Marketing Site Cheat Sheet - VPPR
Site URL: https://www.mondaynighttoastmasters.com/ 

Login to Site Administration
1. On the left menu bar, select Login as site admin.
[image: ]
2. In the window that appears, enter the club number and admin password (see KeePass file), then select Login.
[image: ]
3. If a New Messages window appears, select Keep These and Close.
[image: ]
4. The Logins section on the left menu bar should change. Select Launch admin console.
[image: ]
5. Optional: Set a size for the Site Administration window with the S, M, or L buttons in the top right corner. [image: ]

Updating Floater Messages
	At the top of the month, you’ll need to update the guest floater message to include upcoming meetings for the current month and the next month. 
1. Login to Site Administration if not already logged in.
2. Select the Floater Messages tab. [image: ]
3. Use the Non Member Message field with the current month and next month’s meetings. For example, if it’s June, you should have something like: 
Next Meetings: June 7th, 14th, 21st, & 28th; July 11th, 18th, & 25th 
4. OPTIONAL: You may want to copy the text here to paste into the home page. (highlight the text and use Ctrl+C)
5. Select Save when finished. [image: ]

Updating the Home Page
	In addition to updating the floater message at the top of the month, you’ll want to update the home page’s upcoming meetings box. You can also use this process to update the home page as desired/needed. 
1. Login to Site Administration if not already logged in.
2. Select the Home Page tab. [image: ]
3. To update the “Next Meetings” box, highlight the text. If you copied the Next Meetings text from updating the floater message, you can use Ctrl+V to paste. (If you make a mistake, use Ctrl+Z to undo) Otherwise, enter the Next Meetings info. 
4. Make any other changes as needed. 
5. [bookmark: _GoBack]Select Save when done.
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Message(s) to Website Administrator
These messages are intended for your {clubdistrict}'s website
administrator. Once you have read them, you can clear them below.
If you are not the registered website administrator, please do not
clear these messages.

[2018-06-24 23:19:35 GMT, ETH Suppor] If you received a system A
generated waming message in the last day or so that indicated that the
HTTPS cert was not renewed for your custom domain, it is probably likely

that it was ermoneous. | moved some folders around on the server used for

the cert renewal and | missed changing something in the process. This

issue has been resolved, 50 you can probably ignore the warning message

Sorry for any undue concem or confusion. :-)
Regards,
Steve James, DTM

FreeToastHost System Developer
hitps://support toastmastersclubs.org

[2018-06-15 0553:13 GMT, ETH Developer] | have added some additional
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