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How new members log into a Free Toast Website

1) Click on Member Login, in the Members Only section on the left hand side of the website
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Build Confidence

You might think that the first benefit would be the advantages that
flow from being able to speak confidently in public, but the most
powerful benefit is the improvement in your confidence and the
image you project on others.

Succeed in Business

It's not the most technically brilliant that win contacts, It's the
individuals who can communicate their ideas to a group and
powerfully persuade others.

Live Life

Being able to introduce yourself and share "small talk" is one of the
easiest ways to increase your group of friends. aquaintances and
general influence.

re good communicators




2) Start typing your name or email address, when your name appears click on it.

‘ Club Member Login x®

You must be registered by the administrator of this website
before logging in. If this is your first time logging in. or if
you forgot your password, just select your name and click
"Authenticate / Login" without entering in a password. An
authentication link will be e-mailed to you.

Enter Your E-mail or Name, *Then Select Your Name*
Norman|

| NOrman S (00091321)

Authenticate / Login

i

3) IF YOU’'VE NEVER SIGNED IN BEFORE, leave the password field blank, and you'll receive an email
to set your password, otherwise, type in your password.

How do I sign up for a role?
1) Login as a member to the website
2) Click on ‘Meeting Agendas’
3) The most current agenda should be shown, or click on ‘View Another Agenda’ and choose the
meeting you want to sign up for.
4) Click on ‘Sign Up’ for the role you want!



How can I set the members schedule in advance for the agenda?
Only the Toastmaster for the meeting, VP of Education or the Website Administrator can change
members.

1) Click on the pencil on the agenda

2) Scroll down to the role you want to assign
3) Click on the drop down arrow, and select the person for the role

Meeting Agenda x
[T] This should be the first item on the meeting agenda B
Role / Agenda Item
07:00PM Toastmaster 2 . ﬂ
07:05PM The Toastmaster opens the meeting and introduces

the otherroles. =1
[[21Norman Davie, ACS, ALB [~ |
07:05PM Speaker #1 2 . ﬂ
07:20PM The first of three speakers for the meeting who give a
prepared speech from one of the many Toastmasters =]
manuals.
=]
[-1 [=]
07-20PM Select Member 2
o07-35PM | [0 ] ANdY ki ceting who give . ﬂ i
[ 0] Carole s, DT y Toastmasters @
[ 0] Chuc kd—
[ 0] Denise @ =)
0 ] Edie i
07:35PM & . ﬂ
o07:55PM | [0 ] HElEna e ing who give a
[1].Jay d— Toastmasters =]
[ 1] Kusayla ‘e
[ 0] Lisa b 2
[ 0] Michae! dmie
o07-55eM | [ 1] Normandemme, ACS. ALB o . ﬂ
08:05PM | [ 0] Ray s -
[ 0 ] Ron e
[-]
Vi



How do I add a member to the website?
1) Login as Site Admin
2) Click on ‘Launch admin console’
3) Select ‘Membership Management’
4) Putin the users first and last name only and an email address with optional phone number
Spaces only between fields
5) Click Save

How do I send a new member a website welcome email?
1) Login as Site Admin
2) Click on ‘Launch admin console’
3) Select ‘Membership Management’
4) Scroll Down to ‘Send Member Welcome Message’
5) Select the member from the drop down list
6) Click Save

How do I assign an officer on the website?
1) Login as Site Admin
2) Click on ‘Launch admin console’
3) Select ‘Membership Management’
4) Scroll down to ‘Assign Officer, Guest, Former Member Status’
5) Click the dropdown menu for ‘Select Individual’
6) Click the dropdown menu for ‘Select Role’

How do I add a meeting to the calendar?
Creating an agenda for the meeting automatically puts an entry in the calendar



How do I put a picture on the website
To put photos on the website:

Example: Putting photo on main website page

1) Login as admin

2) Launch the admin console

3) Select ‘Club Website Settings’

4) Scroll down to main content

5) Click where you want the photo to be
6) Click on the Image button (see pic)

| Site Administration

© Your main heading is the title of your opening section on your homepage. This should describe the content in the next
section, main content.
Main Content
E] source
@ AE@®oslEE
Siyles - Mormal - Font ﬂ
Build Confidence
‘You might think that the first benefit would be the advantages that |=
flow from being able to speak confidently in public, but the most
powerful benefit is the improvement in your confidence and the
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7) If the photo isn’t already on the website, click the tab ‘upload’, browse for the picture on your
computer, then click ‘send to server’

Image Properties .

Image Info  Link Upload Advanced

Senditto the Server

Send it to the Server

A

8) Click Image Info tab, click Browse Server, and select the image you want to use



