Easthampstead Golf Club

Gyt e

1. Club Website Support Process

The Club Website has been in existence for several years and was originally
developed using WebMatrix (a Microsoft tool). This tool allowed website creation by
directly editing HTML pages, C# code and style definition files. This version of the
website was migrated in 2021 to use WordPress, which requires far less use of

programming languages to create or update web pages.
Principal aspects of how the website is edited, tested and then ‘made live’ is depicted

in the following diagram.
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All elements of the live website are stored on a web server hosted at a Data Centre by
a company called Netcetera who specialise in such services. The Club pays (a
relatively small fee) for this service which provides:

e 50GB of disk storage for the files that make up our website.

The domain name of easthampsteadgolfclub.co.uk.

[ ]
Up to 100 e-mail accounts — the club uses accounts for each of the committee

[ ]
roles.

e A ‘management interface’ for the website, called Plesk that allows file
management, e-mail account addition / changes etc., and also controls the

configuration of WordPress.
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o File transfer mechanisms that support copying files between the Netcetera web
server and a local support PC — this feature uses the industry standard File
Transfer Protocol (FTP).

Both the support PC shown, and normal users’ PCs and phones use the standard
internet to connect to the Netcetera services. The name
‘www.easthampsteadgolfclub.co.uk’ is resolved ‘under the covers’ using the Domain
Name Service (DNS) to an IP (Internet Protocol) address of the right web server within
Netcetera’s data centres.

The support PC (although there can be more than one) needs nothing more than a web
browser to connect to the management facilities of WordPress. In fact, just like a
normal user, website design starts with logging in to our website exactly as a normal
user would. However, management accounts have been given additional permissions
that are recognised on login by WordPress, resulting in additional options being
presented on screen. Those additional options provide for:

e Editing of existing pages or creation of new ones.

e Viewing of the structure and data of the database, helpful when debugging
issues.

e Synchronising files between the Netcetera Web Server and the local support
PC when required.
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2. A WordPress Website Overview

A feature of all WordPress based websites is that page creation and editing are all
performed directly on the live system using the same URL normal users use.
WordPress determines which options to present to a user depending on the
permissions their login account has been granted.

For all normal members of the mens club, when they login they will see our standard
website home page:

< 0 & easthampsteadgolfclub.co.uk e d] + @

MEMBER HOME CHRIS (18.2)

EASTHAMPSTEAD GOLF CLUB

At the Downshire Golf Complex, Bracknell

Tee Times Member Favourites

Ray Winter League 4 - 4th (v ¥
February 2023 <
January 27, 2023

Midweek Roll Up - 2nd

February 2023 {

ebruary 202 Competition My Golf WHS
January 25, 2023 Calendar Calculator

Latest Results g gV

Midweek Bogey

January 29, 2023 Handicap isader Board Competition

List Results

Premier League Challenge -
Match Day 11
January 25, 2023

Who's Who

But when a user with administration permission logs in there is a new menu displayed
at the top of the screen, as well as other menu options changing:

< 0 easthampsteadgolfciub.co.uk . d-‘ dL

mpstead Golf Club  ,# Customise O 3 B + New & EditPage Hi, Chris Corbett [l

MEMBER HOME FIND MEMBERS GENERAL MEN LADIES JUNIORS ADMIN CHRIS ()

EASTHAMPSTEAD GOLF CLUB

At the Downshire Golf Complex, Bracknell
Too Timas Member Favourites
Ray Winter League 4 - 4th February _
2023 ¢
January 27, 2023
Midweek Roll Up - 2nd February
2023 Competition WHS
January 25, 2023 Calendar My Golf Calculator
Latest Results g o
Midweek Bogey
January 29, 2023 Handicap Leader Board Competition

List Results

WordPress determines how and what is displayed on a page from a user’s permissions
and so for an Administrator a new black line of options appears at the top of the page,
as well as changes to the main club menu.
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The same feature is used to determine what is displayed for members of the mens,
ladies or juniors clubs. Every account holder on the website automatically belongs to a
User Role or group. We have the following basic user roles setup:

User Role Purpose

Mens Member A member of the mens club

Ladies Member A member of the ladies club

Juniors Member A member of the juniors club

EditorMen A men’s member, but can also edit pages and manage users
EditorLadies A ladies’ member, but can also edit pages and manage users
Administrator Access to all administration facilities of WordPress

We shall describe later how roles are defined and assigned to members.

We have already seen how WordPress uses roles to decide whether to show
administration options, from the previous example screens. Roles are also used to
change what is displayed depending on whether a user is a member of the ladies or
junior’s clubs. Here is what the ladies’ members page looks like after login —
WordPress has automatically selected this display because the user logging in has the
User Role of ‘Ladies Member’:

4 easthampsteadgolfclub.co.uk & ® i] +

MEMBER HOME CHRIS (17.7)

EASTHAMPSTEAD GOLF CLUB

Latest News
Member Favourites

Easter Shield

Meet the new Ladies Captain and Vice _

Captain 2022-2023

Charity Day

Easter Shield - Sunday 20th March 2022

" 1 " WHS
Course Maintenance Information for 2022 Fixture List HowDidIDo Calculator

pV

o~

Committee Minutes

Approved Minutes of Meeting held 13th .
Competition

September 2023 Handicap Guide Results
Approved Minutes of Meeting held 17th

August 2023

Approved Minutes of Meeting held on

22nd June 2023 Who's Who

Approved Minutes of meeting held 17th

May 2023

. e af™ O

The men’s home page display has gone, and the menu at the top shows the ‘ladies’
club logo option, which does not appear on the men’s pages. The left hand sidebar and
menu options are different.

WordPress can decide what pages, which sections of pages, and what menu items are
displayed depending on the Roles that a user has, which makes it a very useful feature
for our use.
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3. Using WordPress to Add New Pages and Posts

Now that we have introduced WordPress as the website authoring tool, in this section
detail is provided on the most common tasks for adding information to our specific club
website.

3.1. Introduction

Basically, all the dynamic information on the website, such as competition results and
news items, is added using the concept of ‘Posts’ in WordPress. A Post is just another
web page, designed and put together using the page editor built into WordPress. This
editor is very flexible, able to create pages with text and pictures (such as a news item),
or create pages that include an uploaded file, such as a pdf file containing competition
results.

In this section the steps to correctly add a ‘Post’ of the required type are described.
That is, adding a ‘news item’ Post will always result in that information appearing in the
‘News Items’ list in the right section of the website. Or adding a ‘Results’ Post will
automatically add that file to the list of results on the results page.

3.2. Post Categories

When a Post is added to a WordPress website, in addition to adding the text and
pictures that make up that Post, the writer selects from a list what type of Post it is. This
is called the Post Category in WordPress terminology. This is very important in
ensuring that a Post ends up in the right place on the website.

On the EGC website, Post categories have already been defined and here is the

complete list:

Name Description

Gallery Place any items for the gallery in this category. Typically attach a file
containing photos.

Junior News Place any items to appear on the Juniors News section in this
category

Ladies Archived News | Items in this category are originally Ladies News items marked so as
no longer to appear on home page.

Ladies Information Items in this category will appear on the Ladies Information page.

Ladies News Items in this category will appear on the Home Page under ‘Latest
News’ heading.

Ladies Results Place any results uploads into this category for the Ladies Golf Club.

Ladies TeeTimes Place ladies competition tee time files in this category.

Mens News Items in this category appear on the Home Page under ‘Latest
News'.

Mens Results Place competition result sheets for mens competitions in this
category.

Mens TeeTimes A post that contains a tee times file for a men’s competition.

Newsletters Place any newsletters published into this category. Attach the
newsletter in pdf format as a linked file.

Minutes Minutes from Annual General Meetings, other club meetings and
supporting documents should go here.

Deleted Use this category to mark a Post as deleted if it is not needed
anymore —i.e. change its existing category to this one.
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Uncategorized Default WordPress category — added to Post if no other category is
selected.

In the next section, we walk through an example — creating a Post that publishes a
Results File from a Men’s club competition.

3.3. Process to Publish a Results File

In Figure 1 is the men’s results page. This exercise is to add a new results file to the list
shown. At the top of the page in the black line! is the WordPress options for editing the
site. Hover the mouse pointer over the ‘+ New’ option and the dropdown shown will
appear. Choose ‘Post’ from this list.

eee [+ < & fs.local I M + O

&% Easthampstead Golf Club ,/ Customise

Hi, Chris Corbett [l Q

MEMBER HOME JUNIORS ADMIN CHRIS (18.5)

oty o

EASTHAMPSTEAD GOLF CLUB

At the Downshire Golf Complex, Bracknell

COMPETITION RESULTS

Recent

Any results shown below are officially ratified by the committee. As a result they may be different from those in Master Scoreboard.

Uploaded Competition Date and Result

January 29, 2023 Midweek Bogey

January 25, 2023 Premier League Challenge - Match Day 11
January 22, 2023 January Stableford

January 22, 2023 Midweek Stableford

Figure 2 Mens Results Page with drop-down Menu

The new Post editing screen will appear as shown in Figure 2 below.

1 0nly logged in members with the right privilege will see the black menu line, as discussed earlier.
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eoe [+~ < fs.local e M + O

@ _/ = Save draft  Preview n i
Post Block x
i e Summary ~
Add titl
Visibility Public
Publish mmediately
URL fs.local/?p=7352

D Stick to the top of the blog

D Pending review

AUTHOR

| Chris Corbett -

Categories ~

SEARCH CATEGORIES

‘ D Deleted
D Gallery

D Honours Board
D Juniors News

Hit Statistics O v D Juniors Tee Times
[] Ladies AGM Minutes
Ultimate Member: Content Restriction - M/ . . . .
Add Mew Category
Restrict access to this post? @ M
- Tags ~

Display a menu

Figure 3 Edit A Post Page

We will turn this blank Post into a results file entry by giving it a title and by uploading
the required results file to a link in the Post.

First the Title. Place the mouse pointer in the ‘Add title’ field and type a title that
indicates what the result file is for. The title can be absolutely any text, but it is strongly
suggested to stick to a standard format so that all result titles look the same:

<date> <Competition Name>

For example:
10/02/2023 Midweek Stableford

Once the title is entered, the next step is to add the uploaded file, so it is available as a
link to download on this new page. WordPress provides a facility for this. Click the ‘+’
sign just below the title to see the list of available ‘blocks’ — items such as images and
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text you can add to the page. Choose the File block (type ‘File’ in the search box if File
is not visible as an option) as highlighted in the example below:

Publish Imr
to the top
Search for a block L
ng review
Paragraph Table File
jing.easth:
@ & & =2963 (4
Columns Group WHS
Calculator
legories
Browse all
D Deleted
D Gallery
[ |

Figure 4 Selecting the 'File' block type

Once ‘File’ is selected, a dialogue box requesting the file to upload appears:

5=

O File

Upload a file or pick one from your media library.

Media Library

Figure 5 Upload file Dialogue Box

Click the blue ‘Upload’ button and select the file you want from the directory viewer that
appears. It is recommended that all uploaded files should be in pdf format. Once
selected, the file will be uploaded and the file dialogue box will change to:
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Y . I - a1 D File
D E Replace Copy URL Fweek Stab l'eford Add a link to a downloadable file.

|_- week-StableFord-Februar Download | PDF settings ~

@ Show inline embed

‘ Settings ~

LINK TO

Media file ~

Figure 6 Upload file Completed

*Note: make sure you click off the button under PDF settings on the right ‘Show inline embed’.

The name of the file is listed, followed by a predefined Download button. When this
page is viewed (rather than being edited) the file name is shown as a clickable link that
displays the file just uploaded. Rather than keep the name of the file there, it is
suggested that the filename is just overtyped with some standard text. You can do this
— it does not change the link to the actual file underneath. Here is the recommended
text to overtype:

(] - - Replace B |/ v ‘

\.f'elfu' File in Browser, or: Copy URL

Figure 7 Filename replaced with more useful text

That's it for adding text to the page.

There is a very important step to remember though — to place this new Men’s Results
Post into the correct category. Looking back at Figure 2, on the right-hand side is the
list of all possible Post categories (make sure ‘Post’ is selected and underlined rather
than ‘Block’). Make sure ‘Mens Results’ is the only category ticked.

Once that is done click ‘Publish’ at the top, and then ‘Publish’ again when the
confirmation dialogue appears. A small black box will appear at the bottom of the
screen. Click ‘View Post’ in this box and you will see what this new Post will look like to
a club member.

If you notice anything wrong at this stage, just choose ‘Edit Post’ in the top black bar
and you can make any corrections. Once done choose ‘Update’ and ‘View Post’ again
to make sure all is correct.

And now, if you visit the ‘Men’s Calendar’ page again you will see this new entry in the
results table:
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eoe ] - < B fs.local e oM + O

-.‘:‘- &% Easthampstead Golf Club ,’ Customise <1 B + New ¢ EditPage Hi, Chris Corbett [ q

MEMEER HOME JUNIORS ADMIN CHRIS (18.5)

EASTHAMPSTEAD GOLF CLUB

At the Downshire Golf Complex, Bracknell
COMPETITION RESULTS

Recent

Any results shown below are officially ratified by the committee. As a result they may be different from those in Master Scoreboard.

Uploaded Competition Date and Result

February 13, 2023 10/02/2023 Midweek Stableford

January 29, 2023 Midweek Bogey

January 25, 2023 Premier League Challenge - Match Day 11
January 22, 2023 January Stableford

Figure 8 The Resulting Post as it appears on Website

Click the title of the result and the new Post page just created will be displayed, and
from there the results file can be viewed or downloaded.

The ‘Recent Results’ table in the figure above displays results from the previous 4
weeks. Older results are displayed in a table at the bottom of the men’s calendar page.

To remove results no longer needed, select the Result Post from the table, choose
‘Edit Post’ then un-tick the category ‘Men’s Results’ and tick the category ‘Deleted’.
Posts in the Deleted category will be cleaned up at a later date.

The following categories of Post are handled in exactly the same way as ‘Men’s
Results’. In each case the resulting Post will appear on a list on the page indicated:

Category Listed on this page

Ladies Information Ladies Information Page
Newsletters ‘Newsletter & Minutes’ Page
Minutes ‘Newsletters & Minutes’ Page
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3.4. Process to Publish a News Item

This is very similar to the steps needed to publish a results file in the last section. Start
with a blank Post editing page, add text and images to it (anything at all), place the
Post in one of the News categories and publish. The new Post (news item) will appear
under one of the News lists on the home page of the web site.

An example will show the similarities to the previous case. Assume we want to publish
an article about the Club Tour Week for next year. It will be in Portugal, and we have
selected the dates and Venue. We want people to express their interest and those that
do to pay a deposit. In this news article we probably want to sell the trip with some nice
pictures of the venue, and to provide an initial idea of the golf courses that will be
visited. So, we shall use a title, picture of the venue, a table with a list of courses, and
some text describing the itinerary.

Start by select ‘+ New’ and Post as previously, when the Post Editing screen appears
make sure ‘Mens News’ is selected as the category:

|- = 1k

Document Block X

.
Ad d t ] t I e Status & visibility ~
Visibility Public
Start writing ar tvne / ta rhnose a hlnck Publish Immediately

[[] stick to the top of the blog

D Pending review

Permalink ~
View Post

https://staging.easthampsteadgolfclu
b.co.uk/?p=2966 (7

Categories ~

Search Categories

D Ladies TeeTimes
Mens News
D Mens Results
[:] Mens TeeTimes
D Newsletters

D Uncategorized

Add New Category
Tags v
Featured image ~

Set featured image

UM Content Restriction -
Restrict access to this content? @

Excerpt v

Discussion v

Figure 10 Creating a News Item
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Type over where ‘Add Title’ is displayed with something like ‘Club Tour to Portugal
2021’. Then click the black ‘+’ below the title and select ‘Image’ from the list of blocks.
A dialogue box for uploading an image will appear:

Club Away Week To Portugal 2021
M=

B Image

Upload an image file, pick one from your media library, or add one with a URL.

Upload Media Library Insert from URL

Figure 11 Adding an Image to a Post

Select Upload, then select a picture that you have previously saved in a folder on disk.
Once selected, the editing page will change to show the image:

_/‘—\ ® = Sa

Club Away Week To Portugal 2021
H| = | o |13 | repace | :

Figure 12 Page after Image Uploaded

Now to add some text, click either in the grey box to the left of the ‘+’ sign, or click the
‘+’ sign and choose ‘Paragraph’ from the block options. Then type any text you want,
as many paragraphs as required. Here is an example:
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on

At the 4-star Pestana Carvoeiro in the Algarve, there are 5 championship golf courses

ready for us to enjoy. Just 45 minutes from Faro airport, this resort is easy to get to and
well worth the journey.

The two courses on the property have strong championship pedigree having hosted elite
ladies and senior championships on many occasions. Pestana Carvoeiro has outstanding
self-catered accommodation consisting of apartments, townhouses and villas as well as
being very close to some of the best beaches in the Algarve, this resort is the perfect
place for families or large groups of golfers.

Pestana Carvoeiro offers the chance to play some of Europe’s best courses in one of its
most stunning locations, a great choice for any golf break.

So now we will finish with a table at the end showing the itinerary in terms of courses to
be played, and then some more text to explain what those interested must do next.
First the table. Click the grey text at the end of the page ‘Start writing or type / to
choose a block’ then the ‘+’ sign that appears at the end of the line. Choose table from
the list of blocks and select 2 columns and 5 rows. The screen will look like this:
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ladies and senior championships on many occasions. Pestana Carvoeiro has outstanding
self-catered accommodation consisting of apartments, townhouses and villas as well as
being very close to some of the best beaches in the Algarve, this resort is the perfect
place for families or large groups of golfers.

actana Carunairn nffare tha rhance to play some of Europe's best courses in one of its
% -~ - : t choice for any golf break.

B Table

Insert a table for sharing data.

Column Count Row Count

2 < 5| - Create Table

Click Create table and type in a day and date in the first column and the name of a
course in the last column. This is only an example, so it does not matter what the detail
actually is. Here is a completed example, including the final text in a paragraph block:

At the 4-star Pestana Carvoeiro in the Algarve, there are 5 championship golf courses

ready for us to enjoy. Just 45 minutes from Faro airport, this resort is easy to get to and
well worth the journey.

The two courses on the property have strong championship pedigree having hosted elite
ladies and senior championships on many occasions. Pestana Carvoeiro has outstanding
self-catered accommodation consisting of apartments, townhouses and villas as well as
being very close to some of the best beaches in the Algarve, this resort is the perfect
place for families or large groups of golfers.

Pestana Carvoeiro offers the chance to play some of Europe’s best courses in one of its
most stunning locations, a great choice for any golf break.

Mon 20 Sep 2021 Gramacho Course

Tue 21 Sep 2021 Silves Course

Wed 22 Sep 2021 Free day

Thu 23 Sep 2021 Alto Golf and Country Club
Fri 24 Sep 2021 Vale Da Pinta Course

Golf Courses Booked for Tour

If you are interested in joining the tour please add your name to the sign up list on the
Club noticeboard at the Downshire. Deposits of £100 will be required by 1st Jan 2021.
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Make sure now that your click ‘Publish’ to save the post, then ‘Publish’ again to
confirm. Also make sure you have ticked the ‘Men’s News’ category box. Once
publishing is complete, go to the home page and in the News and Events section you
will see the new Post:

includes GolfGuard Insurance; it ISR i s s ey Juniors under the age of 12 have
does of course exclude green fees Trophy competitions, playing both s

] _g on a Thursday and one day each normally progressed through the
which you would pay direct to the Junior Academy..

c weekend...
omplex...
Mens Ladies Juniors
Club Away Week To Mixed Pairs Knockout
Portugal 2021 2020
October 29, 2020 September 20, 2020
World Handicap System Ladies Club
August 28, 2020 Championship 2020
Paying Competition July 7, 2020
Entry Fee Golf Monthly Article
August 12, 2020 November 28, 2019

Interim Playing Rules
**Jpdated®*

July 1, 2020

Contact Details

Just click on the title to see the post.

There was quite a lot involved in this post — we created a web page with a title,
followed by an image, then a paragraph of description, then a table providing an
overview itinerary, then a closing paragraph.

A Post can range from just one simple announcement in a paragraph, to as many
blocks of images, tables and text (or any other of the WordPress block types) as you
like.

As you produce and edit Posts the whole process of putting a web page together will
become much easier.

This section about news items applies to Mens, Ladies or Juniors news; just place the
news item in the appropriate category.
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3.5. Static Documents

There is a class of documents stored on the website for viewing that are not dynamic in
the sense of Posts. Instead, they contain fixed, date independent information. At any
one moment in time only the current version of the document is valid. Examples of
such documents are the Club’s Constitution, Disciplinary Procedures and Help
documents. Rather than treating these as a Post, they are handled on the website as
direct hotlinks. As they are not Posts, when they need to be updated (which should be
rare) a different approach is needed.

WordPress allows links to files to be inserted on any text anywhere on a page.
Examples of pages that contain these document links include the ‘Ladies Committee’
page and the Men’s ‘Club Documentation’ page. The picture below is a screenshot of
the Men’s Club Documentation page, with the mouse pointer on the hotlink to the
committee members list. With the mouse ‘hovering’ over such a link, your browser will
show which file the link points to; this can be seen at the bottom of the screen. In this
example it is a long hyperlink to a file called ‘Privacy_Impact_Assessment.pdf’.

,@‘-““‘1""’5’%

MEMBER HOME JUNIORS ADMIN CHRIS (17.7)

Bogp g

EASTHAMPSTEAD GOLF CLUB

CLUB DOCUMENTATION

TOPIC LIST OF DOCUMENTS

Easthampstead Golf Club Constitution
Disciplinary Procedures

Polic .
y Use of WhatsApp Messaging
Equality, Diversity and Inclusion
Data Protection Privacy Impact Assessment

Safeguarding Policy
Safeguarding Adult Safeguarding Policy
Welfare Officer Overview

How to Join a Club Zoom Meeting
Setup EGC Committee Mail Accounts
Adding Information to the Website
Using the Document Repository

Help and Guidance

Handicap Master Manual

Technical Documents ) . .
! Web Site Integration with Master Scoreboard

FOLLOW US ON CONTACT US
Search

Easthampstead Golf Club

Downshire Golf Complex
Easthampstead Park

Display a menu for "https://www.easthampsteadgolfclub.co.uk/wordpress/wp-contentfuploads{2020/11/Privacy_Impact_Assessment.pdf" Wokingham

When you want to replace a file with an updated version, find this file name first. You
will need it to search in the Media Library for the same file. The Media Library is where
WordPress stores all images and documents used by the website.

Of course, you also need to be ready with the new version of the file. This needs to be

in pdf format, in any directory on your PC/laptop/tablet. We search for it and upload it in
the process for replacing the current file. Interestingly, it does not need to be the same

name as the current file.
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Once you know the name of the current file that needs replacing, and you have the
new file ready, do the following to replace it. On the black menu bar at the top of the
screen, hover over ‘Easthampstead Golf Club’ and choose ‘Dashboard’:

Dashboard

755

G ¢

EASTHAMPSTEAD GOLF CLUB

At the Downshire Golf Complex, Bracknell

# Easthampstead Golf Club + New Hi, chris Corbett [l

Screen Options ¥ Help v
Dashboard Dashboard
(=g At a Glance vooa Quick Draft AV
Media
A 74 Posts M &6 Pages Title
Comments
WordPress 5.6.1 running OnePress theme.
Users Contant
Activity AW A What's on your mind?
Recently Published
2 Feb, 1:57 pm EGC 2021 Club Tour
2 Feb, 1:47 pm Club Accounts
1 Feb, 9:48 pm MNew Post
‘ H b .
Choose ‘Media’ from the menu on the left:
() 4 Easthampstead Golf Club P 4+ New 0 Hi, Chris Corbett [l
Help »
@ Dashboard Media Library | Add New Media File
A Posts .
/H ‘ Documents v All dates v Bulk select Search | priv o
B File Manager :

n.: Media

Library

Add New Media File

=

\rivacy_Impact_Ass
gssment.pdf

=

Ladies_Privacy_Noti
ce.pdf

B Pages
¥ Comments

Ultimate Member

Showing 2 of 2 media items
Appearance

Users (8
Tools

Settings

&%, WP Mail SMTP

To help narrow down the search of our example you can type ‘priv’ in the search box
as this example shows — or any part of the file name of interest. The screen above
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shows the two files whose names match ‘priv’, with the one we are interested in
highlighted.

Click the file entry once you have found it and the attachment details screen is
displayed:

Attachment details > X

Uploaded on: 19 February 2021
Uploaded by: Chris Corbett
File name: Privacy_Impact_Assessment.pdf

File type: application/pdf
File size: 367 KB

Title ‘Privacy_\mpact_Assessment

Caption

Description

%

File URL: ‘ https://www.easthampsteadgolfc

Copy URL to clipboard

Required fields are marked *

Replace media Upload a new file

To replace the current file, click the
link and upload a replacement file

View attachment page | Edit more details | Download file
Move to Bin

On the right hand side near the bottom, there is a ‘Replace media’ label. Click the
button labelled ‘Upload a new file’. The Replace Media Upload screen will appear:
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Attachment details

Uploaded on: 19 February 2021

Uploaded by: Chris Corbett

File name: Privacy_Impact_Assessment.pdf
File type: application/pdf

File size: 367 KB

Title Privacy_Impact_Assessment

Caption

Description
%
File URL: | https://www.easthampsteadgolfc

[ Copy URL to clipboard I

Required fields are marked *

Replace media { Upload a new file }

To replace the current file, click the
link and upload a replacement file

View attachment page | Edit more details | Download file
Move to Bin

Click the Choose File button, select the new file from your PC directory using the
viewer that appears, ensure ‘Just replace the file’ is selected and also ‘Replace the
date’. Then click the upload button. A confirmation screen to confirm that the file has

been replaced.

Go back to the web site page with the hotlink, and check that this is indeed the new file.

Because web browsers ‘cache’ data for speed, you may still see the old file at this
stage. To force the new one to load on your home computer, type ‘CTRL-R’ on a PC,
or ‘CMD-R’ on a Mac, or use your browser settings to clear its history before reloading

the web page.

Page 19 of 25



140
ot Easthampstead Golf Club

4. The Document Repository
4.1. Introduction

The club website hosts the document repository — disk storage in which all vital club
documentation can be stored and retrieved. This provides a single, central place in
which club documents can be accessed by all. All updated and new documents
produced for the club should be placed in the document repository.

It is important to distinguish the document repository from the rest of the website, they
are not directly linked. A member viewing the website has no access to the documents
in the document repository. Files in the document repository are accessed in much the
same way as a directory viewer in Windows or a Mac. This can be seen in the screen

shot below:
® e M+ < [ )] W easthampsteadgolfclub.co.uk ¢ ® [I] + 88
@ & casthampstead Golf Ciub B 0 4 New Hi, Chris Corbett [ 1
@ Dashboard Filester - WordPress File Manager Pro Select theme: | Windows 10 v
A Posts : ,
Ny |« * 1w d b & x ] t i ] E EEH O .
. Documents o @ ? L
Media
: Honours B @ o @ @ @ ¢ @ @
B Pages Polices AfaRomeo  AlfaRomeo  Alistair Awayday  BarryMorris Bill Glennon Brian Stapley CaptainsDay  Captains
Safeguarding Shield.docx docx Manson...  Champion. docx Eclectic. Memorial Bowldocx  Prize.docx
® Comments Tempisies ! T 1 I
—_ Trash @B @ @ @ @ o @ @ (@
sers
s Club Club Colin Parratt  Easthampste EGC Open EGC EGC Trophy GB Ace.docx George
’ Tool Captains..,  Champion. docx ad Master, .docx SENIORS.. Master Richardso.
ke [ioc:) [ioc:] *
Y @ @ @ @ @ @ @ @ (@
Gordon ) Griffiths Jock John O'Neill  Junior Club  Junior Knock Matt Carroll  Presidents  Ray Winter
Sandle Cu, Salver.docx  Cockburn PoY.docx Champion, Out.docx docx Putterdocx  League.docx
ﬂ; [ﬂg Iﬂ; ﬂ; ﬂ5 ﬂ; ﬂ; WE ﬂ;
Reg Dawkins  Reg Todd Seniors Seniors KO  Seniors Mid- Seniors Pairs Seniors Silver Fox Smith
Trophy.docx  Trophy.docx  Champion, docx Week (KO).docx Scratch..  Salver.docx  Scratch.docx
B o ﬂ% W
Stevens Tim Barter Tony Tour Plate  Tour Putter
Salver.docx -doox Fletcher C.. docx docx
Documents/Honours Honours Items: 41, Sum: 10.31 MB

Thoole o £onanookin e ok e siDan e losaion coo

Figure 13 How the Document Repository Appears

This is a screenshot from a web browser (Safari), after logging in to the EGC website
and choosing File Manager from the left-hand menu. Like any directory viewer, the
main part of the screen then shows the folders making up the document repository on
the left-hand side, and for a selected folder the files within it in the right-hand side. In
the example, ‘Honours' is the selected folder, and all the word documents in that folder
are shown.
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Only club members who have been allocated the right privilege can access the
repository. You will know whether your account has this privilege because a black bar
at the top of your web browser will be visible:

o O~ < U B8 easthampsteadgolfclub.co.uk (2 @ @ + 88

Solf Club B 4+ New & Edit Page Hi, Chris Corbett fll Q

Dashboard
ey A MEMBER HOME JUNIORS ADMIN CHRIS (18.4)

Gotp ¢

Hover over ‘Easthampstead Golf Club’ at the top and the ‘Dashboard’ option will
appear. Click on this to get to the screen in Figure 1. Alternatively, under ‘Admin’ in the
right-hand menu, choose ‘Document Repository’.

The Document Repository should be viewed as the master location for all club
documents. The latest version of any document we produce must always be stored
here. In this way, important historical records will always be available to any future club
committee.

Effective use of the document repository requires strict adherence to a process of

document editing and update. Bearing in mind an example, such as the club’s

disciplinary policy which is a Word document, the change process would be:

1. Locate the document in the repository.

2. Check out the document from the repository, which involves downloading it to a
folder on your local PC/Mac.

3. Edit the document as required on your PC. Review it if necessary, so that a new
stable version of the document has been produced.

4. Check the updated document back in to the repository.

The same process is valid for just about any document type. Here is the current list of
document types that can be stored:

e Word documents and templates (.docx, .dotx)

e Excel files and templates (.xlsx, .xltx)

e Powerpoint files (.pptx)

e PDF files (.pdf)

e Plain text files (.txt, .csv)

The repository will actively prevent any other document type from being uploaded, but

if there proves to be a need to include other document types the list can easily be
expanded.

The process of using the repository will be explained now in more detail in the following
four sections.
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4.2. Document Process
4.2.1. Locate the Document

Clearly you need to know which document you need, and overtime as familiarity
increases with how the document repository is organised you may know exactly where
it is. In the meantime, there are two clues that will help trace a document as illustrated
in the screenshot below:

€ T £ * S x 'I
~ O 2 E Ll @ .
Documents docx docx docx
Committee @ E @
Honours )
o Club Minutes General Letter S hb
Policies .dotx Document...  Template... €arch box
Safeguarding \
Templates
Trash Topic Folders

Figure 14 Document Location features

The Topic folders on the left are hopefully designed to create a logical and obvious
structure for locating a document. But it may not be completely obvious, for example
the Constitution (a Word document) can be found in the ‘Policies’ folder.

With potentially many documents stored, the best option may be the second, and that
is to use the Search option provided in the top right of the screen. The search box
works only for document titles, it cannot see inside and search on contents, nor can it
contain wildcards. But it can search with a partial title. So, for example to find the
document ‘EHGC Constitution.docx’, you can enter any of the following and it will be
found:

“EHGC”

“EHGC Const”

“EHGC Constitution”

4.2.2. Check Out a Document
This is a fancy way of saying copying it to your PC hard disk.

But in addition, we need to be mindful of the situation where two people may be
changing the same document. In Document Repository applications that you must pay
for, it is usual for the application to ‘lock’ a document once one person has checked it
out. Only that person can edit the document, and it can only be subsequently edited by
someone else once that document is checked back in. But we cannot do that here.

So, we need to ensure we have a manual process that ensures with a high degree of
confidence that one document is not being changed by 2 people at the same time. If
this were to happen, when the documents are checked back in, the first check in will
work and so will the second, but the latter will replace whatever changes were made by
the first person.
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In reality in our situation this is unlikely to occur and anyway we can guard against it by
ensuring no changes can be lost as described above. Most committee roles are
individuals that at any moment in time are looking after their own roles’ sets of club
documents. Even so we can additionally do a couple of simple things to mitigate this
problem, with one of those steps included in the checkout process:

1. Having identified the document we wish to change, send a message on the Committee
WhatsApp group giving the title of the document and that you will be checking it out for
changes. Agree priority with anyone who admits they are editing it too.

2. With the document showing in the directory viewer of the repository, right click over the
document with the mouse and a context menu will appear as shown below:

= 0 4 C p’ =} o e . e
Documents m&
Committee m Select files
Honours open
Policies
Download
Safeguarding
Templates Open a folder
Trash Preview

Copy

Cut

Duplicate

Into trash

Hide (Preference)
Rename

Invert selection

Get info

Just choose ‘download’ in this menu to save a copy of the file on your local PC or Mac. This
will be the file that you now edit to your hearts content.

The document is now ‘checked out’.

4.2.3. Editthe Document

In this step the repository itself plays no part. You only use Word or Excel (or whatever)
locally to change the copy you have created. Modify it however you like, but bear in
mind that to avoid unnecessary check-in/check-out cycles it is best to be absolutely
sure all changes are finished. It maybe that a review cycle with other committee
members is required, and it is best to complete this and any subsequent changes
before checking the document back in.

Basically, aim for completeness and stability before checking back in.

4.2.4. Check In a Document

Have the updated document you want to check in visible in a directory viewer and also
have the Document Repository window open. You will find that you can just drag and
drop a file from its local directory to the document repository, but this isn’t so easy to
screen capture. So here is the slower (but still quick) way of doing it:

First, right-click in a blank area of the Document Repository screen and you will see a
slightly different context menu than if you right-click over a file:
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Documents docx [ docx] docx
Committee @
H
ﬂh?urs Club General Letter
Policies Minutes.dotx  Documen,. Template .
Safeguarding
Templates
Trash
Back

Go to parent folder
Reload

Upload files

MNew folder

MNew file 4
Empty the folder

List view

Sort »
Select all

Get info

Full Screen
Figure 16 Context menu with no file selected

In the menu you will see the option ‘Upload files’. Select this option and the screen will
change to show a file selection dialogue box:

Documents = [docx] [ docx ]
Committee m @ E

H r
Dh{_ju : Club General Letter
Policies Minutes.dotx Documen..  Template...
Safeguarding
mplates *  Upload files - Templates
Trash

Drop files, Paste URLs or
images{clipboard) here

or

Select files Select folder

Figure 15 File selection dialogue for Upload

Note that you have the option of now dragging the file on top of this dialogue box, or
you can choose the select files option. The latter gives you a directory viewer on your
PC to select the file you want to upload. Using either option to select the file to upload
then causes an ‘actions’ dialogue box to be displayed as shown in the next screenshot:
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Documents [ docx AN coc AN oo [N
Committes m @ m
Honours ) .

Club General Letter
Policies Minutes.dotx Documen.  Template .

Safeguarding

Trash *  Upload files

Item named "Letter Template dotx" already
eists.

Replace old file with new one? (If it contains
falders, it will be merged. To backup and replace,
select Backup.)

Cancel Rename Backup Na Yes

Figure 17 Options Available when Checking In

So, which of these should be used? First a brief summary of what each will do using
the example above:

Cancel Do not check in the updated file

Rename  Automatically rename the file: The new file becomes ‘Letter Template-1.dotx’,
while the original file is still retained using the original name.

Backup The old file is renamed: ‘Letter Template.dotx’ is renamed to ‘Letter
Template~.dotx’, while the updated file becomes ‘Letter Template.dotx’. If
‘Letter Template~.dotx’ already exists then ‘Letter Template~1.dotx’ is created

and so on.
No Do not check in the updated file
Yes Just overwrite the file in the document repository with the new one.

For safety reasons, it is probably wise to retain a copy of the original file. So at least for
initial usage make sure you choose the ‘Backup’ option. That way we will all know that
any file with a ‘~’ in its name is an original unmodified file that could be returned to if
any problems arise with the updated version.

This backup function is also the second step in mitigating against two people updating
the same document at the same time, because we always have all the updated copies
available.
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