images no larger than 600kb.
2. Write a description of the file/ image next to ‘Caption’ (optional). Click ‘Upload New
Attachment/ Image’. A thumbnail of the image/file will be displayed if the upload has
been successful.
3. Repeat this process for the other images or file you wish to upload.
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File/ Photo Administration
At any time, you can add new/ remove existing images and files by:
1. Highlighting the news item and clicking on ‘File/Photo Admin’. Any photos or files you
have already uploaded will be displayed.
2. You can remove existing images or files by clicking on ‘Delete Image’ or ‘Delete File’
above the thumbnail of the image/file.
3. Add new images by following the same steps as outlined above in ‘Adding an Image
or File’.

Edit a News Item
To make changes to an existing news item:
1. Highlight the news item you wish to edit by clicking on it. Click on ‘Edit Item’.
2. The existing article information and content will be displayed.
changes to the news item.

Make the desired

3. When finished modifying the news item, click on ‘Save’, or ‘Save and Edit
Images/Attachments’ to add new or remove existing images and files.

Delete a News Item
1. Highlight the news item you wish to delete. Click on the ‘Delete Item’ icon.
2. A message will appear saying ‘Are you sure you wish to delete this entry?’ Click on
‘yes’. This will permanently delete the news item.

View archives
News items that have been given an expiry date will be moved into the archives folder once
they reach their expiry date. This means that the item is not deleted but stored for future
reference or access. To view archived items:
1. Under the box displaying the list of news items, next to ‘Showing’, there is a drop
down menu. Click on the drop down menu and select ‘Archives’.
2. Click on ‘Filter’. All archived items will be displayed. They can then be viewed,
edited, deleted, or re-activated by changing the expiry date.
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For options regarding sorting the date display, article list display and order of appearance of
news items, see Step 5.5 – Configure Sections.

36

6.3

PROFILE

A Profile section works similarly to the News section, only that instead of entering multiple
article entries, you enter multiple profiles. Profile information is entered into up to 16 fields of
your choice. For information on changing the names of each field, see Step 5.5 – Configure
Sections. You can upload one image per item (generally a photo of the person).

Add a New Profile
1. When you edit a Profile section from the Content Manager you will see blank fields for
adding a new entry. You can add a new item at any time by clicking on the ‘Add New
Item’ icon.
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2. Enter the person’s name in the ‘Name’ field (compulsory).
3. Enter text in the ‘Information’ field (can be formatted using the WYSIWYG Editor) and
subsequent fields (plain text only).
4. If you intend to include an image, select whether you want the image to display on the
left or right hand side.
5. If you are finished, click on ‘Save’. Repeat this process to add multiple profiles.

6. If you wish to upload an image to the profile, click on ‘Save and Edit Images/
Attachments’.
Adding an Image
1. If you have completed Step 6, you will be taken to a screen which allows you to
browse for the image you wish to upload to the profile. Click on the ‘Browse’ button
to locate the image and click on ‘Open’. Images can be no larger than 600kb.
2. You will then be required to write a description of the image next to ‘Caption’
(optional). Click ‘Upload Updated Image’. A thumbnail of the image will be displayed
if the upload has been successful.

Photo Administration
At any time, you can add, delete or change a photo by:
1. Highlighting the profile and clicking on ‘File/Photo Admin’.
2. You can remove existing images by clicking on ‘Delete Image’ above the thumbnail of
the image.
3. Add new images by following the same steps as above in ‘Adding an Image’.
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6.4

LOGO

This section allows you to place your logo on your site – either in the header or sidebar (see
part 5.5 – Configure Sections).
To upload your organisation’s logo:
1. Edit the Profile section from the Content Manager.
2. Type in a description of your logo in the ‘Logo Description’ field.
3. Click on ‘Save and Edit Logo Image’.
4. Click on the ‘Browse’ button to locate the image, and click on ‘Open’. Files can be no
larger than 3mb and images no larger than 600kb.
5. Click on ‘Upload Updated Image’. A thumbnail of the image will be displayed if the
upload has been successful.
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6. The logo can be changed at any time by clicking on the ‘Delete’ icon, and repeating
Steps 1 – 4 to insert a new image.
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6.5

PHOTO GALLERY

This section is used to create galleries of photos. The box at the top of the screen displays
your list of active galleries. When you select a gallery from the list and click on ‘Manage
Gallery Images’, this box will then display a list of photos in that particular gallery.

Add a new Gallery
When you edit a Photo Gallery section from the Content Manager you will see a screen
with a list of existing galleries and a blank field (Gallery Name) for creating a new gallery.
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1. Enter the Gallery Name in the field provided (compulsory) and click on ‘Submit’. The
new gallery will be displayed in the list.
2. Repeat this process for each new gallery you wish to create.
3. A gallery can be deleted by highlighting the gallery in the list and clicking on the
‘Delete Item’ icon.

Add Photos to a Gallery
1. Highlight the gallery you want to add photos to and click on the ‘Edit Item’ icon.
2. The next screen presents two options – change the name of the gallery and manage
gallery items. Click on ‘Manage Gallery Items’.
3. The next screen requires you to enter a name for the photo before uploading it to the
gallery. In the ‘Caption’ field enter a name/ description of the photo. If you wish, you
can enter the source or photographer’s name (optional).
4. Click on ‘Save Photo’.
5. Click on the ‘Browse’ button, locate the image, and click on ‘Open’. The image file
size can be no larger than 600kb.
6. Click on ‘Upload New Image’. A thumbnail of the image will be displayed if the
upload has been successful.
7. To continue adding images to this gallery, click on ‘Add New Item’ and repeat Steps 3
– 6.

Change or Delete Photos from a Gallery
1. From the main list of Photo Galleries, highlight the gallery you wish to change or
delete photos from and click on the ‘Edit Item’ icon.
2. Click on ‘Manage Gallery Images’. The list of photos in that particular gallery will be
displayed.
3. Highlight the photo you want to change and click on the ‘Photo/File Admin’ icon.
4. The photo will be displayed. If you wish to delete the image, click on the ‘Delete
Image’ link above the photo.
5. To replace the existing photo with a new photo, click on ‘Browse’, locate the new
photo you want to replace it with, and click on ‘Upload Updated Image’.
6. You can also delete a photo at any time by highlighting the photo name in the photo
list and clicking on the ‘Delete Item’ icon.
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6.6

SPONSOR INFORMATION

This section allows multiple entries for sponsor information. One image (eg. Photo or
sponsor logo) can be uploaded per entry. Each individual sponsor entry will display in a list
on the sponsor page of your website, in a similar manner to a news page.

© Copyright SportingPulse Pty Ltd 2008

Page 29 of 52

Last Updated: 7 April 2008

Add a new Sponsor Entry
1. When you edit a Sponsor Information section from the Content Manager you will see
a screen with blank fields for adding a new sponsor.

2. Enter the Sponsor Name in the field provided (compulsory), their website address
(optional) and any other information in the ‘Sponsor Information’ box. Similarly to a
Full Page, this can be text, html, tables, photos, etc. and can be fully formatted in the
WYSIWYG Editor.
3. If you wish to include an image separately, select whether you want the image to be
displayed to the left or right of the text.
4. If you wish to upload an image for a sponsor, click on ‘Save and Edit Images/
Attachments’.
5. If you do not want to upload an image, click on ‘Submit Sponsor Information’. Repeat
this process to add multiple sponsor entries.

Adding an Image/ Logo
1. If you have completed Step 5, you will be taken to a screen which allows you to
browse for the image you wish to upload. Click on the ‘Browse’ button, locate the
image, and click on ‘Open’. The image can be no larger than 600kb.
2. Click ‘Upload New Image’. A thumbnail of the image will be displayed if the upload
has been successful.
3. You can also add, remove or change an image for a sponsor entry at any time by
highlighting the sponsor name in the list and clicking on the ‘Photo/File Admin’ icon.
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6.7

SPONSOR INFORMATION - SIDEBAR

This section can display sponsor logos, names and website links in a sidebar on your site.
You select whether it appears in the left or right sidebar when activating the section from the
‘Hidden Sections’ box in the Modify Sections main screen (see 5.1). It is important to note
that the Sponsor Information section is not linked to the Sponsor Information Sidebar;
information needs to be entered in both sections separately.

Add a new Sponsor Entry to the Sidebar
1. When you edit a Sponsor Information in Sidebar section from the Content Manager
you will see a screen with blank fields for adding a new sponsor.
2. Enter the Sponsor Name in the field provided (compulsory), a caption (eg. sponsor
name – optional) and their website address (optional).
3. If you wish to upload an image for a sponsor, click on ‘Save and Edit Images/
Attachments’.
4. If you do not want to upload an image, click on ‘Submit Sponsor Information’. Repeat
this process to add multiple sponsor entries.

Adding an Image/ Logo
1. If you have completed Step 3, you will be taken to a screen which allows you to
browse for the image you wish to upload. Click on the ‘Browse’ button, locate the
image, and click on ‘Open’. Images can be no larger than 600kb.
2. Click ‘Upload New Image’. A thumbnail of the image will be displayed if the upload
has been successful.
3. You can also add, remove or change an image for a sponsor entry at any time by
highlighting the sponsor name in the list and clicking on the ‘Photo/File Admin’ icon.
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6.8

CONTACT DETAILS

This section allows for only one entry and is specifically designed for the organisation to
enter their contact details – contact person, postal address, phone number, fax number,
email address and notes.
Enter the contact information in the required fields and click on ‘Submit Contact Details’.
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6.9

LINKS

This section allows you to provide multiple links to other websites. The box at the top of the
screen displays your list of active links.

Add a New Link
1. When you edit a Links section from the Content Manager you will see a screen with
blank fields for adding a new link.
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2. Enter the link name, eg. SportingPulse (compulsory).
3. Enter the web address, eg. www.sportingpulse.com (compulsory).
4. Enter web link text, eg. ‘The leading provider of sports technology solutions’
5. If you wish to include an image, select whether you want the image to be displayed to
the left or right of the text.
6. Click on ‘Submit Information’.

Add an Image to a Link
1. To add an image to a link, highlight the link in the list of entries, and click on the
‘Photo/File Admin’ icon.
2. You will be taken to a screen which allows you to browse for the image you wish to
upload. Click on the ‘Browse’ button, locate the image, and click on ‘Open’. Images
must not be larger than 600kb.
3. Click ‘Upload New Image’. A thumbnail of the image will be displayed if the upload
has been successful.
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6.10 POLL

This section allows you to set up an opinion poll in the sidebar of your website. Site
Members can vote on a poll and then view the poll results. A person must be registered with
mySport in order to be able to vote on a poll. You can change the poll as often as you like,
but only one poll can be displayed on your website.
1. When you edit a Poll section from the Content Manager you will see blank fields for
adding a new entry. From any screen you can add a new item by clicking on the ‘Add
New Item’ icon.
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2. Enter the name of the poll (compulsory).
3. Enter the poll question (compulsory).
4. Enter the answer options in the ‘Possible Answer’ fields provided. You must provide
at least two answer options.
5. You may enter some information about previous poll results in the ‘Previous Poll
Results’ text box.
6. Click on ‘Submit Opinion Poll’.
Each time you add a new poll, the previous poll will be added to the archived polls. To view
archived polls, click on the ‘Showing’ drop down box and select ‘Archived’.
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6.11 SOCIAL CALENDAR

This section allows you to list multiple events into a calendar. Each entry must have a date,
title, brief description and event information. You can add other non-compulsory information
such as email address, phone number and web address, and insert one image and one
document for each event.

Add a New Event
1. When you edit an Events Calendar section from the Content Manager you will see a
screen with blank fields for adding a new event. You can also click on the ‘Add New
Item’ icon at any time when the List of Event Entries is showing to create a new
event.
2. Enter the event date (compulsory) and an end date (optional) if the event goes for
more than one day.
3. Enter the event name and a brief description of the event in the fields provided
(compulsory).
4. Enter detailed event information using the WYSIWYG Editor.
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5. Enter email address, contact phone number, web address, activation date and expiry
date (all optional)
6. If you wish to include an image, select whether you want the image to be displayed to
the left or right of the text.
7. Click on ‘Submit Information’.

Add an Image or File to an Event Entry
1. To add an image or file to an event entry, highlight the event in the list and click on
the ‘Photo/File Admin’ icon.
2. You will be taken to a screen which allows you to browse for the image and/or file you
wish to upload. Click on the ‘Browse’ button, locate the image/file, and click on
‘Open’. Files must be no larger than 3mb and images no larger than 600kb.
3. Click ‘Upload New Image/File’. A thumbnail of the image/file will be displayed if the
upload has been successful.
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6.12 NEWSLETTER

This section type allows you to create newsletters that in turn are made up of multiple
articles. Creating an article works in the same way as creating a news item in the news
section.

To create a newsletter:
1. When you edit a Newsletter section from the Content Manager you will see a screen
with blank fields for adding a new newsletter. You can also click on the ‘Add New
Item’ icon at any time when the List of Newsletter Entries is showing to create a new
newsletter.
2. Enter the issue number and date (compulsory). This is what will appear in the drop
down list of newsletters on your website’s main newsletter page.
3. Enter the newsletter name (compulsory).
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4. Click on ‘Submit Newsletter’.
5. Repeat this process to continue adding new newsletters.

Add and Manage Newsletter Articles
1. Highlight the newsletter in the list of entries that you want to add an article to (or edit)
and click on the ‘Edit Item’ icon.
2. Click on ‘Manage Newsletter Articles’.
3. Enter the article title (compulsory field).
4. Enter a short article description. On your website, this will be displayed in the list of
article items on the page for that particular newsletter.
5. Enter the article content. Here you can enter text, tables, images, bullet lists,
hyperlinks, and format text using the WYSIWYG Editor.
6. If you are including images separately, select whether you want images to display on
the left or right of the article.
7. Click on ‘Save and Edit Images/Attachments’.

Adding an Image or File
1. After completing Step 7, you will be taken to a screen which allows you to browse for
the image or file you wish to upload to the news item. You can upload one file and
one image. Click on the ‘Browse’ button, locate the file or image, and click on ‘Open’.
Files can be no larger than 3mb and images no larger than 600kb.
2. Write a description of the file/image next to ‘Caption’ (optional). Click ‘Upload New
Attachment/ Image’. A thumbnail of the image/file will be displayed if the upload has
been successful.
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6.13 LOGIN TO SPORTZWARE MEMBERSHIP

This option is only useful to clients who have a Sportzware Online Membership database. A
login section will give you access to your membership database through your own site.
When you edit a Login to Sportzware Membership section from the Content Manager, you
can create a note or provide information about the login section, and use the WYSIWYG
Editor to format the text. When finished, click on ‘Submit’.
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Example of Membership Login section on a website:
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6.14 REMOTE CONTENT

This function displays news content from external websites. You can choose to display
information from more than one source.

1.

Edit the Remote Content section from the Content Manager.
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2.

Click on ‘Choose/ Change Source’.

3.

Click on ‘Browse’.

4.

Scroll through the list of remote sources to select the source you want to use. Click
on the link to that source to select it.

5.

Select the maximum number of articles you want to be displayed from the source
(default is set to 10).

6.

Click on ‘Save’.

7.

The selected remote content source will now be displayed in the list of entries at the
top of the screen.

8.

Repeat this process if you wish to include other remote content sources.

9.

You can manage remote content sources in your list by moving them up and down
the order, deleting them, or by clicking on the ‘Edit Item’ icon to change a source.

6.15 REMOTE CONTENT - SIDEBAR

This function displays news content from an external website in one of the sidebars on your
website. You can only display remote content from one source.

To set up your remote content sidebar:
1. When you edit a Remote Content Sidebar section from the Content Manager, it will
show the current remote news feed you are using (if any). Click on ‘Choose/ Change
Source’.
2. Click on ‘Browse’.
3. Scroll through the list of remote sources to select the source you want to use. Click
on the link to that source to select it.
4. Select the maximum number of articles you want to be displayed from the source
(default is set to ten). This can not be more than ten.
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5. Click on ‘Save’. The remote content source will be displayed as a blue hyperlink.
6. Should you need to change or edit the remote source, click on the link or on the ‘Edit’
icon.
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6.16 WEBSITE

This section allows for one entry and is specifically designed for an organisation to enter
details about their other website, should they have one. This is often used by associations
who use another website as their main site, and link to their Sportzware Website to display
uploaded competition information from Sportzware Central.
1.

Edit the Website section from the Content Manager.

2.

Enter information on the other website in the first field.

3.

Enter the website address for the link in the second field.

4.

Click on ’Submit Information’.
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COMPETITION OPTIONS

From the Site Administration Panel, click on ‘Competition Options’.
For users of Sportzware Central (SWC) competition management software, competition
information can be uploaded and automatically displayed on your Sportzware website. If you
do not use Sportzware Central then you will not be able to access this function.
The Competition Options area in the Site Administration Control panel allows an association
to hide past competitions that have been uploaded. An administrator may choose this option
if they are still working on a fixture and do not yet want it to be displayed, or for old
competitions that you do not want to be seen anymore.
Alternatively, these competitions can be archived in Sportzware Central (see Sportzware
Help for more information), to prevent them from being uploaded.
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7.1

SWC Competition Sections

When a competition is uploaded from Sportzware Central, a number of sections will
automatically be displayed in the navigation bar on your website. These sections can not be
edited in the Content Manager – they can only be renamed and made inactive.
They are:
•

Fixture: Fixture list, links to individual club and team web pages

•

Ladder

•

Results: A round-by-round results summary. Can click on ‘Detailed Results’ for more
detailed game information. SportingPulse members can post comments.

•

Competition (Player) Statistics: Full game and season statistics (depends on whether
statistics are entered into SWC).

•

Venues: Lists venues and game schedules for each venue.

•

View Clubs: This option is only available at association level. It enables the user to
quickly find club sites in an association.

•

Email Reminders for team games can be requested.
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7.2

Add Comments on Games

Any mySport member (see Step 1.2 – ‘Become a Member’) can add a comment for a game
listed in the result service. Clicking on the blue ‘Post a new comment’ link will enable
comments to be made by members.
Website editors at the association level can remove inappropriate comments posted by
members if required. A ‘Delete Post’ button will appear for association editors only at the
bottom of the comment page. Clicking the ‘Delete Post’ button will permanently remove the
comment.
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7.3

Manage Players (Team Only Option)

This option will appear in the Site Administration Control Panel for team websites only.
Team websites are created when an association uploads a competition from Sportzware
Central. Players entered into that team through Sportzware Central will appear on the team
website. This is a profile section and works in exactly the same way as a normal profile
section (see Step 6.3) by allowing you to edit player profiles for the team.
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Because the players are uploaded from Sportzware Central, this section cannot be edited
through the Content Manager. This information will still be visible on the team website even
if you choose to activate the ‘Pull Content From Above’ option (see Step 10.2).
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COMMUNICATOR

Sportzware Communicator provides website administrators with a simple to use and efficient
means of creating mailing lists and sending information to their members. It is available to
association, club and team website administrators.
Members can choose to receive emails from their league, club or team, and receive
notifications when results are updated on the website.
To use Communicator, click on the Communicator logo on the Site Administration Control
Panel. This will take you to the ‘Communicator Options’ menu. This is the main screen from
which you manage your Communicator options.
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8.1

Configuration

Click on ‘Configuration’ from the Communicator Options menu. The Configuration screen
allows you enter the email address that emails sent through Communicator will come from.
All replies will be sent to this address.
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8.2

Invite New Members

Click on ‘Invite New Members’ from the Communicator Options menu. Before members can
be added to your mailing list, they must accept your invitation. To send an invitation to new
members, enter their email addresses (make sure they are separated by a comma), type
your message and click on ‘Send Invitation’.
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8.3

View Mailing List Members

Click on ‘View Mailing List’ from the Communicator Options menu. From here you can see
your entire mailing list, or the groups that you have created by selecting them from the drop
down box (for creating groups, see Step 8.4). You can email individuals from here, simply by
clicking on their email address. You can also see how many members are subscribed in
total and in each group.
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8.4

Manage Groups

Click on ‘Manage Groups’ from the Communicator Options menu. Your existing groups will
be listed. From here you can manage existing groups or create new groups.
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To create a new group:
1. Type in the group name (eg. Committee) and click the ‘Add New Group’ button. Your
newly created group will appear in the list of Mailing List Groups.
2. To add or subtract members from any group, click on the ‘Manage Members’ link for
the group you wish to amend.
3. The next screen will then allow you to add or remove members from this group.

You can also rename or delete a group using the links provided.
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8.5

Send Email

Click on ‘Send Email’ from the Communicator Options menu. To compose an email
message, select who you are sending it to from the drop down menu (all members or a group
of members) and then write the message. Use the message editor (WYSIWYG) to format
your email message.
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8.6

Add a myCommunity Section to your Website

A ‘myCommunity’ section will appear in the Content Manager section of the Website Editor.
You can choose to display or hide this section by using the right click option (see Step 5.5).
By activating this section, visitors to your website can join your league, club or team’s online
community, and the website administrator can send them emails through Communicator.
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8.7

View and change your personal Mailing List Subscriptions

mySport members (mySport registration is required in order to join any mailing list) have a
communications tab in their mySport account which allows them to see details of the website
communities and mailing lists that they have joined. From here they can subscribe and
unsubscribe from any mailing lists and email reminders.
To log into your mySport page:
1. Go to www.sportingpulse.com and click on ‘mySport’
2. Enter you mySport username and password (if you are not automatically logged in)
3. From your mySport page, click on ‘Communications’ in the menu bar

You will see a list of communications you are subscribed to. Use the tick boxes to join or
remove yourself from any communications.
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FORUM

Website Editors can set up a forum on their website to encourage online discussion and
interaction between its members. A forum is a great way to generate more ongoing traffic on
a website.
A forum consists of an index of topics. Within each topic, visitors to your website can post
comments. Visitors must be registered with mySport (and logged into their mySport account)
account
in order to post a comment on any Sportzware Website forum.
(NB: some National Governing Bodies may not want forums to be available on their
websites and as such this option may not be available on your website.)
To set up a forum, click on the Forum icon on the Site Administration Control Panel to go to
the ‘Forum Options’ menu. This is the main screen from which you are able to manage your
forum options.
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9.1

Configuration

Click on ‘Configuration’ on the Forum Options menu.
None of the Configuration options are compulsory; however they will assist you in controlling
the forum and provide useful information and instructions to users.
Forum Name:

Display a name for your forum.

Forum Description:

You may like to add a brief description of your forum.

Welcome Notice:

This text displays above the listing of topics. It can be used to give
information about the forum and what should and should not be said.

Posting Notice:

This text displays above text box on the page when adding a new
post. It can be used to give information about the forum and what
should and should not be said.

New Topics & Posts:

Select who is able to start new topics and post comments on the
forum – ‘All Users’, ‘Only members of your myCommunity’ or ‘Only
Moderators’.
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9.2

Activate the Forum
1. Return to the Site Administration Control Panel
2. Click on Content Manager
3. Right click on the forum section and tick ‘Active’
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9.3

Manage Moderators

Click on ‘Manage Moderators’ from the Forum Options menu. Website editors are
automatically assigned as Moderators of the forum. It is not a requirement to be a Website
Editor in order to be a Forum Moderator.
To authorise additional Moderators to your forum, enter the person’s email address (used in
their mySport registration) and click on ‘Add’. A Moderator must be registered with mySport
(see section 1.2 – Become a mySport member).
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9.4

Manage Banned Users

Click on ‘Managed Banned Users from the Forum Options screen.
You will see a list of people banned from posting on your forum. People banned by the
moderator will appear in this list. To remove a ban from a person, click on the ‘Remove’ link
next to their name.
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9.5

Moderate a Forum

A Moderator has the ability to
regulate the forum through a
number of actions. These
actions, listed below, are
accessed through icons on the
forum that are only visible to
Moderators.
Important: The Moderator must
be logged into mySport in
order to see the Moderator
options.

Topic Options
Delete Topic –
permanently delete a topic
from the forum
Close Topic – stops anyone from posting further comments on that topic
Make Topic Sticky – puts that topic at the top of the forum index

Post Options
Ban User – click on this link to prevent
someone from posting comments on a
forum. A banned user will appear in the
‘Manage Banned Users’ area of the
Forum Options.
Edit a Post – make a change to any
comment posted on the forum
Delete a Post – permanently delete
a comment
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OTHER INFORMATION
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10.1 Logout

You can log out of Website Editor at any time by clicking on ‘Logout’ in the top toolbar.
Logging out removes a cookie from your browser, ensuring that another user on your
computer cannot log in to your site (using your saved user name and password) and make
changes.
You may find it more convenient not to logout if you can be sure that no one else has access
to your computer.
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10.2 Copy Club Content (Team Only Option)

This option allows you to make the team site the same as the club site. Choosing this option
means that all changes to the club site will be duplicated on the team sites. This link can be
broken and reinstated and any time. Any content that you have in place on the team site will
not be visible if ’Copy Club Content’ is activated.
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10.3 Direct Domain Link

Results pages can also be found directly if the organisation’s registered domain name has
been delegated to the organisation’s competition page on the service. Contact SportingPulse
for details to make this happen for your organisation.
For ease of locating and advertising, a registered domain name can be purchased and
redelegated to your SportingPulse website. Similarly, if your association already has a
functional website, you can use your SportingPulse site for results, news and events and link
to the existing website.
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10.4 Tips

•

Trial and error is the best way of working and learning about your website. It is easy to
edit and delete your work, making it possible to regularly change information.

•

Mandatory fields in any of the above sections are marked with a red arrow. These fields
must not be blank for your submission to be saved.

•

Make sure you go back to your website occasionally to look at your work, through the
‘return to your website’ button, located in the top toolbar.

•

If it appears that your work has not updated, hit the ‘Refresh’ button in your web browser
(eg. Internet Explorer). If you change an image, it may not immediately look like it has
been saved.

Enjoy your website! If you encounter any problems or need assistance feel
free to contact our Support Team with your questions.

Phone: 1300 139 970
Email: support@sportingpulse.com
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