Press / News Archive

User Manual

1. Loginto your maintain / admin panel with the details that have been provided.

2. Once this has been done, you will get to a menu item that looks like this:

XK=-SiceAdmin

The essy way to administer your SGL detabases

& Content manager
o Maintain the press releases database

3. Click on MAINTAIN THE PRESS RELEASE DATABASE

4. You will now see a window that looks like this:

Action Menu

Fesze chooze an acton from the options balow to continue.

&dd a record

A Edit a recard

@ Delete a record

ok Wiew a recard

fat Return to the maintenance page

This area will allow you to add /edit or delete any article posted. When you post an article, the
system will automatically add in the date and place the latest article at the top of the page.

For now, we’ll go through the process of adding a new news article.

5. Click on ADD A RECORD



6. You will then see a page that looks like this:

Add a record
Aaaze compiata the form Balok and cick o e "Add Recond button to 2dd a new racord. Aaaze note that all falcs pracadad by a “are recuired flacs and must be compatad o add
this recond.

id Record Id - Sanvar asziopad

* Title Tha haadhse of your naws artcie

N
SUMMETY | [Tiz |5 the small anes in which you could deserbe Briafty what e aricle = SbaUt, It eould alzo contaln e it ine
of your arficel for Instance. ..
o

Article | [z anes, you copy and pastyour artoe,
Fosted bY | [z can nciuse the parson who posted tha article,

Image l_ | | Browse... I
Document | | Browse... I

Date posted [y -clod) El:: [hh:rm:zs]

s Racord I Razat Form
ﬁ Fisturn fo tha Action Manu saction

7. Now you will be filling in the details of the form.

a. InTITLE, include the heading of the article. Try not to make it too long.

b. Under SUMMARY, you should include a short one-liner sentence on what the article
is about. You could also include the first line of your article to make things simple.
This will thus be the caption / summary of an article that a browser will read before
clicking on the article to read the rest.

c. Under ARTICLE, this is where you type in your entire article content or copy and
paste into this block from an existing article.

d. Under POSTED BY, you could include the details of the person who wrote the article.

8. Depending on your requirements for a specific article, you could choose to insert a photo or
attach afile.

a. Under IMAGE, this will allow you to select a photograph and automatically size it
into the correct proportions and include this into your HTML article. Simply click on
BROWSE and select the relevant pic.

b. Inthe event that you write an article, but would like to attach an Excel, Word or PDF
document, you will make use of the Document upload facility. Simply click on
browse and select the document you would like to attach.

9. When you have filled in all your details, you simply click on ADD RECORD. The data is the
processed and automatically uploaded onto your website.



Please note, you can add / edit or delete and article from the press database. When deleting, you
simply click onto DELETE A RECORD. A window will appear will all the articles listed. Then click on the

DELETE button next to the article that you wish to delete.

If you wish to edit an article, click on the EDIT A RECORD button. This will bring up the same window
as if you were adding a new record. Make the adjustments and then SAVE RECORD.

Tutorial designed by: Aftershock Visual Communication (Pty) Ltd
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