Uploading a document to Bridgewebs

1. Firstly ensure your document is in pdf format, to do this just click on the save as option and
click pdf

Pt

2]

File Uploading a documnent and sending email with ligk.docx

Save as type: | Word Document (*.docx)

‘Word Document (*.docx)

‘Word Macro-Enabled Document (*.d
Word 97-2003 Document (*.doc)

Word Template (*.dotx)

Word Macro-Enabled Templ| .dotrm)
‘Word 97-2003 Template (*.

Authors:

» Hide Folders

KPS Documnent (*xps)

Single File Web Page (*.mht;*.mhtml)
Web Page (*.htr;*.html)

Web Page, Filtered (*.htm;*.html)
Rich Text Format (*.rtf)

Plain Text (*.txt)

Word XML Document (*xml)

‘Word 2003 XML Document (*xml)
Strict Open XML Document (*.docx)
OpenDocument Text (*.odt)

2. Login to Bridgewebs into the Web Administration

3 "Web Admimistration” to update your web site.

will open up in a new "Tab"” where you can logi d admin
then have two Tabs open, this one for your we e and an
veen the two quickly to see the effects of thanges

Web Administration Login

1, you can click on the )\ above the menu to quickly toage

You will need to put in your club details
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3.

From once you are in the administration tab, a new menu should appear as below
Click on the Documents Tab

Home | Help | Forum | Log Off

.&Jpport. .Calem:lar. .Ne'ws. .Cnmpetiliuns. .People I\Iembership. .Cluhs. (

A new sub menu will be displayed especially for documents
Click on the upload tab

Home | Help | Forum | LogoOff

ple. .Membership. .Clubs. .Member Only. .Setlings- .Pictures.

'View Document || Upload .

Delete Selected || Move Selected

Library Select Private
‘_d Private

You will be prompted to upload your document.

Document Library | | View Document

This fadility allows you to select a document from your PC and upload it to your club "Document Library”. You can then use
accepted:-
s HTML - are standard web pages with a suffix of .htm or .html.

» PDF (Portable Data Format) documents are preformatted and can contain sophisticated formatting with pictures and
+ DOC - Word Processing file with a suffix of .doc.

= RTF (Rich Text Format) - Similar to a Word Processing D@
» PDF files only, can be moved to a private library, tick bel

but more portable with a suffix of .rif.

Uploaded "Documents” can be used in a number of places
* Asalinkin a "News" item

= HTML/PDF files only, as a web page in their oylgiight, select where below.

Choose File

Document : [ T

Title {Rename) @ [

Private : [J Currently applies to PDF only
Entry in menu : (Afler  w | Flease Choose —= ~|

Choose the file from your computer, you can rename the file, 20201022 ????,
click on the save tab.
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How to Email members
Provided you have email addresses you can email all the members

1. Click on the membership tab.

. .Amend. -Therne. . Member Tab.

2. A sub menu will appear especially for emails
Take note of all the members listed with their details.

3. Click on the Email members tab.

Home | Help | Forum | LogoOff

Add Member || Delete Ticked Members || Delete Visitors || Reset Opt In || Alternate List

There is now a specific field "BBO User Name" for the entry of names rather than using one of the free format fields.
Bridgewebs will automatically switch the usage. However, be careful when using Import
The following "MB List” have been set up, click title to view and [Edit].
% Member List
Click on the "Member Name" below to view, amend or delete their details.
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All v
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4. The email form will appear as shown below, noet there are 5 sections to the email form.

Type your message and insert the link to the document by clicking on the book icon as
shown below .

Ensure to send email to only those who played in the competition

Finally click on the send email link
Homa | Melp | Forum | LogOff

Menu Support Calendar News Competitions People

Email Log Options  Last Played Import/Export Pl

To send an emall to members, follow steps befow, as necessary, and then dlick [Send Emadl Ticked).

_"l"s:on‘l::‘s"ls"",wllsaectnn non-blank.
1 W Status is one of 13 Member

< Club Status is one of 7 blank

I Name Contains
9 Played i« FW'T] | vl

# Piease Select —> v|

o |

afsiyie @ Banner
Theme (EmaiStie )

Greeting [ M1 {frstname) (surname) v |

Member Detail O Indude box of ber detadls for confirmation.

Include News Page | Piease Select v

P o IR AX D BRAIOF | Q0P
B I US|%x 2= 4V E2 IR =-Q % |
LoV IIODMmM -2 08
Sifes - Fomat - fot - S - A-@-|?
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Adding your document to the main section for archive purposes

1. Within the administration mode, click on the section where you want to show the link to the
document.

Home | Help | Forum | LogOff

Menu Support Calendar

View Amend Theme ember Tz

. Home Page

_ Analysis by Gay

" Recent News
2019-20 Recent News
2018-19 Recent News
2017-18 Recent News

- Information
Where & When
RTC Bridge Club Constitution

RTC Club Privacy Statement 201

2. Click on the Amend tab

Home | Help | Forum | LogOff

Menu gSupport Calendar News Competitions People Membership Member Only Where | Settings | Pictures Docume
RTC Bridge Club - News
List Nlws Items View Page View Item Page Options
Page Summary for - "Analysis by Gay Keaveney"

(Add Ttem | Show Held] ()
The " 5" pages are created by entering one or more "Mews” items. Click [Amend] to view, amend or delete an existing "Mews" item. Click [

Hand Analaysis by Gay Keaveney

2020 10 19 Gays Analysis.pdf

20201012 Gays Analysis.pdf
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3. Putyour cursor to where you want the link to the document to appear as shown below
Click on the book icon and locate the relevant document
Click on save.

4. Browse yourself on the web and ensure the link is there and working

RTC Brid

List News Items View Item Page Options

gloge

Page [Analysia by Gay Keaveney w
Choose the page that this "News" item is to appear on

... and the sequence within that page.

News Item - Hand !
opy | Add Hand | Add Form | Add GDPR Form || Add MB List | Add Picture | Hol

... and the theme for the page. [ Box Centered v | (Pick Thi
Item Title :
Enter a title for this "News" item [ Hand Analaysis by Gay Keave

Link Q Web or Email Address
Choose ONE of the 3 Link options on the right and Bridgewebs will create

a link to it from the "News™ itam. Document from Library| Nor

Page in Web Site Non
Also, indicate whether to open in a new window, Frame or within the web 5 o o o0 e Nev
site.
Picture Q [None
Choose a picture from the Picture Library to show beside "News" item
Other Widget
Choose a special prepared News item to add. [ Not Used

Show Shortened [ND v]
Choose to show as s ed item with "....see more” option.
@ Source | 21 | B GG e - |Q b=
B I U | % | 3= 2| e H|E|g!!|- R R
Styles | Normal - | Font - | Size - A-BR-|?

2020 10 19 Gays Analysis. pdf

20201012 Gays Analysis. pdf
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