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ROLES & RESPONSIBILITIES
MAROC Webmaster: Roger Coombs; webmaster@marocscotland.org.uk
Third line Support: Paul Frost (ECKO); paul@pfweb.co.uk
MAROC Editors  & Responsibilities
Each person will have the ability and access rights to post any material but in order to apply a measure of consistency and order please use them in the roles assigned.
· Marjorie Mason – General  Notices
· Alastair Marshall – Fixtures Details
· Sarah Dunn – Publicity / Event Reports
· Roger Coombs – Updates to other standing items / catch all.

KEY POINTS
You need a username and password to add information to the MAROC web site. This is available from the MAROC webmaster.
Log in to the Control Panel via the link at the very foot of the MAROC home page (in small type).
Publish and Edit sections are the only tabs normally used.
The web site is basically a database containing records of information. There are four categories, each with a different data entry screen – accessible via the Publish and Edit tabs.
· Contacts
· Mapped Areas
· MAROC Fixtures Details
· MAROC Info and News
The Control Panel Publish tab enables posting of a new record.
The Control Panel Edit tab enables editing of an existing record. 
If you update a record with newer versions of material (e.g. images or attached documents) be sure to delete them and save the record first before adding the updated material and saving it again
Be sure to follow the guidelines that appear alongside many of the record fields. They are there for a purpose.
Only post images/photos that are sized for the web – rather than very high quality photos which will eat up disk space.
Take care to get the posting date right so that the entry appears as you want it.
A record will not appear without a Category having been entered. 
Look at previously entered records for examples
Name images and attached documents meaningfully. It’s often good to prefix an image name with the date and event (e.g. 110401JKDay1ANOther – not date is reversed for effective sorting purposes – i.e. this means 1st April 2011). 
Roger Coombs
11th September 2011
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