Website Info – Beginners guide www.tbcc.org.nz
A website brings a whole other dimension to communication, but it can also bring some difficulties for those that are not familiar with it. This document provides a few steps to resolve some of the FAQ’s. It is not complete but if you have a question please use the contact form and send it to the website administrator. So far our list includes:
· Where are things stored on the www.tbcc.org site?

· What is a browser?

· What does logging onto a website mean?

· How do we create a login on www.tbcc.org?

· How do we create a login on www.tbcc.org?

· What if I forgot my userid or password?

· How do I use contacts?

Where are things stored on the www.tbcc.org site?

This is evolving as logic progresses but currently you have the following

The front page  - this is the first page that normally opens up and is where a copy of any top stories can get displayed.

· Frontpage

- Menu item Home (Content considered important to show to all site visitors) 

· News

- Menu item Admin > News  (News items separate from the newsletter) 

· Newsletters
- Menu item Admin > News letter (Weekly newsletter produced by Dreen)

· Rosters

- Menu item Admin > Rosters 

· Unsecured Video
- Menu item Teaching > Sermons (Available to anyone to watch)

· Secured Video
- Menu item Teaching > Videos (Menu only available if you have signed on)

· Contact  form 
- Menu item About Us > Contacts
+ a few other bits and peices
Things we should avoid putting on a website

· Email addresses – contributes to spam, use a contact form instead

· Account numbers – Enables targeted fraud, at least secure it behind a login

· Personal information – that you don’t want the rest of the world to see

What is a browser?

More specifically – what is a ‘web’ browser? It is an application that runs on your pc which allows you to view ‘content’ such as articles and other forms of media on your pc. You are able to either type in a web address (aka URL) or select a link form an email or document that has been sent to you and the browser will retrieve the information associated with that address. There are a number of different browser applications. Internet Explorer (aka ‘IE’), Firefox, Safari, Chrome and Opera. For a more in depth overview open the following page in your browser. http://en.wikipedia.org/wiki/Web_browser
One thing you should do is try and keep your browser relatively up to date. If you are still on Internet Explorer 6 (IE6) you should upgrade. At the time of writing I am running IE8 and Firefox 3.5.
What does logging onto a website mean?
Firstly be aware that there is a range of terminology that people use. Some are referring to simply opening a page on a website. 
Logging on is more generally and accurately specified as the act of entering credentials such as a userid and password on a website so that you can access content that has been hidden from the general public. Normally you are given the option of signing up for a site if there is some type of content you need to view/access. 
How do we create a login on www.tbcc.org?

Open up your browser and type in the URL www.tbcc.org. Your browser will open a page that looks something like Image 1.1. Once the page has opened click the word ‘Register’ which is located on the left hand side and is highlighted in image 1.1. [image: image1.png]55 |8 Welcome tothe Frontp... | \V Mozila Firefo - Wikipedin..
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This will open up another page  that has a range of fields
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Firstly we have a reCAPTCHA setting. You need to copy the 2 scrawny looking words into the textbox just below it. It needs to be accurate otherwise the following will efforts will fail. If it is just too difficult to read use the small recycle symbol to get a new set of words.

Once you are happy enter data in the other 5 fields.

· Name – being your full name

· Your email address

· A username that you choose for yourself. It has to be unique but it is generally first in first served. The name you choose here will be displayed to other users that have logged on any time that you are logged on to the site.

· Create a password. It should be 7 or more characters long and consist of the any digits [0 – 9], any characters [A – Z] & [a – z). There are plenty of guides on password security but an easy way to do it is select a common phrase that you will remember eg, 

· the quick brown fox jumped over the....

· take the 1st letter off each word -  t q b f j o t

· Swap out some characters with numbers that look a bit similar. Eg 

· I and 1

· A and 4

· o and 0

· b and 6

· so our password could now be ... tq6fj0t 

· Then click on the ‘Register’ button which is just underneath. 

You should then be taken to a page that shows the following.
[image: image3.png]Registration Complete!
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At this point several things happen. 
· You will receive an email on the email address you specified just above which you need to click a link to confirm your email address.
· You can then login by entering:

· Either your username or email address (either are acceptable)

· Your password just created

· The site administrator will get an email to advise that someone has registered. 

How do we create a login on www.tbcc.org?

Open up your browser and type in the URL www.tbcc.org. Your browser will open a page that looks something like Image 1.1. Once the page has opened complete the CB login data including 
· Either your username or email address (either are acceptable)

· Your password

· Then click on the ‘Login’ button which is just underneath

I do not recommend ticking the ‘Remember me’ check box on any apps.
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What if I forgot my userid or password?

· If you have lost your userid

· Login with your email address as the user and password.

· If you have lost your password or your userid
· Click the ‘Forgot login’ link. You will then be taken to another page where you are presented with 2 selectable options.
·  Choose the appropriate selectable items. The instructions vary slightly depending on the scenario but they are displayed on the screen.

· You will be prompted with a reCAPTURE  (refer to “How do we create a login on www.tbcc.org ?”for operating instructions)[image: image5.png]Lost your Username or your Password ?
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· In this case the words are RAYMOND hokiest

· After all data is entered select the ‘Send Username/Password button.
· An email will be generated to your email address that will give you the required information for you to be able to get onto the sight.

 Note: You will have to still remember your email address. Failing everything else contact your site administrator and they can assist you.

How do I use contacts?

If you don’t know the email address of someone there is an alternative.

Navigate to the contacts form (Menu item About Us > Contacts). It looks something like the following.
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Click on the name of the person or item that you want to contact.

A contact form will open up that looks similar to the following.
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Enter the Name, address, Subject, and Message. Note that the email address is your own email address, not the person you are sending it to. 

You can choose to have a copy sent to yourself so that you have a record of it.

Underneath is a series of digits/characters. Enter these in the box below it. E.g. the one pictured here is 8NN2N5. This is similar to recapture. We will make them the same at some stage.

Now click on the send button. Hey Presto – the recipient will get an email
