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My Hull Guide

The My Hull website is a resource designed to bring community groups together, and allow people to contact and access these groups. 

The main focus of the website is to promote informal adult learning within the local area. The website is easy to use and free to join. 

In this guide, we will first look at the basic features of the website, then how to add groups and events.

Website Features

Access

The My Hull website can be found by typing www.my-hull.co.uk in the address bar. 

You can also find it by using a search engine and typing “my hull” as the search criteria.
Welcome Page

When you access the website, you will be greeted by the Welcome page. This page contains the mission statement, the websites partners, and a small selection of the groups which change every time you access the site. 

There are four buttons at the top of the screen that are used to navigate around the website. (Events, Groups, Venues and Free Stuff)
Events

Click the Events button to view the list of events taking place in and around the city. Click on the name of the event to view more information about the event. 

These events are added by the groups on the website and are automatically removed by the system when they have taken place. More events can be viewed by scrolling down and clicking one of the page number buttons at the bottom of the page. Events can also be searched for by using the search tool at the top of the list/page.  
Groups

Click the Groups button to access the list of groups that have joined the website. As before, click on the name of the group to view more information about it. Scroll down and use the page number buttons to see more groups. 
Venues

The Venues page shows locations in which community groups can operate. Again, click on the name of the venue for more information, click on a page number button at the bottom of the page to view more venues. 

Free Stuff

The Free Stuff page contains a link to the Common Treasury on the Volcom website, which is where community groups can hire equipment for free. 
Members Features
Sign Up
If you want to add groups and events to the website you need to become a member first. To do this, click the Sign up button on the right hand side of the screen. This is visible on every page of the website. 
Signing up is easy, simply come up with a username, add your email address, and add a password. You must confirm you are over 18 years old to become a member. Click the Sign Up button when you are done. This will log you in and relocate you to the Welcome Page.
Adding a Group

To add a group, go the Groups page and click the Add Group button. 

1. Add in the name of your group and a description of what it does. Try to be as informative as possible without writing too much. 
2. Add a group image from your computer by clicking Browse, locating the image using the Look in dropdown and clicking Open. The image must be less than 1 megabyte in size and must be a jpg, gif or png file. 

3. Add the contact details of your group. This will be the name of the main contact, the address and postcode, phone number, E-Mail address and website address (if you have one). 
4. Click Add when you are completed entering your details.   

The group will now be on the website. 
Editing the Group

To edit the basic details of the group, click the Edit button towards the top right of the screen. This is where you can change the name of the group, its description, the group image, contact details and web address. Click Save when you have made the changes. 

Adding News
You can add news to your groups’ page to keep people updated with what is going on, and to tell them about any new content. To do this, simply click Add news, give it a title and add in the news text. Click Add to post the news to your groups’ page. 

Adding Events
When you add an event, it will be displayed in both the Events section of the website and your group’s page. 
1. Click the Add event button.  Add in the name of the event and a brief but informative description in the About section.  

2. Add in the subject/subjects that will be covered. This should be short, only a few words separate by commas. 
3. If you have an image that represents the event, click Browse, locate it and click Open.

4. Add in the time and date of the event. Select the date on the calendar and choose the start and finish times. Make sure this is accurate, as it is important. 
5. The location should be filled in automatically when you start typing. If not, add it in yourself and click Add when you are finished. 
Your event will now be on your group page and the Events page.
Photos
Photos can be added to your group page to illustrate the location and some of the things that go on there. This makes it more interesting for people browsing the website. 

1. Click the Add Photo button in the Photos section and then the Browse button. Locate the image and click Open. 
2. Give the image a name and a short description, then click Add. 

Once a photo has been added, you can change its details by clicking the Edit button underneath the image itself. The name and description can be changed, and the picture can be deleted. 

Resources
The resources section is where documents such as adverts, timetables and prospectuses can be stored for people to view. 

Click Add Resource, Browse, find the document and click Open. Give it a name and a description, then click Add. 
Message Members
The Message Members section is used for contacting people who have joined your group. This is useful for keeping people directly updated on new events and developments. 

Find Us
Finally, the Find Us section contains the address and contact details of the group. There is also a map, showing both a road map and satellite view. You may need to alter the location of the pointer, as it seems to get placed anywhere in the postcode area at first. 
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