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1 DBWGC’s WordPress Site

WordPress is a free website creation tool, probably the easiest and most powerful
blogging and website content management system in existence today. We use it to host
our website and blog.

The site is accessible via http://www.dbwgc.com or http://www.dbwgc.wordpress.com.

1.1 Site Overview

Discovery Bay Women’s Golf Club

News and Information

Officers Champions Most Improved MHS Info Events Captains Club

On the DBWGC site there are 7 tabs: The Blog page plus six (6) static pages:

Home

Club Info

Officers

Champions

Most Improved

MHS (Maximum Hole Score) Info
Events

Captains Club

©® NV A WN R

The Home page is the first page users go to when accessing the site. The Home page is a
special WordPress page which keeps everything posted to it available. The “Posts” are
managed by WordPress. The other pages are static WordPress “Pages.”

In addition to Posts and Pages, there is information available on the right side of the
screen like the Calendar and Roster links, latest Board and Genera Meeting Minutes,
Bylaws and the Tournament Regulations & Standing Rules, and links to other sites and
for more information. More about that later.

1.2 DBWGC Webmaster Duties

The primary duties of the Webmaster are:
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http://www.dbwgc.com/
http://www.dbwgc.wordpress.com/

1. Forwarding emails sent out by the Tournament Committee, Rules Chairperson,
Team Play Captain, or other news and information to the website. This
automatically posts the email on the home page, including any attachments. If
the email is something other than Play Day Results, then going onto the website
and update the category.

Updating the Roster when new members are added/leave.

Add new Minutes (Board Meeting and General Meeting).

Update Team Play results

Updating any other files that change.

Making other changes to pages when needed.

ok wnN

1.3 Your WordPress Account

To make any updates, you need to have a WordPress account. If you already have one
for a different site you have created or manage, you will just use the same
login/password here.

If you don’t have one go to http://www.wordpress.com/admin and create a WordPress
login and password. WordPress will remember you so you can later just go to our
website and the Dashboard will be available. Then ask the DBWGC Webmaster to add
you as an Admin to the DBWGC site.

2 Typical Webmaster Activities
2.1 Adding Emails to the Site

When someone sends out an email to the group, we usually add those to the website
for future reference. For example, the Tournament Committee Play Day Results,
information on upcoming tournaments and events, Team Play results and news, Rules
quizzes and information, and Advisory Board minutes. This is the Webmaster ’s main
job.

To do this is simple. Just forward the email to: muyi661ropi@post.wordpress.com.

Step 1: Click “Forward” to create the email form (don’t send it yet)
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http://www.wordpress.com/admin
mailto:muyi661ropi@post.wordpress.com

; Fwd ﬁes-ultﬁ s i’la\.f D.m«r - Turkey Shoot

®
Q|
O.

= (e][A])(B])(E]
L]
e[ DEWCCPost - . i © |
" ¢ muyi66 lropi@post.wordpress.com
Cc:
" Edit Address
Bec: . Remove Address
Subject: Fwd: Results - | Copy Address |
[=~+| From:| Janet McCleery Add to VIPs [ Signature: | Yahoo :
Remove from Previous Recipients List
Add to Contacts
Jemcmeew janmecleery @yahoo.com Search for "DBWGCPost”

Begin forwarded message:

From: cfancey@comcast.net

Subject: Results - Play Day - Turkey Shoot

Date: November 18, 2014 at 6:54.07 PM PST

To: Dana <works4fun @acl.com=, Jan Baehr <jan @baehrtech.com=>, "Reisinger, Brenda" <bareisinger @comcast.net>, "Johnson, Donna”
<randdi@comcast.nets, Sandy Mize <sandym @trivallevelectrical.com=, Shelly Moraan <sheqolfs.morgan@amail.com:, Chris Myall

Step 2: BEFORE sending, strip out all the header data (the From, Subject, To list) and if
someone has included their phone number at the bottom, remove that also so their
number isn’t public:

.Fwd: ﬁesults - Pla\._.r Day - Turkey Shoot

®
(<] (e])(A](=][E]
(Lucida Grande ¢ ] (12 ] (W] (& (1 [v][E = (=] [i=~] [+ ~]

To: DBWGCPost

Ce:

Bec:

Subject: Fwd: Results - Play Day - Turkey Shoot

| =~ | From:| Janet McCleery <janmccleery@yahoo.com> : Signature: | Yahoo :

[We had 30 ladies play in the Turkey Shoot today.

Eagles
Kay Gschwend # 8

Birdies

Dana Warstrom #2
Monte Downs #7
Myra Buckman #14

Susan Leeper #7
Deborah Veatch # 8

Chip-ins - worth $7.25 each
Myra Buckman #10

Donna Johnson # 11

Kay Gschwend #8

Cathy Fancey #18

NOTE: It’s OK if the Subject says “Fwd: “— WordPress will strip that.
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Step 3: Send the email

Step 4: WordPress will send you an email copy. Check that and/or go to DBWGC.com to
view the post to be sure it was sent correctly. Normally the emails format nicely
automatically, including uploading any attachments.

Jan McCleery <janmecleery@yahoo.com> December 21, 2014 2:10 PM
To: DBWGCPost Details
Fwd: Results - Play Day - Turkey Shoot Drafts - Yahoo

‘We had 30 ladies play in the Turkey Shoot today.

Eagles
Kay Gschwend # 8

Birdies

Dana Warstrom #2
Monte Downs #7
Myra Buckman #14
Susan Leeper #7
Deborah Veatch # 8

Chip-ins - worth $7.25 each

AAurea Ruanlrman #10

2.1.1 Updating the Email Post’s Category

The default Post “Category” is “Play Day Results”. If the email was about something else,
sign onto WordPress (dbwgc.com/wp-admin) and simply unclick the “Play Day Results”
and click the right category, like “Rules”. This helps members find the post later.

Steps:
Step 1: Sign on to wp-admin.

Step 2: Select “Posts.”

 wysies B3 ot 0 *
— Screen Options ¥ Help ¥
@ Dashboard Posts [ Add New
= Plans
Need to duplicate a post or page? Hover over the title of your post or page and click "Copy." Learn more, [ (]
A Posts
Hello world! l
All Posts Edit Quick Edit Copy Trash ' View
d N
All (486) | Mine (327) | Published (484) | Drafts (2) | Search Posts
Bulk Actions  ~ || Apply All dates w || All Categories  ~ | | All formats v | | Filter 486 items 1 |of25] » H »
27 Media ) Title Author Categories Tags Stats [ ] w Date
? Links
- March Rules Quiz Jan Play Day Results —_ o - n Published
@ Pages Edit | Quick Edit Copy Trash View 2020/03(07
¥ Comments 25th ANNUAL CALIFORNIA WOMEN'S  Jan Play Day Results - & - m Published

Step 3: On the post you want to change, select “Quick Edit” right under the title (see
above).
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) Title

L *

Date

(C) Make this post sticky

Author Categories Tags Stats

QUICK EDIT Categories Tags

Title I March Rules Quiz l () Humar

Slug | march-rules-quiz-3 | (") News & Updates

Date | 03-Mar ‘ ‘ a7 ‘ | 2020 | at |,13 H 10 | () ©pen Days [_] Allow Comments [_| Allew Pings
S | b 1 St D S ) S  Play Doy Aol .

author | Jan (mecleery) v | () Pley Day Resuits staws | published v
S = (") Rules of Goif

Password | ‘-OR— [ Private o

Cancel

Step 4: On the quick edit section, unselect “Play Day Results” and select “Rules of Golf”
and click the “Update” button. Voila. Done.

If you have other changes to make to the post, click “Edit” to go into full edit mode. You
can change the categories on the right on that screen also:

A Posts

All Posts

Add Nes

Post

07 Media
Links
Pages
Comments

Feedback

Appearance

Plugins =2

| Changes in holes not played

Parmalink: ht 9c.com/2020/02/ ges-in-holes-not-played  Edi || et shortink
| € Add Media | 2/ Add Poll | [E3 Add contact Form ‘ ‘ © Add Location ‘ Visual = Text
[ 8][ 7] [ tnk || -quote | [ eet || ins | img || ut |[ ot ][ i ][ code || more || close tags | -

Hi,

This was discussed at the regional meeting last week. It is in the Rules of Handicapping, different
publication from the Rules of Golf.

One of the big changes is that you used to be able to play 13 holes and post an 18 hole score. It is
now changed to 14. (If playing 9 holes, you needed 7 in the past and that has not changed. It made
sense to change it for 1B-holes to 7 x Z =14).

What you take on the remaining holes depends on whether you started to play the hole or not. I have
ottached a document that goes over these Z situations in detail.

Also, please be sure to post your scores by midnight the day you play. This is recommended by the
World Handicap System.

Thank you Donna and Bonnie for your input

Deborah

Publish a

|9rewewchanges [+]

? Status: Published Edit
<® Visibility: Public Edit

[l Published on: Feb 26, 2020 at 16:12
Edit

«4 Publicize: Not Connected Edit

@ AMP: Enabled Edit

Move to Trash

Categories a
All Categories  Most Used

¥ Rules of Golf
Humor

News & Updates
Open Days

Blay Day Recylt:

2.1.2 Fixing any Format Errors

Sometimes formatting doesn’t come through (for example, if the email has special
tables, the post may not be formatted correctly). See below:

DBWGC
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Discovery Bay Women’s Golf Club

News and Information

Club Info Officars Champions Maost Improved MHS Infa Events Captains Club

search o
Update of results of PPLN game March 10th, 2020 ’
a9 Play Day Results & ©J Roster & Calendar
Ok ladies, here are the results for chip ins, birdies, and closest to the pin. >
> Chip-ins Roster  {as of 2/18/20)

Calend f1/00/200
> Donna Grover #8 and #16 Endaras of LG

> Monie Greenfield #14 Recent Minutes
> Ceneral Meating Minutas:
> Birdies -9/24f19
-6/18/19
> Donna Grover #3 _4/9/19
= Monie Greenfield #14 Board Meeting Minutes:
> -8/3/1%
-6/4/1%
= CTP -2/25/19
= #2. Donna Grover 16'2" and
> Julie Hanson 48' Teamn Play
» #7 Amelia Lyons 20° and Diablo Team Play 2019 Stats
> Bonnie Ladd. 11'2" Rules &
> #14 Lisa Ferrante. 2°10" and y
Bylaws

> Bonnie Ladd 21'3 Standing Rules & Tournament

> #17 Terri Billingham and Annette Krey 5'9" and Sally Sturney 102" > Regulations

» Looking forward to seeing all of you next week!

> Sondi Forms/ Templates

= DBWGC Letter/Memao Template

When that happens, the Webmaster will need to go to the post and edit it to fix the
formatting issues. Go to dbwgc.com/wp-admin, go to the post as described in Section
2.1.1 and click “Edit” link to go into full edit mode. That takes you to a graphical editor.

If it has a bunch of HTML in it (like &gt; &nbsp; <B>, etc. shown below), click the “Visual”
tab instead of “Text” tab above the text edit area.

07 Add Media ] l(gJAdd Poll l [ Add Contact Form l © Add Location Bhstalll| Text
(5] ) (] ) o) ) e ) o) 2 ) e ) e o <

pk ladies, here are the results for chip ins, birdies, and closest to the pin. &gt;
&gt; Chip-ins

&gt; Donna Grover #B8 and #16

&gt; Nonie Greenfield #14

&gt;

&gt; Birdies

&gt; Donna Grover #8
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Now you should see the text like it shows on the website or in your email copy.

@ Mysites ED Reader

#% Dashboard Edit Post | Add New

= Plans @
There's an easier way to edit posts on WordPress.com. Switch to the new block editor. Learn more. [
A Posts
All Posts Update of results of PPLN game March 10th, 2020 Publish s
Permalink: htto;/dbwgc.com/2020/03/11/update-of-result...-march-10th-2020/ | Edit || Get shortink Preview Changes | O
gs Q) Add Media | | @Add Poll | | [ Add Contact Form | | © Add Location vieual | S ¢ Status: Published Edit
st <® Visibility: Public Edit
Paragraph v B J E £ 6 E E =S L = B -
C}j Media [iT] Published on: Mar 11, 2020 at 07:37
Edit
& Links bk ladies, here are the results for chip ins, birdies, and closest to the pin. > .
. . =4 Publicize: Not Connected Edit
5P > Chip-ins
LR ag0s > Donna Grover #8 and #16 © AMP: Enabled Edit
¥ Comments > Nonie Greenfield #14
> Move to Trash ==
F= Feedback > Birdies
> Donna Grover #8
i
& Appearance > Nonie Greenfield #14 Categories
K- Plugins 2 >
>CTP All Categories Most Used

One easy way to fix it is just to open the email and copy the body and paste to replace
the funny text altogether. Then click “Preview Changes” and a second tab will display
the final version. Once you are happy with the results, click “Update.”

For more formatting help see the “Webmaster Technical Guide and HTML 101”.

2.2 Maintaining the Roster

The Webmaster maintains a current version of the Roster file. Unlike the format in the
actual roster, this is a standard 8 %2 x 11 Word Document that members can access easily
from their iPhones, iPads, etc.

If the Membership Chairman sends out an email about a new member, or a member
who has left, the Webmaster updates the word version of the Roster docx. After
adding/deleting member(s), review the entire document to be sure no one woman’s
information spreads from one page to the next. Once it looks good, save it in Word as
“Save As” a PDF.

The upload both files to WordPress as Media. See next section.
2.3 How To Upload Media to the Website

In order to maintain the Roster, Calendar, or other files, you first need to upload those
files to WordPress. It’s easy. In WordPress, files are called “Media.”

After signing onto WordPress via dbwgc.com/wp-admin, on the left select Media —>
“Add” new which takes you to the screen to drag the image file from your finder to the
window. Open your computer’s finder, select a file, and drag it over to the Upload New
Media window. Voila.
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@ Mysites B Reader

@ Dashboard

Upload New Media

= Plans

A& Posts

Q7 Media

Add New
Links
Pages

Comments

=] Feedback

¥ Appearance

£ Plugins 2 Maximum upload file size: 1 GB.

You are currently using 102.0 MB out of 3.0 GB upload limit (3%)

GIZS O *

Did you know that you can upload videos and embed them directly on your blog with VideoPress included in our Premium Plan?

Drop files to upload

browser uploader

or

Select Files ‘

If you don’t want to drag & drop, click the Select Files button which will take you to your
computer’s standard find function to browse to the file you want and click it.

Tighten your account's security: Two-step authentif

Upload New Media

Allowed file types: jpg. Jp ptx, docx, pps
You are currently using 24.4 MB out of 3.0 GB upload limit (1%).

Did you know that you can upload videos and embed them diret

(<> ] g CIRERIRN=D J (@] [#-] [8-] @
Back Arrange Share Edit Tags Quick Look Action Dropbox
FAVORITES Today

2; Dropbox

‘Q AirDrop

[ Desktop

15} jmccleery

r/.\; Applications

@] Documents

(L] Deleted Users
DEVICES

L] Jan's MacBook Air

O Remote Disc

1 2014 Ambassador Questions.docx

B 2014 Ambassador Questions.pdf

=

|4] DBWGC_Website_Guide.docx
Yesterday

— ChangesToPlan_122014.png
7 INFO.txt
— PetalumaPayment.png
[d STCDA Minutes - December 2014.docx
« STCDA Minutes - December 2014.pdf

Previous 7 Days

1stPage.png
0420-Girls-SC-Dinner.JPG
0622-SojournMike.JPG

TAGS
2014 email.xIsx
© Red 2014-photos.pptx
Orange 2014wSassyl.png
Yellow 2014wSassy2.png
| 2015-CruiseSchedule.xlsx
Green

1 of 22,067 selected

When the file is imported, it shows up with an “Edit” link on the lower right.

browser uploader

Maximum upload file size: 1 GB.

% 2014 Ambassador Questions

DBWGC

Select Files

Premium Plan

¢ Yy he Premium Plan

Did you know that you can upload videos and embed them directly on your biog with VideoPress included in our Bremium Plan?

Edit
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If you click “Edit”, on the right you can see the full URL string where the file is stored
(highlighted below).

Edit Media Addnew

2014 Ambassador Questions Save
Permalink: http//dbwgc.com/?attachment_id=1299 View Attachment Page  Get Shortlink % Uploaded on: Dec 20, 2014 @ 11:44
Caption File URL:

12/2014-ambassador-questions1.pdf

File name: 2014-ambassador-
questions1.pdf
Description

File type: PDF
b| /| link  bquote det ins @ img ul ol code | close tags

File size: 217 kB

Delete Permanently

That link will start with http://www.dbwgc.wordpress.com/yyyy/mm/filename where
yyyy is the year, mm is the month. If the same file is uploaded twice in the same month,
WordPress appends a sequence number to the filename (e.g. filename2.pdf). For
example uploading the file named “2020-roster.pdf” twice in the same month, the new
file is stored on the site and accessible via this URL:

https://dbwgc.files.wordpress.com/2020/03/roster2.pdf.

Most files (the Roster, Minutes, ByLaw updates) are uploaded as PDF files to display on
the website. We also load the Word version of files to have a safe storage place for
them.
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http://www.dbwgc.wordpress.com/yyyy/mm/filename
https://dbwgc.files.wordpress.com/2020/03/roster2.pdf.

2.4 Updating the Roster, Calendar, Minutes, Team Play

Discovery Bay Women’s Golf Club

News and Information

Club Info Officers Champions Maost Improved MHS Info Events Captains Club

search Qo

Peninsula and Catta Verdera Open Days
[C] OpenDays &0 © Roster & Calendar
Hi Ladies-

Roster  {(as of 2/18/20)
See attached for details on latest Open Days: Peninsula on April 16 and Calendar (as of 1/10/20)

Catte Verdera on April 20. These are both great courses. | think Catta

Verdera used to be Twelve Bridges, the site of LPGA events years ago. Recent Minutes
Ceneral Meeting Minutes:
Let me know by March 20 if you want to play Peninsula and by March 30 if : gﬁ::i
you want to play Catta Verdera. - 4/9/19
Board Meeting Minutes:
Bonnie Ladd -9/3/19
. - 6419
Open Day Chair - 2/25/18
Catta Verdera-LOI-2020 FINAL pdf
P Teamn Play
Peninsula-LOI-2020 FINAL. pdf Diable Team Play 2019 Stats

On the right side of each page is the sidebar. It is comprised of “Widgets”. Widgets can
be Text Boxes, Links, lists of the posts, etc.

The WordPress Search is the first widget.
Then we have 3 “Text Areas” at the top:

1. Roster & Calendar
2. Recent Minutes
3. Team Play

These three are the ones the Webmaster updates the most frequently. Most are linked
directly via the Widget. The “Roster” is a special case that will be described later.
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To manage the sidebar widgets, go to dbwgc.com/wp-admin and select Appearance ->
Widgets.

|Z|DiscoveryBayWomen'.‘. B Reader ol =

= Store Available Widgets Sidebar 1
To activate a widget drag it to a sidebar or click on it. To deactivate a
# Posts widget and delete its settings, drag it back.
: Search: Search
o .
21 Media About.me Widget Akismet Widget
& Links Text: Roster & Calendar
Display your about.me profile Display the number of spam
L] Pages with thumbnail comments Akismet has
caught Text: Recent Minutes
P Comments
Feed Archives Author Grid
=] back Text: Team Play
- A monthly archive of your Show a grid of author avatar
» Appearance site’s Posts. images.
Links
Th
smes Authors BandPage
Customnize Categories: Categories
Widgets Display blogs authors with Display your BandPage
avatars and recent posts. content
Menus
Recent Posts: Recent Posts
Theme Options Blogs | Follow Blog Stats
Header _— .
: Display linked images for the Show a hit counter for your Archives: Archives
Has ke blogs you follow blog.
Custom Design
) . Blog Stats
Mobile Box File Sharing Calendar

2.4.1 Calendar

kismet Widger

On the first Text: Roster & Calendar widget, the 15t e terr

omments Akisn

Text: Roster & Calendar

row is for the Roster. The only thing we edit in the ™" o

widget is the date the Roster was last updated. VTSI o hrefhpudbwge comroster/ 2015

HOW to add the Roster |S a |ater sect|on :2;;:3”9 ol at :l:)sterqp&nbsp‘&nbsp;&nbsp;&nbsp; (as of 2/8/15)<BR
landPage ;na'eff‘hrtps:udbwgc.f\\es‘wor?presslcomfzuMIOSIgo\fca\e

The 2" row is for the Calendar. L . S

ontent

First, via Media —> Upload a new PDF copy of the  jugsus
Calendar. See the Section on “Uploading Media —r—
via the Dashboard”. -

‘alendar
After the file is uploaded, click the “Edit” link to sty L) Auometcaly sid paragraph
. “ . . Delete | Close e
the right. In the “Edit Media” screen, copy the ooy (R

“File URL” — e.g., https://dbwgc.files.wordpress.com/2020/03/golfcalendar2020-
dbwgc.pdf.
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Replace the old string in the widget with the new URL for the new calendar file, make
sure the display is the current year (e.g., “2020 Calendar”), and update the as of date to
today:

<a href="https://dbwgc.files.wordpress.com/2020/03/golfcalendar2020-dbwgc.pdf"
target="/LINK">2020 Calendar</a> (3/10/20)

We update the date to today so people know when the Calendar was last updated.
(Each of the four “&nbsp;” after the word “Roster” above each represent a space to
align the left parenthesis for the Roster dates with the Calendar date left parenthesis).

Roster & Calendar

Roster {as of 2/18720)
Calemdar (as of 110/ 20)

Note that the spaces and date are after the “</a>" so that they aren’t part of the
hyperlink (indicated by blue letters).

When done click “Save”. Unlike posts and pages, there is no preview function. After
saving, go to a screen and make sure the file looks right.

For Calendars, make sure there are 3 months per page. (When saving the calendar Excel
file as a PDF, at times it ends up with months on one screen (tiny)

instead of 3/page). Recent Minutes
Ceneral Meeting Minutes:
2.4.2 Recent Minutes - 9/23/14

- 6/30/14

This is the trickiest part. For the minutes (General Meeting S

Minutes and Board Minutes) we want to add a new row, not a Board Meeting Minutes:
- 8/19/14
replacement. These examples are from 2014.  SIEf1A
-2/4/14

First copy the most recent minutes row (the top row under
“General Meeting Minutes:<BR />” or “Board Meeting Minutes:<BR />” header starting
with “<a href ..” ending with the <BR />.

Paste the copied row at the same place.
In our example, to add the first 2015 General Meeting Minutes, copy:

<a href="https://dbwgc.files.wordpress.com/2014/11/general-meeting-sept-23-
2014.pdf" target="_blank"> - 9/23/14</a><BR />
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Past and you’ll have two identical rows:

Text: Recent Minutes

<a

href="https://dbwgc.files.wordpress.com/2014/1 Title:

1/general-meeting-sept-23-2014.pdf" , RecentMinutes

target="_blank">-9/23/14</a><BR /> General Meeting Minutes<BR />

<a <3

href="https://dbwgc.files.wordpress.com/2014/1 2lr_i::‘;rt]zs_;’éii’h‘ggfz-g'asgﬁgdtz:zi-:c“og;iﬂ;fj 1/gener

1/general-meeting-sept-23-2014.pdf" '\ 0/23/14</a><BR /> -

target="_blank"> - 9/23/14</a><BR /> <a href="https://dbwgc.files.wordpress.com/2014/09/6-
30-14gmdbwgc.pdf” target="_blank"> - 6/30/14</a><BR
[=

Edit the top row — say we have a General Meeting <a

March 14, 2015 and upload the Minutes file: € href="h|ttp:ffd_bwgc._f|'les.wor;jdfpress.comszlu14:‘03fdbwgc-

. ” -meeting- tes.pdf" target="_ ">

“General Meeting Mar-14-2015.pdf” on 4/10/15. ot g pe nUes pET farget= o

We get the new file URL: </BR>

https://dbwgc.files.wordpress.com/2015/04/gener 1 | Board Meeting Minutes:<BR />

al-meeting-mar-14-2015.pdf. (WordPress saves all =~ =<

lower-case and replaces spaces with “-“).
Edit the top row with the new URL and today’s date:

General Meeting Minutes:<BR />

<a href="https://dbwgc.files.wordpress.com/2015/04/general-meeting-mar-14-
2015.pdf" target="_blank"> - 4/10/15</a><BR />

<a href="https://dbwgc.files.wordpress.com/2014/11/general-meeting-sept-23-
2014.pdf" target="_blank"> - 9/23/14</a><BR />

“Save”.

Then go to www.dbwgc.com and click both the old and new minutes in the sidebar to
verify they are linked correctly.

At the end of the year, delete the past year’s minutes from the sidebar to keep it neat.
The uploaded minutes will still be in the Media Library if you need to access them later.

2.4.3 Team Play

Follow the same steps as the Calendar and Minutes to update the Team Play sheets
except these are replacements and do not need a new row.

e Upload the new Team Play information file as “Media.”

e Copy the new file URL link

e Inthe Widgets, edit the Team Play widget and replace the old URL link with the
new.
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2.4.4 Roster

There is a hidden, password-protected roster page. This allows us to use the PDF file but
only allow access to members who know the password, “discobay”.

Discovery Bay Women’s Golf Club

News and Information

Home Club Info Officers Champions Most Improved MHS Info Events Captains Club

Protected: Roster search =
This content is password protected. To view it please enter your password below: Roster & Calendar

Password: Enter
Roster (as of 2/18/20)

Calendar (as of 1/10/20)

Via dbwgc.com/wp-admin/, after uploading the new roster, select “Pages” and “Edit”
the page named “Roster”.

B pesr o

. Screen Options ¥ Help v
outiws [
Plans
Need to duplicate a post or page? Hover over the title of your post or page and click "Copy.” Learn more. (! o
Posts
Hello world! |
Media . . .
Edit Quick Edit Copy Trash View
Links
M Pages All (8) | Published (8) ‘

H Search Pages

RS Bulk Actions || Apply | | Alldates ~ || Finer 8 tems

: age [ Title or tats ate
py a Pag it Auth si » * D
Comments [_] Captains Club Jan i - n Published
2020/01/06
F ack
() Clubinfo Jan E(] - (o] Published
Appearance 2010/08/25
Plugins ) MHSInfo Jan o — n Published
201512110
User
[] Roster — Password protected Jan oo - u Published
Edit Quick Edit Copy Trash | View 2015/02/08
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The Edit Roster screen is shown below:

) Mysites EJ Reader 0 E ]
@ Dashboard Edit page I Add New I
= Plans
There's an easier way to create pages on WordPress.com. Switch to the new block editor. Learn more. [

# Posts
) Media | Roster Publish
¢ Links Permalink: http://dbwgc.com/roster/ | Edit H Get Shortlink [ Preview Changes |
I Pages

€] Add Media | Add Poll | [ add Contact Form | | © Add Location | visual  Text ¢ Status: Published Eit
All Pages ® Visibility: Password protected Edit

| b H i H ink | b-quote H et | ins | img ‘ ul ‘ o || i ‘ code | mare H close tags

New

9 Revisions: 26 Browse
<a href="https://dbwgc. files.wordpress.com/2020/02/2020-roster-members.pdf” target="_blank">2020

Roster Members</a> (Last updated 2/18/202@) fiill Published on: Feb 8, 2015 at 12:22
P Comments Edit
(=] Feedback © AmP: Disabled Edit
» Appearance Move to Trash

Note that it is only one line, the Roster URL link and label. WordPress automatically
adds the password input box and function.

Replace the existing URL link after “<a href=", replace
“https://dbwgc.files.wordpress.com/2020/02/2020-roster-members.pdf” with the new
roster file’s UR you copied from the Media Edit pop-up. Leave the “target="_blank’>
What that does is open the roster in a new web browser window. Update the date on
that page to reflect today’s date.

Then go to Widgets to update the date there also. The link there doesn’t need to change
since it always points to the latest roster file on the Roster page.

“Save”.

2.5 Updating Sidebar “Links”: ByLaws/Rules, Links, Rules and Hints, Videos
Below that are the Links. Those are grouped by Link Category:

DBWGC Rules & ByLaws
Forms/Templates

Links

Rules and Hints

Videos — Just for Fun

vk wnN e
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# | Discovery Bay Women'... [E) Reader

@ Dashboard Link Categories

= Store

# Posts Add New Link Category Bulk Actions §  Apply

Q7 Media Name Name

& Lnks Blogroll
The name is how it appears on your site.
All Links

DBWGC Rules & Bylaws
Add New Description Y

Link Categories
Links

N Pages

¥ Comments Rules and Hints

The description is not prominent by default; however, some

=] Feedback

themes may show it

» Appearance Videos - Just for Fun

The links are different than the sidebar widgets and easier
to manage. Some are pointers to websites. Other are links
to files that have been updated to our website Media
Library, such as the DBWGC ByLaws &
Standing/Tournament Rules. For these we upload the file
to the Media Library (both the original Word .docx file for
safe-keeping plus the PDF file). Then their URL in the Links
Section link is updated with the new media’s URL.

Each link is given one of the categories (listed in the
screenshot above), and then appear on the sidebar. The
Links are grouped by Category alphabetically and then the
links in that Category are listed alphabetically.

Links are grouped by “Category”: DBWGC Rules & Bylaws,

Links, Rules and Hints, Videos-Just for Fun (the Categories are listed in alphabetical

order).

Description

USGA Rule Links and Helpful
Hints

e 2 O =

reen Opt

el

Search Link Categories

Slug

blogroll
dbwgc-rules-bylaws
links

usga-rules

videos-just-for-fun

DBWIGC Rules & Bylaws
DBWGC Bylaws
DBWGC Tournament Regulations

Links

DBGCC

Expense Reimbursement Form
Foretees

CHIN

NCCA

STCDA (NoDeltaGates)
WCANC

Rules and Hints

Pace of Play Helpful Hints

USGA Rule 14-1b Anchored Clubs
USCA Rule 26

Videos - Just for Fun

Animal Encounters on the PGA Tour

18 Holes" by John Denver

Links

DBWGC Rules & Bylaws: The “DBWGC Rules & Bylaws” include the club’s Bylaws and
the Standing Rules and Tournament Regulation documents (uploaded as Media).

Forms/Templates: This is an area to keep files that we want to reuse, such as a
standard DBWGC Letter/Memo template and the Expense Reimbursement Form.

Links: The “Links” Link Category are other webpages the women may want to access:

DBGCC, etc.

Rules and Hints are pages Hilary has requested we post from the USGA, etc.

Videos — Just for Fun are items like YouTube and other videos of interest. Some of these
are old. You may want to replace them and add new items of interest periodically to get
the women coming to the website.
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To add a new Link, first enter the Name (most should be short enough to not wrap),
Media Library or external Website URL/Address, and Description.

Add New Link Addnew

MName

Animal Encounters on the PGA Tour

Example: Nifty blogging software

Web Address
http://goo.gl/a3elch

Example: http://wordpress.org/ —don'tforgetthe http://

Description
Animal Encounters on the PGA Tour

This will be shown when someone hovers aver the link in the blogroll, or optionally below the link.

This needs to be a public link to show up. (If later you want it not to display, instead of
deleting it you can simply check the box to keep it private.)

Then select the Category.

Save

Keep this link private

Categories

All Categories  Most Used

Blogroll

DBWGC Rules & Bylaws

Links

Rules and Hints
Videos - Just for Fun

+Add Mew Category
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Select Target “_blank” to open a new window. We want to do this so the ladies still have
a tab back to our website. Then click “Add Link” to save it.

Target

®) _blank — newwindow ortab.
_top — current window or tab, with no frames.

_none — same window or tab.

Choose the target frame for your link.

2.6 Other Sidebar Data

Categories
Below the “Links” are the widgets to support searching Hilary's Stories
and finding blogs: Humor

Meeting Minutes
News & Updates

e The list of Categories for Posts
e The list of Recent Posts, by title
e Alist of Archive Months/Years to group blogs.

“Categories” can be added to/modified by going to the L .;
dbwgc.com/wp-admin Posts -> Categories. For more 11-4-14 PPLN - RESULTS
information, see the Webmaster Technical & HTML Recus: Taesny Pley D 8-14
Guide. alloween Bing

The rest of the sidebar links are maintained by
WordPress automatically and nothing special needs to
be done (unless we want to update/change the list of
categories).

Below that is “Blog Stats” (how many hits the site has
had). There are other Stats visible from the dashboard.

February 2010

Blog Stats

5,577 hits

3 Other Webmaster Functions
For other Webmaster functions, such as yearly updates, restructuring the website, and

how to use HTML to lay out posts and pages, please see the Webmaster Technical Guide
and HTML 101.
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