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Logging in

The Leeds Parent Partnership Service website has been built with a secure administration section. This means that authorised PPS staff members only are able to log-in and make changes or add to the content on the pages of this website.

1. To log in to the administration section type the following address into your web browser:

http://www.leedsparentpartnership.co.uk/pps-admin 

2. You will be taken to a page which looks like this:
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3. Type your username and password* into the boxes and click ‘submit’.
*For security reasons usernames and passwords are not included in this document and have been given to you separately.
The Administration Section
Once logged in to the administration section of the website you will see a page which looks like this:
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1. The main items which are of interest are:

a) Current user in the green bar

b) Publish / Edit / Modules – the tabs at the top of the screen

c) Most recent section entries 

d) Notepad
Current user
This simply lets you know who is logged in. When you log in with your details you will see your name appear here.
Publish, Edit, Modules
This is where you will manage the content of your website pages. More about these in the next section.

Most recent section entries
Shows the most recent new items you entered into the website

Notepad
This allows you to make and save your own notes. You can write ‘to do’ lists or reminders. Just type into the box and press the ‘Update’ to save it.
Publishing New Items
The first tab at the top of the page is ‘publish’. 

Hover over or click the publish tab and you will see a list of sections within your website.
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Publish is only needed when adding a new item to the website. 
In this website you will only need to add new items to:

· Advice and Information

· Events

· News

· Upload Documents

Although you will also see ‘General Pages’ in this list you will not need to add a new general page. We will come back to ‘General Pages’ in the ‘Edit’ section of this guide.

New Advice & Information, News and Events items
To add new items to any of the above sections:

1. Click or hover over the ‘Publish’ tab at the top of the screen.

2. Select the section in which you would like to add a new item

3. You will be taken to a blank form ready for you to fill in the information, like this:
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4. You will need to fill in the following form fields:
· Title

· Body

· And if necessary any linked documents

5. Title -  is the name of the Event, News Item or Advice & Information page (e.g Special Educational Needs).
6. URL Title – You do not need to enter anything here. It will be filled in automatically.

7. Body – is the main content within that item such as the news story or content of the page. You can format the text in this field by using the bold and italic buttons.
8. Linked documents – If there is a document associated with this item or page then it can be added here. Up to 5 documents may be added in total. Drop down the list and choose the document you would like to add.
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To add a document it must have been previously uploaded to the website (see Uploaded Documents in the next section). 

9. A document added in this way will appear at the end of item or page and will look like this:
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Once you have filled in all of the fields, click the submit button to publish it live to the website.

New Uploaded Documents
Items added to ‘Upload Documents’ make up the content of the Guidance and Downloads section of your website.
Those documents may then also be added to other parts of the website as described in the previous section.

The items on the Guidance and Downloads page look like this:
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To add new uploaded documents:

1. Click or hover over the ‘Publish’ tab at the top of the screen.

2. Select ‘Upload Documents’
3. You will be taken to a blank form ready for you to fill in, like this:
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4. You will need to fill in the following form fields:

· Title

· Document Location

· Document Description

5. Title - is the name of the document (e.g Parent Contract Guidance).

6. URL Title – You do not need to enter anything here. It will be filled in automatically.

7. Document location – this is where you upload the document from your computer online to the website. Please see detailed instructions below.
· Click into the document location field so that the cursor is flashing in the box
· Next click the ‘Upload File’ link
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· A window will pop up like this:
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· Click the browse button and navigate to the document on your computer that you wish to upload and select ‘Document Upload Directory’
· Click the ‘Upload’ button
8. Documentation description – This will inform website visitors what the document is about. Remember that this is what the search facility will use so it is important to make sure that you have used relevant words in this description.

