How to Contribute to The PCC Community Website

How to add a comment to a page

· At the bottom of each page is a comment box (scroll down using arrows at bottom of right screen side bar to reach bottom of page)
· Click on Add Comment and a text box will appear

· Type what you want to say in the text box (you can use the editing tools in the box above if you want to be a bit fancy)
· Click on 'submit'

How to start or add to a discussion

· Click on the  'Discussions' tab in the top bar (below site title) or in side panel menu
· Choose the discussion forum you wish to add to and click on the title (eg Library Suggestions/Community/Regulation) 

· Select topic 

· A reply box will appear - type your comment in the box and click on 'post reply'

· (use the editing tools in the tool bar above box if needed)
· To make sure you see any replies click on 'subscribe' near the top of the discussion page - you will then be sent email notifications whenever anyone posts a reply
or to start a new topic

· Choose the discussion forum your topic is most suited to

· Click on 'Post a new topic' (top right)

· Type in the title of your topic in top box

· Type in what you want to say about it in the box below

· (use the editing tools in the tool bar above box if needed)
· Click 'Start Topic'

· To make sure you see any replies click on 'subscribe' near the top of the discussion page - you will then be sent email notifications whenever anyone posts a reply
How to add community news or regulation news

For cut and paste or typing direct
· Find 'PAGE' tab top right and click 'New' (far right)

· Type in a title that you'd like to call your news

· Where it says 'Template' click right arrow and select 'CommunityNews' or ‘RegulationNews’ Template

· Where it says 'Parent Page' select 'same as template'

· Click 'Submit'

· Do not delete [in brackets] - start typing below (or paste content from elsewhere)

· Click 'Save & Close' - and you're done!

· If you want to add to or edit later - in 'PAGE' tab - choose 'edit' again

· Add to or edit the page and click 'Save & Close'

For adding an attachment:

· Find 'PAGE' tab (top right) 

· Click on 'Files'

· Click 'Browse' and find the file on your computer

· Type in the title for your attachment in box marked 'description'

· Click 'upload'

How to add an Article

For cut and paste
· Find 'PAGE' tab (top right) and click 'new'

· Type in the title - author's surname

· Where it says 'Parent Page' choose Articles

· Click 'submit'

· Paste your article

· Press 'Save & Close'

To add an attachment 
· Find 'PAGE' tab (top right) and click 'new'

· Type in the title - author's surname

· Where it says 'Parent Page' choose Articles

· Click 'submit'

· Click 'Attachments' tab (4th at top)

· Click 'browse' and find the article you want from your computer - click 'open'

· Type in the title again next to 'description'

· Click 'upload'

· Untick 'Hide' and click 'Close Editor'

How to add the details for the next reading group

· Find 'PAGE' tab top right and choose 'New' (far right)

· Type in the month & Reading (eg December Reading)

· Where it says 'template' click right arrow and select Latest Reading Template

· Click 'Submit'

· In 'PAGE' tab (top right) click 'Edit' and start typing (or paste content from elsewhere)

· Click 'Save & Close' - and you're done!

· If you want to add to or edit later - in 'PAGE' tab - choose 'edit' again

· Add to or edit the page and click 'Save & Close'

