IWFS APZ BRANCH WEBPAGE
MANAGEMENT GUIDE




INTRODUCTION

https://www.iwfs.org/ is the main webpage

of the Society.

Branches can manage their individual
branch sites. Below is a guide on how to
navigate the site.
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APPOINTING A BRANCH MANAGER

Each branch should appoint a Branch
Administrator who will be assigned the
special access to the branch’s control panel
where the branch can update its webpage
and membership database.

What is expected of the Branch
Administrator?

To administer to the needs of your IWFS website.
Each branch has its own webpage (within the main
IWFS website iwfs.org). The aim is for its upkeep to
be done by the Branch itself.

What will this IWFS APZ Branch Webpage
Management Guide help me do?

This Guide contains step by step processes for
website results that each branch can manage

You will be able to change the content and photos
on the webpage.




OBJECTIVE OF THIS GUIDE

In detail this guide will show you how to :

Insert links to exterior branch website or
social media account in Details under
Control Panel

Update Overview in Content

Update Branch Officers in Content
Update Events in Content

Update Events Calendar under
Control Panel

Update the Slideshow (photographs) in
Control Panel




LET’S START
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LET’S START
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3. Click onto Regions & Branches

The International
Wine & Food Soc

Regions & Branches

Details. ow | Members | Documents | Contact | Evenis

4. Find your own branch

Details
e GENERAL INFO SOCIAL MEDIA LINKS
e
Wine & Food Society Branch Title: Singapore Blog URL: https://iwfssingapore wordpress.com/about/

Regions & Branches Reglon: Asia Pacific

Location: Singapore [VAP]

: (GMT+08:00) Kuala Lumpur, Singapore
Contact Email:fus singapore @hotmal.com (Pubic)

Status: Active

BRANCH SETTINGS
Star: NA  EU Status: No

Prov Charter: NA  Print Labels: No
Full Charter: NA Branch Invoice: No
Latest Constitution: NA E Invoice: No

Close: NA  Subs Allow: 0%

¥ Edit Branch Details © Done / Cancel

©2021 Camaleo, LLC.




LET’S START

SOMAL MEDIA LINKS
: hitps:/fiwlssingapore.wordpress.com/about/

Singapore  [MAP]
(GMT-+08:00) Kuala Lumpur, Singapore
iwfs.singapore @hotmail.com (Public)

You have arrived at your main working page in the
Control Panel. Look for the top bar.

Status: Active

BRANCH SETTINGS
Start: NA
Prov Charter: NA
arter: NA Branch Invoice: No
EInvoice: No

EU Status: No
Print Labels: No

Latest Constitution: NA
Close: NA  Subs Allow: 0%

Lm Dues IContentI Slideshow I Members Documents Contact I Events I

It should be as on the right:

The highlighted areas are the 4 main areas that you
will need to maintain your branch webpage, with

most work to be done in the Content section.



DETAILS

This section allows you to key in your branch’s
Social Media links (if any) and update any

information.

The International
Wine & Food Society

Regions & Branches
Email Tools
ellaneous

Regions & Branches » '} Branches

ingapore

Dues | Content | Slideshow | Members

GENERAL INFO
Branch Title: Singapore
Region: Asia Pacific
Location: Singapore (AP

Timezone: (GMT+08:00) Kuala Lumpur, Singapore

Contact Email: iwfs.singapore@hotmail.com (Pubiic)

Status: Active

BRANCH SETTINGS
Start: NA EU Status: No
ProvCharter: NA  Print Labels: No
Full Charter: NA Branch Invoice: No

Latest Constitut

: NA E Invoice: No

Close: NA  Subs Allow: 0%

Documents.

Contact

Events

SOCIAL MEDIA LINKS

Blog URL: https://iwfssingapore.wordpress.com/about/

I Edit Branch Details I © Done/ Cancel

©2021 Camaleo, LLC.
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CONTENT

This is the section where you can update the
information under each tab on your branch
webpage.

We would like to ask you to select only the
following 4 highlighted tabs on the right —
Overview, Branch Officers, Events and
Contact Us to be made available to “public” and
we will advise you further on what to do with
Documents and Festivals.

_*| overview
“| Branch Officers
| Events

al Factivale
o o
== resilival

¥ Documents ( Restricted )

J;_j Contact Us




CONTENT — OVERVIEW

Page Settings

|. Click on Page Settings

2. Check that you are clicked on Public Page —
if not the web community cannot see you

3. Click Save Changes when finished

Page Content

|. Click on Page Content

2. Write an overview, a description of your
branch or short message to the IWFS
community. If you have an open social medial
account and are happy to let you fellow IWFS
members join you can put it up here too.

3. Click Save Changes when finished

Branch: Sngapore

Page: asia-pacHc/Sngaporeovenview
Page Context: overview
Page Tite:
Menu Caption
Page Status: O Enablod  Mdden
MEM‘Pﬂ 4ﬂmmmm|mgrl

Pubiic Only (publc page. but hasden £om 9300 7 membees)
Members Only (onty logged in TWFS mambers can view s page)
Private Page (enly 0g36d in Singapare mambers can veew N8 5908)
Restrctod {orky loged in Sngapare Adminairators €an vare thes page)

Email Tools

B-A-B/JUEEIFES E - «EEL20R— o

IWFS SINGAPORE

The Singapore Branch of the International Wine and Food Society holds several functions a year. Members enjoy sharing food, win
and camaraderie at a variety of restaurants around the island.

Unfortunately due to the ongoing pandemic we have been unable to meet. We toast virtually to all our fellow friends in the IWFS
family and look forward to being able to meet again.

Singapore was scheduled to host the annual Asia Pacific Zone AGM weekend in 2020. This has now been rescheduled to 2022,
To contact us, please click on Contact Us. or visit us at https://iwfssingapore wordpress.com

Meanwhile, keep safe.

O =-




CONTENT — BRANCH OFFICERS

Page Settings

|. Click on Page Settings e
. Menes Caption:
2. Leave untouched. Ensure that you have clicked EEEEE— e"’miéw s
. Access: mn(r».o-..--..::;mmm-\v--r-um;:»mmw‘l
on Public Page i g o sl
3. Click Save Changes when finished Mém .

Page Content P | o S

B - A-B/UEEFZEZS E «EZEL20RN— ©

|. Click on Page Content
2. Edit your branch officers details here.

3 CIICk Save Changes When ﬁnished The International Wine & Food Society
Asia Pacific Zone

Singapore Branch - Office Bearers

President

Mr Lau Huan Yeong




CONTENT — EVENTS

Page Settings

|. Click on Page Settings

2. Leave untouched. Ensure that you have clicked
on Public Page

3. Click Save Changes when finished

Page Content

|. Click on Page Content

2. You can update the IWFS family on any events
you have held recently by writing a description
of the event and uploading photos here.

3. Click Save Changes when finished

Add Events Calendar for past and future events
in the Events section under the Control Panel

(See pg. [4 and 15. You are currently in the “Events”

under “Content”)

Branch: Segapore
Wise el Page: asia-paciic/singaporelevents

Page Comtext: overts

Page Tite:
Manu Caption:
Page Stus: O crabled  Hidden
Access:BO Public Page (s webrste visdors can view thes page)
i Oevy (pehc page. 0
Mormbaes Only (ondy kogged i1 IWFS mambers can view Tis page)

Privato Pago (only logged in Sngapcre mambers can view s page)
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CONTENT - CONTACT US

The contact form here will be sent to APZ

Administrator’s email. The APZ Administrator will ettt N
forward these contact enquiries regarding your Ea— -

m Page Status: O Enabled  Hidden
branch onto your Branch contact person. e O e

Mambers Only (ondy 10g0d in IWFS members can view 14 030¢)
Private Page (onfy 129960 in Sngapare Members can view 48 page)
Restricted (or 0g9ed n Srgapore AdTenistrators can view P4 53g¢)

© Cance




EVENTS

|. Go back to your Control Panel

2. Click on Events and you will see a calendar.

3. Insert your past or future events in the
calendar.

Email Tools

(15 Vo Gt = Vew Ut




EVENTS

4. There is an area for you to key in full event
details such as cost of event etc. this is up to
you if you wish to fill this in.

5. It would be good to key in the event and this
can serve as an archival record of your branch
events.

6. When you finish click Create This Event and
it shall show up under Events on your
webpage (refer to example on next page).

0 wel
s ciety
Regions & Branches
Email Tools

EVENT DETAILS REGISTRATION OPTIONS
Branch: Singapore Registration: cEnabled Disabled
Event Title: Organizer
Venue: Email:  Notity organiser of new or changed
bookings
Looatians Email confirmation to member
Host: o Allow Guest
Chet: Member Pricing:
Wines Selected By: Guest Pricing:
Time / Hours: Payment Online Bank Transfer Mail
t ;  Bring to Event
Start Date:  <op 3 2 & | 2021 | esingle day Methocs: "
multi day Max wEnable waiting list

VISIBILITY & ACCESS Attendance:

Registration
Cutoff:
Status: oEnabled Hidden
Public Page  (all website visi this Allow ves No
Access: oPublic Page (al site visitors can view Canoas:

event)
Public Only (public event, but hidden from logged Online Payment Detalls:
in members)
Members Only (only logged in IWFS members
can view this event)
Private Page (only logged in Singapore members
can view this event)
Restricted (only logged in Singapore
Administrators can view this event)

¥% Parag.: Merr 11pt A-A-B/UEEIE S - «HEF L2l —




EVENTS

amn

.
Contact Y§7 My Branch :.'.% My Benefits ‘S/ My Account B Control Pane! ° Sign Out (2

Example of where an added Event will - ,
The International Wine & Food Society LY
appear on the webpage
HOME ABOUT JOIN SECRETARIAT AMERICAS EUROPE AFRICA ASIA PACIFIC Q
Home > Asia Pacific > Singapore > Events

Asia Pacific

Singapore

Events D

EVENTS

No September 2021 events found.
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List events by year: :




SLIDESHOW

|. Go back to your Control Panel

2. Click on Slideshow

3. Upload and add photographs one at a time for
it to flash as the banner that appears across
your branch page.

4. Click the New Slide Button and follow the
instruction there to upload your photo then
add it to the Slideshow section. When you
add more than | photograph, one after
another, all in the same section, it becomes a
slideshow. If there’s only | Photograph, it will
appear as a still banner.




SLIDESHOW

Cootact @  MyBranch 33%  MyBenefits &  MyAccount | ConrolPanel 88 Sign Out (3

Example of where the added photograph
will appear
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IWFS SINGAPORE

The Singapore Branch of the International Wine and Food Society holds several functions a year. Members enjoy sharing food, wine and
camaraderie at a variety of restaurants around the island.

1 due ta the angoine nandemic we have heen imahle ta meet_We taast virtually to all aur fellow friends in the IWES familv and




Please go to your branch on IWFS website to see if the revision
you’ve made is correct and live.

Please contact the APZ Administrator at apz@iwfs.org should you
require any assistance.

Updated : November 2021
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