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Working with the Member Wizard Web Template

The Member Wizard Web template is designed to give organisations a clean, good
looking website with all the functionality they need to manage their requirements whilst
being simple enough so someone without web programming knowledge can easily
design and maintain it.

To manage your website, your Member Wizard User name must have been given Full
Web Site access for the Role attached to your User login. Having said that you do not
need to have a Member Wizard subscription. Member Wizard provides free accounts if
there are less than 30 members in your database so if you only want to use the website
component of Member Wizard you can do so asily and inexpensively.

How to obtain a Member Wizard website template URL

If you would like to try designing your own site and do not have a current Member
Wizard account with us, you must first create an account with Member Wizard. Click
the Free Trial button on our website and provide your preferred login name and the
name of your organisation. You will be sent a link with a temporary password. Once you
have logged into Member Wizard, as the first login account you will have User Manger
rights to your account which includes full web access rights.

@ Features v Pricing Testimonials Support Contact Us (Tes:Drive) CWebsileTelerive) CBcokaZoom)

GROW & MANAGE

SCALABLE MEMBERSHIP
SOLUTIONS

Supports peak bodies with an overall view of branch membership data.Scalable for
organisations of any size, from small volunteer groups (up to 30 members free) to
500,000+ members. Tailorable for your specific needs.

Member Wizard helps Not-for-Profit groups and committees:

* Membership & Payments: Accept dues, update details, and pay invoices online

« Events & Classes: Register and pay for events; members sign up for classes and
events online.

+ Document & Information Access: Access secure agendas, minutes, and
organisational materials.

* Accounting & Reporting: Cash-based system with full financial reports and
transaction tracking.

l Start Free Trial

Click on the Website menu item and check the box which says Yes | would like to

transfer our website to the Member Wizard website. Don't worry this will not cause
anything to change in your current web arrangements - it just allows you to send us a
request. We will then forward you a temporary URL you can use to access your new
website and design it to suit yourself. Once a template is added to your database you
will also be able to access it via the Website menu item in your Admin Portal.

As soon as you have your website template attached to your organisation’s account you
can book a Web Template Zoom session with us by clicking the Book a Web Template
Zoom menu item in Website menu in your Admin Portal.
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When you are happy with the design you then need to contact us and we will start the
process of making the website publicly available. This may entail either transferring your
current web domain to the new site or inserting a redirection on your current web
domain to send people to the new site.

How much does the Web Template cost?

When your website is first published there is an initial set up and hosting charge for the
first year of $450 plus GST charged. Subsequent years the charge is only $150 plus GST.

Included in this charge are 3 Zoom training sessions with our web support member
which can be booked from our home page on the Book a Zoom link at the top of the
page. If you require more than 3 sessions they will be charged at $50 per hour plus GST.

Also included in this charge is the cost of hosting your website and your domain (only if
itis moved from its original hosting location). We will also include the cost of obtaining a
domain for you if you do not already have one.

Please note that our web hosting provider cannot provide domain hosting for any .org
domains, nor can we provide domain hosting for you if you use your domain for sending
emails.

In such cases, we will provide you with some changes for you to make to your existing
domain hosting record’s DNS which will redirect the domain to the new site.

How do | access my web template?

Firstly, advise us that you wish us to provide a web template associated with your
Member Wizard database.

You do this by logging into your Member Wizard account, clicking the Website menu
item and checking the box marked Yes, | would like to transfer our website to the
Member Wizard website.

This will send us a message, and we will advise you when your template is ready.

To access your template, you simply return to your Member Wizard database, click on
the Website menu item and click the Website Template link which will have replaced
the previous application form.

How to get started designing your website

You log into the Admin Portal of your Member Wizard account using your Member
Wizard login and password at the Login link in the top website menu (see image below).
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Features v Pricing Testimonials Support Contact Us
ER
ZARD ) . ,
Test Drive Website Test Drive Book a Zoom

Once you have logged into your Admin Portal go down to the Website menu item and
click Website and select Visit Preview Website.

You will be taken to the login page for your web template.

® Login

Using your Member Wizard login credentials, login to the site.

If you receive a message saying you are not authorised to edit the site it will be because
your Member Wizard login has not been granted Full Website Access rights. In this
case you need to contact your Member Wizard Administrator (the person who first
created your Member Wizard account or whoever has Administrator access to your
Member Wizard database).

You will notice that once you are logged in, the text on the Website admin page will

change from Login to Settings. To start click on the Home menu item.

Copy Edit version to Live
Copy Live version to Edit

Archived versions

Copy Archived version to Edit

Log out to Live version
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A Brief Note about page elements in the Website Template

Once logged in you will see that various areas of the web page have either a green,
purple or orange line around them with an edit pen in the top right corner.

The outer green border defines the element of Page. The purple border defines a
Section, and the orange border defines a Panel.

The three elements are described in more detail in the following sections.
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Website Settings

Working with the Page menu

Google Analytics By hovering and clicking the green edit pen located in the top
right-hand corner of the page, you will see the Page menu

Page Settings (shown left). We’ll look at each menu item in turn.

Editor View

View Page

Manage Pages

Add Section

Website Settings

Default Website Colours

Header Colours Reset Header

Menu Font Size  Normal (16px) v

Website Favicon

pg. 7

Website settings

From here you choose the colours both for
your website, using Default website colours
and for the Header of the page. Header
colours will define a band of colour at the top
and bottom of your page into which appears
your Logo and the menu. You do not need to
colour this if you want to have a page with an
all-white background but sometimes a header
can look quite effective. Should it be required,
you can Reset the Header to its original
version. This is also where you can set the
size of the text in the menu bar. The Fav lcon
button will allow you to upload a logo to be
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There are other places throughout the website where you can choose colours. The
example here will show choosing Background Colours for the website from Default
Website Colours. Clicking Background Colour will open the extensive colour palette

menu shown right.

e |
st 1 Colo o o
N
Heading 2 Colour “ PaleTurquoise “ m Gold
. ]
pesding s Golour Lo | [
Text Colour m Tk YelowGreen Siver m
MedumTurquoise LawnGreen UghtGray Knaki

= [ [ o

Background Colour :] e e o — e T m
- = - —

m LightBiue MediumSpringGreen Linen PapayaWhip m

J I PowderBlue PaleGroen OldLace BlanchedAimond m
o onen R— e

Azure AntiqueWhite NavajoWhite MedumSlateBlue

You can choose a colour for the background by simply clicking on one of the colours. If
you need a particular colour, you can enter the colour’s special hex code into the box on
the top right of the screen. Forinstance, the hex code of white is #FFFFFF. Another very
convenient feature is found on the top righthand side of this menu, Pick From Screen.
If you click this button, it will display a round circle that you can move around your
computer screen. To select a colour, hover this circle over the colour you want and
click. It will automatically record the hex code for the colour you clicked on and load
this colour. Please note that the Pick From Screen option does not appear if you use
the Safari web browser (common for Mac users). Instead use Chrome and this button
will appear.

If the Website login page is accidently deleted, it can be restored using this menu.
Note: If the Website Login page already exists then the Restore Website Login Button
will not appear.

This page is also where you setup your Favicon. What is a Favicon? It’s the small image
which appears in the website page in your browser. Upload your chosen image or else
the Member Wizard logo will appear there by default.

( @ Home - Member Wizard x | @ Members x |F;' Izgm x  + v
23 my-test-organisation-mw.web.app G W H

A note regarding using Colour in your website

Colours should be used sparingly. Some colours are not friendly to those with eyesight
issues such as colour blindness. Work on the principle of defining a limited colour
palette which consists of a background colour (bearing in mind accessibility issues), a
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complementary darker shade to use as a Header colour (if desired) and a contrasting
colour to be used for emphasis. The overuse of colour is one of the key indicators that
the site is not professionally managed - Remember when it comes to colour, less is
better.

The Link/Menu colour (see image at
left) will set the colour of your menu

text at the top of the page. Note that
it will also dictate the colour of links

Heading 1 Colour Black used within the pages of your

website.

Default Website Colours

Heading 2 Colour DimGray

Be careful if you have a dark header
Heading 3 Colour and decide to use white text because
links will be white against a white
Text Colour Black background and therefore invisible.
To remedy this, highlight the link in

the page edit’s Text Box and use the

Link/Menu Colour RoyalBlue

Text colour icon to change the colour

Background Colour PapayaWhip .
of the link text.

Google Analytics

You can measure traffic to each

Google Analytics of your website pages by setting
Google Analytics on your site.

Connect Google Analytics to see how often each Click the Setup Guide for
website page is viewed and how visitors use your instructions on how to do this.

website. Leave blank to turn off analytics.

The o can provide

Save and copy the edit version to Live to apply

changes. further

Sonm culds information on configuring your
site.

Analytics ID 0
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Page Settings

On the Page Settings screen the

be set.

Caption
Home

The Route is what the name of the page
Route which appears after the / at the end of

the URL. For instance, for a

Padding Top Padding Right Padding Bottom Padding Left

10px 10% 10px 10% Membership page you would use say,

Membership. The route to this page

10% would then be
www.yourwebsitedomain/membership.

[ MenuOnly If you do not set this field then the page
[ Hidden Page will continually rename itself to its

] Protected Page original Page-1 or Page-2 name and

[C] Custom Page Type

revert to the home page.

0 Duplieale Fage e The only exception where you should

m not enter the route is the Home page.
Leave it at set at route.

The menu allows adjustment of the space, (Padding) surrounding sections, on your
page. You should use % measurements for horizontal padding as it will allow your page
to adjust easily from large screen down to phone or tablet screens.

Gaps however should be defined in pixels (px) as these make incremental changes
possible.

Note that there should be no space between the number and unit. Forinstance, 10%
not 10 % or 5px not 5 px.

To prevent a page from being accidentally deleted, use the Duplicate Page button and
add a Custom page type (see below). Pages can also be deleted using the Delete Page
button on this screen. Pages can be desighated as a Hidden or a Menu only page here.
There is more information on these pages on p 8 & 9.

Custom pages
Atypical use for Special Pages is to manage the Login
menu item in your page header (see image above).

WEB SITE LOGIN There are 3 special page types (= Custom Pages) you

MEMBER PORTAL LOGIN can add to your menu.

MEMBER WIZARD LOGIN Menu Portal Login. This is a page which will allow
members to log into your Organisations Member Portal.
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Admin Portal Login. This is a page which will allow members to login to their

organisation’s Member Wizard Admin Portal.

The Web Site Login page is a protected page.

It cannot be deleted and is where you login to manage your website.

How to set up Custom pages

Manage Pages

Row 1

Homey
Gallery
Membership
Classes
Events
Contact Us
News
Gallery

FAQs

vV vV vV vV vV vV v VvV Vv v

Login

A

Member Login

4 admin portal login

> Menu page

> Documents

Add Page Close

To set up custom pages click
the Green edit pen and select
Manage Pages (see left).

Scroll to the bottom of this
menu and click Add Page.

Double click on the new page
you have created to access the
page settings (see right).

Check the box marked Custom
page type to add a custom page.

Page Settings

Page 5

new-page-5

10px 10% 10px 10%
5%

[ Menu Only
[ Hidden Page

[ Protected Page

[J Custom Page Type

© Duplicate Page ¥ Delete Page

Please note that the Member Portal page will not display

correctly until you have logged out of your production page

(copied edit version to live) and refreshed your website

page. If you return to your member portal page without

relogging in, the member portal login should appear as expected.

Examples of each of these are given below with the appropriate set up.

Member Portal Login

Page Settings

Coption
Member Portal Login

[J Menu Only
[J Hidden Page
v Protected Page
v Custom Page Type
« Member Portal Login

[0 Admin Portal Login

D Duplicate Page
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Admin Portal

Page Settings

Caption
Admin Portal |

[0 Menu Only
[J Hidden Page
v Protected Page
v Custom Page Type
[J Member Portal Login

+ Admin Portal Login

) Duplicate Page

Website Login

Page Settings

Website Admin
login

1 9 F F
10px 10% 10px 10%

[J Menu Only

[ Hidden Page

[J Custom Page Type

©) Duplicate Page
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More about the Manage Pages

We have already seen how to set up custom pages. Manage pages dictates how our top

menu (shown in blue below) will be set out.

XXXXXXX

HOMEY GALLERY MEMBERSHIP CLASSES EVENTS CONTACTUS NEWS GALLERY FAQS MENUPAGE DOCUMENTS

LOGIN +

You can change the order of the menu items by dragging and dropping them to your

Manage Pages

Row 1

Homey
Gallery
Membership
Classes
Events
Contact Us
News

Gallery

Yy vV VY VvV VYV VYV VYV

FAQs

Menu page

Row 2

»  Login
4 Member Login
4 admin portal login

it

start of this section.

preferred order using Manage Pages and designate which pages will
be submenus.

Note that in the Manage Pages image at left, some pages have an
arrow pointing to the right (see Login) and some are pointing to the
left (Member login and Admin Portal Login). This means that Login
will be a top Menu item and Member Login and Admin Portal Logins
will be submenus of Login. To change a page from a submenuto a
top menu item (and vice-versa) simply click on the arrow to change
its direction.

In addition, you can add a row so that your top menu is spread over
two rows using the green add row button. Drag and drop menu
items that you want on the new row as shown in the image at the

Please note that for all the menu items except home and the custom pages discussed

Page Settings

Caption

About Us|

___ youshould set the route for that page.

An example is given left. The About us page is
given the route about. Don’t forget to assign a

about

10px 10%

Menu Only

Protected Page

O
[ Hidden Page
O
O

Custom Page Type

route to all new pages that you create otherwise the
route will revert to the home page.

D) Duplicate Page # Delete Page
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Editor View

Simulate different screen conditions inside the editor.
Compatible display settings automatically save to the
current preview size and below.

Preview Mode  Live Browser v
Orientation
Preview 0
Width (px)

Uses your real browser width and saves
display settings to all screens

View page

In Editor view you can see how the page is
going to display when scaled to various
devices.

Simply choose your Preview Mode option _
live Browser, Desktop preview, Tablet Preview
or Mobile Preview.

Then choose Your Orientation — landscape or
portrait.

Finally choose the actual width of the area in
which the view will be displayed.

View Page is used to access Hidden pages. In the
'age Settings

image on the right, you will see a tick box called
Hidden page.

Page 5

new-page-5

These pages are used usually to hold text which is

10px 10% 10px 10%

carried over from an article or other piece of texton a

A previous page. It is usually accessed by the reader by

clicking a link which says something such as “Read

m more

[ Protected Page

[] Custom Page Type

” As the page does not appear in the menu the
only way to access it to build and design it is via View

r——— Page. See the image in the previous section which

E=n has a greyed-out page called hidden as an example.
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Menu only pages

These are pages designed to act as a parent anchor for

a subset of child pages such as in the example below.

Copt
Page 5

Here we have a Menu only

wpg S page (called Menu page) with MENU PAGE ~

= il = o 3 child pages beneath it. There

= is no actual Menu Page. It is MENU SUB PAGE 1
purely there as a parent

Dl issen Fros anchor for the other 3 pages MENU SUB PAGE 2

[ Protected Page

O Custom Page Type beneath it. MENU SUB PAGE 3

D Duplicate Page

[ save |

It is quite often used for Membership information with the first subpage being New
Members, the second being Renewing Members and the third being the Member
Portal. Each page can then contain both the buttons for these functions as well as
information about accessing them.

Your Logo
Your logo in your Member
Wizard admin database m;ﬂw
. . XXXXXXX L
willinitially appear in the g Sy I
top left corner of your WIZARD —

template. Quite often this

appears very large. To reduce the size of the logo click the orange edit pen in its top right
corner (see image above left) to access the Edit Logo screen (image top right) where
you can reduce its size. You can also replace the logo with another image by checking
the Use Other Logo box and uploading an alternative logo.

The Name of your organisation

Initially a text box containing XXXXXXXXXX will appear adjacent to your logo, as shown
above left. This can be edited to your organisation’s name, deleted or reduced to only a
small percentage. Doing this will allow your menu to fit further along the top of the page.

Should you accidentally set the panel width to 0% and you find it has then disappeared
you will have to Reset Header in the Website Settings menu.
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Adding a Section

Each page needs to contain at least one section if it is not a menu only page. To locate
the section, you have added from the menu item hover your mouse over the top of your

page to find the section which is bound by a purple box. Sections hold panels (see
later).

(D Login @ Home - Member Wizard @ Members @) Login [ what is a website favicon - Google Se...
Website Settings
KXXXXXX HOMEY ~ GALLERY ~MEMBERSHIP CLASSES EVENTS CONTACTUS NEWS GALLERY FAQS MENUPAGE DOCUN page Settings
MEMBER q e
WIZARD Manage Pages

Below you can see the added section (purple box), the purple section edit pen and edit
section menu.

@ XXXXXXX HOMEY ~GALLERY MEMBERSHIP ~CLASSES EVENTS CONTACTUS NEWS GALLERY FAQS MENUPAGE DOCUMENTS

LOGIN +

' [

©2026 Al rights reserved. Powered by Member Wizard Section Settings

Add Section Before
Add Section After
Add Panel

Move Section Up
Move Section Down

Delete Section
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Working with the Section menu

Once you’ve added a Section to your page you can hover, then click on the purple edit

pen in the righthand corner to view the Section menu.

Section Settings

Here is where you set the details of the Section. Sections can run
jol either horizontally or vertically along or down the page depending on

Section Settings your design requirements.

Add Section Before

Add Section After You can add sections before or after the section you’ve inserted or
Add Panel move sections up or down using this screen.

Move Section Up

The Section Settings

Move Section Down —_

screen allows you define

whether the panels in the
section to be horizontally Section Width  100%

or vertically aligned.

Delete Section

Section Height  Auto -

To align 2 sections side by side, change the
section width to approximately 48%. For 3 ey

sections set the section width at about 30%. Justity  Left .

The Gap between panels can also be

adjusted in this menu. You can 2 or 3 sections ——

side by side. In a handheld device, like a ool | save |
mobile phone, sections will run one above
the other, depending on the section width.

The Section height dictates how the sections will align on the screen. This s
demonstrated in with the images below. This picture has been produced with three
sections with a Gap of 5% and section width of 30% - see section settings below.

In the firstimage below, the section height is set to Auto. Notice that the top of the
three sections are all aligned perfectly.

Section Width  100%

Section Height ~ Auto

Auto v
Gap Between
Panels  Fill Row Height

Justty Custom Minimum Height
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If the Section Height is set to Fit Row Height the sections are scaled to the same size
as shown below.

If the Section Height is set to Custom Minimum Height a new

screen appears. Here the minimum height of the section (in px)
e is set. Inthe example below with 3 sections the minimum height
s commennien - | js set to 500, 400 and 200px respectively (left to right). Notice

Minimum Height  300px

how adjusting this setting allows you to frame the pictures
without too much background above or below.

Gap Between Panels  Spx

Justity  Left

Lo | oo ]

Section Colours

By clicking on Section Colours button in Section Settings the colours in your section
can be defined. In the sections above,
the Background Colour is wheat as an
example. Remember you can also add a

ekl specific colour by entering the colour’s

Heading 2 Colour

Heatog 3ol Hex code or using the Pick From Screen
o o functionality.

Link/Menu Colour

Background Colour Wheat

Section animation

Clicking on the Animation Settings button in Section Settings allows access to the
Section Animation settings. Here you can animate a section. The duration of the
animation and the delay before an animation begins here are set here using slider bars.
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Animation Types are shown left below. The
default setting is no animation. Options include
Fade in, Slide up, Slide in leftand Zoom in. The
animation is quite gentle and adds a modern
and professional look and feel to your website
design when used judiciously.

The other animation setting is
Reveal Proview Repiay trigger. This means what will Hoveal Proviow T
RS, make the animation start. In
Animation SAMPLE PANEL
e the example shown at left the Animetion
animation will start when the eyl
aninaton yoe [ X section is loaded, for 750ms
. No Animation v With 125ms delay‘ Animation Type  Fade In
Fade In
Duration Swiep Trigger  On Scroll
Slide In Left
Delay Zoom In Duration 750ms
b o
[ cancel | save ] DE’BY_.F » 125ms
[ cancel | save
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Add Panel Select Panel Type

Sections are designed to hold Panels. Simply click the purple edit

section pen and click Add Panel to access the Select Panel Type Text Panel
menu. Search Panel
Shown right are just a Q&A Panel
- 6| selection of the B

Section Settings available pa nels-
Carousel Panel
Add Section Before Panels are bound by an

Add Section After oran ge pen and h ave an Gallery Panel
orange edit pen in the Google Map Panel

top righthand corner. PDF Panel

Move Section Down

Delete Section

Each panelwill be
Calendar Event Panel

discussed in detail on

the following pages. e

Link Panel

Facebook Panel

Contact Panel

o

s s Edit Text B
The U3A's Origins e e

. . ) ) . i . . . i Move Text Box Up
The University of the Third Age (U3A) is an international movement whose aims are the education and stimulation of mi
of the community - those in their third 'age’ of life. The 'third age' is defined by a time in your life (not necessarily chronol
the opportunity to undertake learning for its own sake.

Move Text Box Down '
Delete Text Box
University of the 3rd Age (U3A) started in France at the Faculty of Social Sciences in Toulouse in 1973. It was started by

France the Third Age University is mostly associated with a local university. Add Panel Before

By the early 1980s, the scheme reached the United Kingdom where its nature was radically changed to be more a self-hi  Add Panel After
model is also used in Australia, Cyprus, Dominica, New Zealand and South Africa where it was recognised that most pec

N L L L L N S S N Ve S Ry SO s 2

In the example above, a new Text Box panel (orange rectangle) is sitting above a text box
that already contains text about the U3As origins. To add text to the new text box panel
select the Edit Text Box.

You can use this menu to manipulate panels (orange box) within a section (purple box).
In the example of the section below there are 3 panels stacked vertically:

1. A text panel with the word Hello
2. A picture of a pot plant (a picture panel) bounded in an orange box and

3. A text panel with text about U3A origins below.
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The orange edit button of the Picture Panel has been clicked and reveals extra menu
items to move this panel up or down, duplicate or delete it. Additional panels could
also be added before or after the picture panel shown.

Hello

o

Duplicate Picture

Edit Picture

Move Picture Up
Move Picture Down
Delete Picture

Add Panel Before

Add Panel After

The U3A's Origins

The University of the Third Age (U3A) is an international movement whose aims are the education and stimulation of mainly retired members of the community - those in their third ‘age’ of life. The 'third age' is defined by a time in your life (not
il where you have the to undertake learning for its own sake.

University of the 3rd Age (U3A) started in France at the Faculty of Social Sciences in Toulouse in 1973. It was started by Prof. Pierre Vellas. In France the Third Age University is mostly associated with a local university.

By the early 1980s, the scheme reached the United Kingdom where its nature was radically changed to be more a self-help organisation. This model is also used in Australia, Cyprus, Dominica, New Zealand and South Africa where it was
recognised that most people of retirement age have something to contribute and the emphasis has been on sharing, without formal educational links.

Many English-speaking countries have followed this model, whereas continental European countries have mostly followed the French model. For historical reasons, lifelong leaming institute is the term used in the United States for organisations
and similar groups. There is no universally accepted model for the U3A.

The first Australian U3A opened in Melbourne in 1984 with many other U3As rapidly opening across the country. There are now about 300 U3As in Australia, with about 100,000 members. The Australian model has U3As established as
groups, with their istration and curriculum according to the needs and interests of each group.

In Queensland, U3A is the largest provider of adult education programs for retirees. All programs are provided by volunteers. There are now 35 U3A groups in Queensland.

The following pages will discuss each of the different panel types and how to work with
them and arrange them within a section.
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Working with Panels

Here is full display of the Panel selection list:

Arranging Panels within a Section

You can run Panels horizontally across the section or vertically down the section. If you wish to
run Panels horizontally simply create a Section 100% width. Add
Panels with widths which will fit within the 100% available. For

pmi instance, for 2 Panels side by side each should be around 48% wide.
S This will allow a gap for the space between the Panels. Vary this width
incrementally until both Panels sit beside each other. For 3 Panels the
width of each should be around 31% allowing for the gaps.

Select Panel Type

Q&A Panel
Picture Panel
Carousel Panel

e If you want to have your Panels running vertically down the section one

— under the other but you also want to have 2 Panel sections beside one

— another then you need to make each of the 2 Sections containing the
columns of Panels at a total width of 100% less the gap between —
o usually around 48% for each Section. Each Panel will then be 100% the

e width of the Section.

Calendar Event Panel

Download Panel

Contact Panel

Classes Panel

Events Panel

New Member Panel

Renewing Member Panel

Member Portal Panel

YouTube Panel

Types of Panels
Text Panels

As the name suggests these
are for adding text on your
page. To access the Edit Text
Box menu click the orange
edit button on the top
righthand side of the text
panel. Enter text into

the panel by typing in the area
provided. Use the Section

pg. 21




The Member Wizard Web Template Handbook

settings (Purple edit button) to specify background or text colour.

Itis possible to change the font size, colour, appearance using the text box menu, just like in
word.

Some handy features include a link button ® 10 make links to both internal and external
webpages (but remember if you have set links/menu colour in Default Website Colours to

white it won’t be visible on the text page and you’ll need to find it by highlighting and changing
the link text colour).

Clicking on the link button in the Edit Text Box menu opens a new link menu (see under
newsletter in the above image). Click on the pen to edit the link menu.

Edit Text Box

=B i U A A 4 2T T T = = E~-iE-=E =E &2 @ 8B O W - 8 2

~
SN

What's happening?
Discover what's been happening recently at our U3A and find out what's coming up.

Weekly news Newsletter

B &g 72 W

Panel Width  100%

Internal pages in current website

To link to an internal website page follow the sample below
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Latest news

Latest news

il Wid
["] open in new tab

Update

A word of warning. This link will not work until you have copied your Edited page to Live. If
you try to use it before then it will simply reload the home page and log you out. If you
check the box marked Open in a New page so that both the existing page plus the new page

will be open simultaneously in separate tabs. This may or may not be appropriate for your
purpose.

External website pages

>
o
@]

Q-

URL

http://abc.com|

ABC

Open in new tab

Update

To link to an external website and rename the link follow the sample above.
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There are also a table button and a picture button to add images to the text panel. For these
features there are additional menu items
that appear when you click the image or
table. This is shown at left and allows an
image in a text

paneltohave  §

text + Reveal  Hover

Reveal Preview Replay

surrounding it.

SAMPLE PANEL

Click the image Animation

Preview

tool of a rectangle containing a star shape and selecting to run text
either around the left or the right of the image.

Animation Type  No Animation

Trigger  On Scroll

Note that the Text Panel also has animation settings like the 0 EN. )
Section settings with the additional features Reveal and Hover. =

ay 125ms
—_—

Note that the Panel Width specifies

the percentage of the Section the | Hello 6|
panelwill occupy. If you change the

% width in the Text Edit field, other ST

panels can sit next to the text panel, IS

remember though that there musta | meusaorine

gap between the panels so two :":?:ffﬁ :Wmm
panels each of 50% will not fit side :::':::_g.’_‘f:..; — B —
by side. Try making one of them - == [

45%. This is handy if you want a
picture panel next to your text for instance. Multiple panels can sit side by side across the
page provided you remember this buffer around each of them.

Search Panels

Itis possible to add a search panel for searching terms within the
Edit Search Panel
Member Wizard website. You can change the appearance of this _

Panel Width  100%

search panel using the Edit Search Panel menu.

Search Width  100%

Show intra text
Panel Background Calour enmm
Search This Site
Find pages by the werds they contain Text Calcur B

Accent Calour

Result Card Background
Calour

enm
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Q&A Panels

The Q&A panelis a professional way to display FAQs. A Q&A
panel can be generated by clicking the orange edit pen to

Edit Q&A Panel
Tde FAQs

access the Q&A Panel menu. To edit this panel choose Edit —

Q&A Panel which opens the edit panel shown on the left.

Add a Title, choose a Panel Width and decide on a Text Size uestons s Arevers + 1250

for your font.

Change the Background and Text Colours using the Q&A

Colours Button.

Add questions by clicking the + Add Question button and fill

in the questions and their answers. An example is given

1 Whatis your favorite colour? + w

2 What colour is the sky? + n

below.

Image Library

The following panels all make use of an image library. Itis now possible to upload bulk photos

into an image library to access the image library you

simply insert either a picture, carousel o gallery panel.

:::::::

Photo Fit  Contain

Panel Width  100%

cccccc

Caption Text Size  Noemal
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These images are
available over your
entire website
making image
selection quick and

- easy

Choose the edit
button for these
and then click
choose image. This
takes you to the
image library where

" you can choose a

previously

Image Library

 Refrozn
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uploaded image or add additional images. Click on an image and then press Use image to

select your choice.

Picture Panels

Display

Panel Width  100%

................

xxxxxxxxxxxxxxxxxx

................
Link Setlings
Animation Settings

left or centre here using Horizontal Align.

Animation Settings can be set using the Animation

Settings button above.

Itis also possible to crop an image using the Edit Crop
menu. You can crop by clicking on and dragging the
black squares in and out shown highlighting the image
at left. There are several Crop Shapes to consider

depending on what suits your design.
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Images can be uploaded from your image library into
picture panels by clicking the orange edit pen to
access the Edit Picture menu. You can replace the
image or delete it in this menu.

You can add a caption to the image and set the
Caption colour and size using this menu. The caption
will appear at the bottom of the image. A link to the
image can also be specified using this menu.

The Panel Width dictates how much of the section
will be occupied by the picture panel. Note in the
example at left the picture of the plant is left justified
in Horizontal Align, and the Panel Width is 60% of
the section
width. The
image can be
justified right,
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Carousel Panel

The Carousel
Panel, can

CAROUSEL PANEL

display and

Add a few images and this panel will turn into a looping hero-style carousel.

It supports autoplay, arrows, dots, swipe gestures, links, and muttiple

animate
multiple
pictures

horizontally aligned in a looping display.

To set up the carousel and display pictures, hover over and click the orange edit paneliconin

the top righthand corner of the Carousel Panel to reveal the Edit Carousel Menu.

U3A o

Edit Carousel

Panel Width ~ 100%¢

Panel Height  420px

Autoplay Speed (seconds) 4.5

Images Per View 1

Image Gap (px) 0

Rounded Images

Show Arrows &

Show Dots &

Show Captions &

Slides.

Build a looping image carousel by adding, reordering, and replacing siides. Add Sade

NO SLIDES YET

Add your first image to start building the carousel

The panel width, height and the speed through which the pictures are cycled are set in Edit

Edi Carousel

Add Side
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Carousel. The Images per view and Image gap (in px) can also be
set here. You can adjust the picture aesthetics — round off the
images, show captions or not.

To add an image click Add Slide - this takes you to your image
library where you can select an image. Select the image to insert it
in the carousel. Images will be listed in this menu, underneath
each other so it is necessary to scroll down to edit information for
each image. Click on the up arrow to the right of the image to
access the menu information where you add a caption, alternative
text, and a link to a website and set an image style.

In the carousel shown below, the following settings were used:




The Member Wizard Web Template Handbook

Panel Width 100%, Panel
Height 1000px, Autoplay
Speed 4.5, Images per view
3 with and Image Gap of Opx.
There are 5 images in this
carousel that are looping.
You can reorder the slides by
dragging them into position
in the Edit Carousel menu.

Here is the resulting
carousel which will
loop continuously,
every 4.5 seconds.

Gallery Panel

The gallery panelis used to easily create a collage of photos

Add photos to create a gallery.

Upload phatos, then drag and resize them 1o arrange your
collage

Add Photos

Click on Add photos to start creating your gallery. This takes you to the menu below. Firstly,
you choose a layout by clicking on your selection.
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Edit Gallery

Gallery settings

Arrange your photos © Layouts 4 AddPhotoSpace  :: Fulscroon

Edit Gallery

Gallery settings.

8 ChocaaPhoto | § Remove Phota
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Edit Gallery

Gallery settings.

Arrange your photos

Then you click on each Upload a photo to select the
box you’d like to put a photo in and additionally select
choose image to go to your photo library to add the
image. You can drag and drop your images on the
page to move them around. Once you’ve made your
selection for each box save your collage.

Edit Gallery
rrange 08 ayouts hoto Space | :: Fulecroan
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Search Panel

As the name suggests, the Search Panel will allow the user to enter text and then will search
the entire website to locate that text string.

Search This Site

Find pages by the words they contain.

Search: Search... Q

Erter 3 word or plrase to sesrch scross the website,

Google Maps Panels

You can insert a Google map panel into a section to show club members a map of where you
meet. The Google map panel
comes with a preloaded

o
; address so it is necessary to

O
W Map  Satellite ‘,,‘V

insert a relevant address into

-,
N
‘-mkm

seene G this panel by typing in the
I e 5 address the map should centre
1 around into the New Marker
Address of the Edit Map

menu.

Googe . wim’ mn ata Terms Report a map error

New Marker
Address

Search for address

Panel Width  50%

You may need to be specific

(street number, street, city). If

you can’t get your address to
show on the map go to Google

maps in your browser and type in the address there. You may find it is slightly different to what
you are entering. Copy the address Google Maps uses and then paste that in your Google
Maps panel. You can also animate your google map using the Animation Settings of Edit
Map.

PDF Panel
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A PDF panel allows the display of a full PDF on the website,
with a scroll bar on the right for navigating through the

Caption document. Itdoes not opento a new web page. Selectthe
PDF to display using the Choose PDF File button in the Edit
PDF Panel screen. Use Panel Width to adjust the width of
the PDF Panel in the Section. 100% is the full width of the
Choose PDF File Section where it is located. In the example below the

Justify  Centre <

Panel Width  100%

Cancal | save | Caption is set to Robert Burns, centre justified and the panel
width is 100%.

A MAN’'S AMAN FOR A THAT

Is there for honest Poverty
That hings his head, an' a' that;
The coward slave-we pass him by,
We dare be poor for a' that!
For a' that, an' &' that.

Our toils obscure an' a' that,
The rank is but the guinea's stamp,
The Man's the gowd for a' that.

Download Panels

o . | My Test
The Member Wizard systemis | @9 -

designed so that any document
available for download must be : O pesenara

stored in the Documents folder Communicaton - . s oa
of your Member Wizard Admin & :
database in PDF format. oocumerts

_ To add a document to the database, click on the
folder to add the document to and the following

menu will appear. Select the PDF document to
upload to the database using Select
Document. When you upload the document to

make it available you need to check the box
marked Public to make it available for

download. Change the Filename and Add Description here.
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You can now upload the pdf into your website download panel using the Edit Download
Panel. Click on the Document selection to select the relevant document from the Member
Wizard Admin Database. The Download Panel can be displayed as
\ a Button or Coloured text. Add a caption using Caption. Use Type to
— select a Button or Text to display the Download Panel. If a button is

selected its appearance can be tailored here using Button Width in
px, Colour, and Font Size for the button title. The button or text can

Justity Centre

pwnawian 1000 also be animated using Animation Settings.
Button Width ‘
[ save |
Link Panels
The Link Panel is used to create both

external and internal links. Access the
Link panel through the Section edit
purple pen.

Add a link to this panel.

Choose where this button should go, then set its caption,
size, colours, and animation.

The links appear as buttons, nottextasin
the text editor, and are created using the
Edit Member Wizard Link.

To set up a link, open the Edit Member Wizard Link

Edit Member Wizard Link page.

Justify  Centre -

Here you can choose whether you want an animated
Width  100%
button and choose the button colour. Under Link

Button Width  200px settings you can choose whether the website will be

internal or external as shown below:

Font Size  Normal v

Link Settings

Button Colours

Animation Settings
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Caption

I Edit Member Wizard Link

Link Settings

Link Type Internal page =

Internal page v

Link Page
External link

Animation Settings

arce

If you want to direct website users to another page that does not have a top menu button you
can do this via the following process involving a

Hidden page. Create a Hidden Page through Page
Settings using the Green editicon at the very top
right of the website.

Caption
Read More Here

Link
read_more

Then copy the Route of the Hidden Page and use
this as the link for the Link button. You only should =

created a Hidden Page called Read More then the Route could be “ read_more”. Similarly,

put the actual page name in the Route eg if you have

the link button link is simply read_more....not the full URL of the page.

Class Panels

These are only available to organisations who run classes and who have set up the classes in
their Member Wizard database.

You do not need to select any file to display the Classes for your organisation, the system will
automatically detect and load them from your database. You simply need to insert a Class
Panel into your Section.

Events Panels

The Events Panel will display any active events you have in Member Wizard much as the Class
list does for Classes. The Event itself will disappear when the date for it has passed and if
there are no planned future events at that stage then a screen message will display this. As
soon however, as an Event is created and the box marked Show on website is ticked in the
Event Edit page in the Admin Portal, then the event will appear automatically on the website.
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New Member and Renewing Member Panels

The New Member panel will display the New Member Application Form as set up
in Settings/New Member Application in your Member Wizard database.

The Renewing Member panel will request the member's email address and if this is verified it
will send the member a membership renewal invoice to their email address.

Member Portal Panel

To use the Member Portal, the organisation must have set up the portal in their Member
Wizard Database and the member's membership type must have been included their
membership type as one of those permitted access via the Portal.

The Member Portal Panel will allow members to login

to their Member Portal with either an email address or
Justy  Left . member number and a password. They will need to
have registered via the website by initially providing

Panel Width ~ 30%

either their email address or a member number and

Button Width selecting a password or PIN.

Button Height All button panels are able to be configured with size of
text on the button, colour, height and width.

Font Size  Normal (16px) -

Button Colours

YouTube Panels
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You can place a YouTube video on your website with a YouTube panel. To add a YouTube
panel as shown below, click the purple section edit pen and select Add Panel and select the
YouTube panel.

Embed Video X

»

<iframe width="560" height="315'
src="https://www.youtube.com/embed/
RIu4sFKGi6E?si=iDehsuosHkLfk7Yc
title="YouTube video player"

frameborder="80"
allow="accelerometer; autoplay;
clipboard-write; encrypted-media;
gyroscope; picture-in-picture; web-
share” referrerpolicy="strict-
origin-when-cross-origin”

allowfullscreen></iframe>

[ startat

© i as agiuup

EMBED OPTIONS v

Copy
Go to the Youtube video page to of interest. Click the
Share button on the YouTube page. Select Embed Video from the You Tube share page then
cut the code between the two quotation marks after the src= code and title as illustrated by

the red crosses in the image to the right below.
it YouTube Panel

Paste this code into the Link field of the Edit YouTube Panel as
shown below left.

Justify ~ Centre

Panel wictn JRCS Your YouTube video of interest should now be displayed in this

oo Wit 100% panel.

Facebook Panels

If your organisation has a Facebook page you

can include a link to it with a Facebook Panel.

's Facebook Group O To add a Facebook panel, click the purple
Facebook Page URL  https://www.facebook.com/facebook Section edit pen and Select the Facebook
panel.

Justify ~ Centre v

Go to your Facebook page and copy the urlinto
Width (px, min 500; do  100% the Facebook Page url field of the Edit

not use %)

as a group rather than a page you will need to check the box marked Is Facebook Group.

Facebook Panel screen.

If your organisation is registered with Facebook
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Contact Us Panel

CONTACT US A Contact Us panel will retrieve your organisation's
address details from Settings/Organisation Details on

the Contact page and place them into an emailable
message box. You can hide the contact address details

by checking the Hide organisation contact
details boxin the Edit screen for that panel if you wish.

If you wish to change the email address of where the
message will be sent from the main email address
provided in your Member Wizard settings you can do so
on the Settings/Organisation Details/Emailtabin

the Person who receives emails inquiries from
website field.

e
¥ oend

How do | save my edited Website Template?

Once you have your site looking how you wish you should return to the Login menu and click
the Copy Edit Version to Live button. Should you decide you prefer reverse any changes
you’ve made to your website you can click the Copy Live version to Edit button.

If you wish to return to a previous version of your website, each change is archived and can be
restored by clicking the Copy Archived Version to Edit button and selecting the date which
represents the website you wish to restore. Please give a few seconds for the Archived list of
versions to load. Once you have finished click the Log out to Live Version.

Copy Edit version to Live

Copy Live version to Edit

Archived versions

Copy Archived version to Edit

Log out to Live version

How do | then get my page published?
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Once you are satisfied that your website is ready to publish please email
support@memberwizard.com.au with a link to your current site if you have one and the name

of your current domain provider if you have one. One of three options will then be
implemented:

1. Ifyour current domain is not a .org page and you are not using your current web domain
for your emails or you don’t currently have a site then we will ask you to agree to the
domain being transferred when requested by your current domain hosting company.
We will then move the domain to our service and the site will be published.

2. Ifyou don’t have a current website domain we will ask you to decide which one you
would like — a simple .au or .nz option is popular for example <name of your
organisation.au. As previously stated we can not take on .org domains.

3. Ifyou do have a .org domain or you are using your website for email service then we will
provide you with several entries to edit your DNS (Domain Name Service) record with
your current hosting provider. If you do not know how to do this please contact your
current provider. We do not edit organisation’s domains ourselves but your hosting
provider should be able to assist.

Be aware that it can take up to 72 hours for your new site to propagate out everywhere but
up to 48 hours is more common.
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