INSTRUCTIONS ON HOW TO UPDATE CLUB MICROSITES HOSTED BY
PSPL — Issued 15 October 2026
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INTRODUCTION

A website gives a Probus Club a visible and welcoming presence online and makes it easier for potential
members to discover what the Club has to offer.

For many retirees and semi-retirees, the internet is the first place they look when searching for local
activities, social opportunities and community groups. A good Club website can:

e Attract new members by helping people find the Club through online searches.

e Showcase the Club through photos, outings, activities and newsletters.

e Provide up-to-date information about meetings, events and how to make contact.

e Create a positive first impression and demonstrate that the Club is active and welcoming.

e Support existing members by providing one convenient place to find Club information.

e Promote Probus in the local community and help people understand that Probus is about
friendship, fun, fellowship and staying socially connected in retirement.

Most importantly, a website is your Club’s online front door. PSPL provides Clubs with their own easy-
to-navigate website, also known as a microsite. This document outlines the various microsite options
available to Clubs and also provides instructions on how to update information on a Club’s microsite.

Note that references to Clubs in this document includes Probus Associations that elect to have a microsite
hosted on PSPL’s website.

MICROSITE OPTIONS

The microsite that PSPL provides is known as a Standard Microsite that is a 6-page template which we
believe is sufficient for a Club to maintain an effective online presence.

PSPL has created a sample microsite which can be viewed by clicking the following link:
https://clubs.probussouthpacific.org/sample-probus-c

The various microsite options are:

LEVEL 1 — Once the Standard Microsite template has been created by PSPL, each Club is responsible for
adding their initial content including images, documents and any other appropriate information, to their
website. The Club is also responsible for ongoing updates to their microsite under this level.

Clubs are able to add additional pages as required. However, caution should be exercised as too many
pages can make a website unattractive to a potential member. The microsite is accessible by Management
Committee members via the Members’ section of the PSPL website for content to be added. PSPL provides
easy to follow instructions on how to upload content to microsites. There is no establishment cost for a
Level 1 microsite.

LEVEL 2 — This is also based on the Standard Microsite as provided in Level 1. This level is provided as an
option for Clubs that do not have the ability to update their microsite. A Club’s initial content is added to
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its microsite by PSPL based on the Standard Microsite template. It is then updated by PSPL on behalf of a
Club at an annual cost of AUDS250.00. This annual cost includes one update per month using information
supplied by the Club. There is no establishment cost for a Level 2 microsite — just an annual fee.

LEVEL 3 — This is also based on the Standard Microsite provided in Level 1. This level is provided as an
option for Clubs that do not have the ability to update their microsite. A Club’s initial content is added to
its microsite by PSPL based on the Standard microsite template. It is then updated by PSPL on behalf of a
Club at an annual cost of AUDS$400.00. This annual cost includes three updates per month using
information supplied by the Club. There is no establishment cost for a Level 3 microsite — just an annual
fee.

LEVEL 4 — Clubs can also choose to develop and maintain their own independently hosted website. Once
the website is established, it can be linked to a Club’s Public Page via Online Updates in the Members’
section of PSPL’s website.

As PSPL's website is owned by PSPL, access to, and use of the microsites is subject to the Microsite Terms
and Conditions which are available in the Document Library in the Members section of the PSPL website.

HOW TO OBTAIN A MICROSITE

If a Club does not have a microsite and would like one, the first step is to contact our Team who will create
the Standard 6-page microsite template. The microsite will be created with the following pages:

1. Welcome 4. Outings and Activities
2. About Us 5. Newsletters and Photo Gallery
3. Join Us 6. Contact Us

Once PSPL has created the above pages in the microsite, content can be added to each microsite page.

While additional pages can be added by the Club, it is suggested that the above pages are sufficient to cover
the information required. For Clubs that already have an existing microsite, there is no need to ask our Team
to create a new microsite as this has already been created.

Only Management Committee members of a Club will be able to access their microsite via the Members
section of the website via https://portal.probussouthpacific.org/members/login

MEMBERS SECTION

s
Welcome to the Members section of our website. -’Q; Probus
This dedicated area has been created to provide Probus members with a

growing collection of resources, tools, templates and information to help Logln

support the su
practical matel

operation of your Club. Here you will find a range of

including certificates, forms, management guidelines, and Membership Number or Email
other helpful documents that you can access whenever you need them.

We are continually expanding and improving this section to ensure it meets

the needs of our members. As a result, you may notice that some areas are Password

still under construction or that additional resources will be added over time

We appreciate your patience as we continue to build this valuable resource
library and thank you for your understanding. We encourage you to check Remember me
back regularly to discover new content and updates as they become available,

HOW TO LOGIN

Management Committee members can log in with their email address in

the Membership Number or Email field and membership number in the
password field. A code will be sent to the mobile phone on our records for
two factor authentication

Members can log in by entering their Membership number in both login

fields.

Membership Representatives have been provided dedicated login details

to access the Members section
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To access the dashboard, you will need to provide your email address and password. After entering your
login information, you will receive a text message on your mobile phone with a code to enter for two

factor authenti

cation.

If you are unsure about your login information, please reach out by email to:
admin@probussouthpacific.org.

Once logged in, you will see a menu option on the left-hand side of the dashboard. Click on Microsite. The
microsite can also be accessed by clicking on the Microsite image tile.

{ay Dashboard
Document Library

Online Updates

Online Shop

Club Directory

Microsite

My Reports

Speaker Directory

My Club Members

n Ann Bloggs

Login: membershipprobusclub@gmail.com

Document Library

Speaker Directory

SAMPLE PROBUS CLUB
Role: Ambassador

Online Updates Online Shop
1
2 g ® (=]
Lo &
Club Directory Microsite

If the following message appears, it means that the microsite template has not yet been created. Please
contact the PSPL Team to arrange.

©

Mo Microsite Available

Qur records indicate that your Club does not have a website, also known as a
microsite, if hosted by PSPL. Please contact PSPL if you would like to have a

microsite created for yo

-
Club.

Once your microsite has been created by PSPL, the following screen will appear listing your Club’s

microsite.

Q Probus

Dashboard
Document Library
Onine Updates
Oniine shop
Spasker Directory
Learning Gentre
Cub Directory

8 wicrste

My Club Members

Microsite

Microsites

List

Club Microsite Name

SAMPLE PROBUS CLUB Sample Probus (C)

Showing 1 result

URL Slug

sample-probus-c

Welcome Ann Bloggs

Published

Pages
° [ cat icronte JETT

perpage 10 v
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ADDING OR UPDATING CONTENT

Images, text and documents on a Club’s microsite are classified as Content. To add or update information
on a microsite, click on the orange button called Edit Microsite as indicated by the green arrow above. The
following screen will then appear listing the 6 template pages that have been created for your Club’s

microsite.

Microsite > Edit

Edit Microsite

Club Name

SAMPLE P

The inf

Outings and Activites

Newsletters and Photo Gallery

Contact Us

Showing 1t0 6 of 6 results

Published

How to add Eventbrite events View Live Site

@ Edit @ Delete
@ Edit @ Delete
@ Edit @ Delete
& Edit @ Delete

@ Edit @ Delete

=

Edit @) Delete

To edit an existing page, click on the Edit button for the page you want to make changes to. You will then

be re-directed to the Edit Microsite Page.

As can be seen in the following screenshot, there are two options under the heading Edit Microsite Page:

a. Information — which lists the information about the page itself; and

b. Page Builder — this is where the content of the page is added. Note the name of the page that is

being edited is shown after the words Page Builder.

Under the Information option for a particular page, the Title and URL Slug are all prepopulated from when
the microsite was created. The URL slug is the readable part of a web address that identifies a specific
page. The page is also published, this does not mean the microsite itself has been published, only the page

as this allows the page to be viewed as content is being added.

Microsite > Edit

Edit Microsite Page

ormation  Page Builder: Welcome

Title’

Welcome

URL Slug

welcome

«©

Published
ublished pages will not be visible to the public

SEO Title

Sample Probus Club test

SEO Description

SEQ (Search Engine Optimisation) information makes it easier for potential memb

The Sample Probus Glubs offers a wide range of activities and social connection for retirees and semi retirees.
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In addition to the Title and URL Slug, each microsite page has two fields that drive SEO which stands for
Search Engine Optimisation. These fields are SEO Title and SEO Description. SEO makes it easier for
potential members to find Clubs online by including key words that potential members may associate
with Probus like ‘social’, ‘connection’ and ‘active’. The information in these fields has already been
completed by PSPL when the microsite was created. While the SEO information in these fields can be
changed, we suggest the text remain unchanged.

To add or update content on an existing page, click on Page Builder which is next to the Information
option in the above screenshot.

Once the Page Builder opens, the following screen will appear. Content can be added to a page through
a range of content blocks allowing you to create and customise your page with text, images, buttons,
galleries, and other features.

SAVING CHANGES

It is important to Save changes on each page that you are working on i.e. each page has an orange Save
changes button in the bottom left-hand corner. Once you have selected this Save changes button, you are
directed to the Edit Microsite Page. Select the Save changes button again on this page, which is located in
the top right hand corner, otherwise changes will be lost.

CONTENT BLOCKS
Click Add Block to begin adding content to your page.

Microsite Edit

Edit Microsite Page

Information Page Builder: Welcome

Page Content -+ Add block

Once Add Block is selected, the range of content blocks that can be added will appear as a pop up. Select
the block that best suits the content that is being added.

Add block
=) H =
Hero Heading Paragraph
& 0o B
Image TwoColumn ContentSection
® (] g
YouTubeEmbed ImageCarousel ImageGallery
A = B
Testimonial Card Document / Newsletter
Eventbrite
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To add a block, select the block you wish to add and click on Submit, this will then open up a new screen
where the content can be added. Details regarding each of the content blocks is provided below.

HERO:

This option allows you to add a heading and background image to the top of your page, creating an
engaging introduction for visitors.

You can also add a button with customised text as well as a link that directs visitors to another page on
your microsite.

The Hero block has a default heading which can be changed. It also has a default background which has
been added to show the heading which appears in white.

To replace the default background, add a background image, click Browse under Background Image and
select the image you would like to display.

You can also choose to add a sub-heading which will appear under the main heading.

As can be seen in the screenshot below, the button currently displays with ‘Learn More’ however this can
be changed in the Button Text field with the link that you would like users to be directed to added in the
Button Link field.

It is important to note that the size and scale of the image will change depending upon the number of
words used in the Heading and sub-heading fields.

Important: Once you have finished adding or updating your content, click the orange Save changes button
in the bottom left-hand corner of the screen to save your content. Remember to Save changes again on
the Edit Microsite page, otherwise your changes will be lost.

Welcome to Our Probus Club

Button Text Learn More

HEADING:

This block allows you to add a heading text and choose its heading level, which determines the size of the
text. H1 is the largest heading size, while H6 is the smallest.

You can also choose how the heading is aligned on the page by selecting Left, Centre, Right or Justify.
In the example below:

¢ Heading Text: Welcome to our Club
e Heading Level: H1
e Alignment: Centre
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Once you have finished making your changes, click Save changes to save your content and Save changes
again on the Edit Microsite Page.

Ea

Heading Text Preview

| TET )

Heading Lever Welcome to our Club

H v

Alignment

Center v

PARAGRAPH:

This block allows you to add and format text on your microsite. You can customise the appearance of your
content using the formatting toolbar, including headings, bold and italic text, bullet points and alignment.

You can also add a link to another page or document by clicking on the 5™ icon (paper clip) in the
formatting toolbar. A field will then appear and prompt you to insert a link.

Important: Your Club microsite is publicly accessible and can be viewed by anyone, including potential
members and the general public. Before adding content, linking to or uploading any documents, ensure
that any personal or sensitive information (such as member names, addresses, phone numbers or email
addresses) has been removed, unless you have obtained the appropriate consent.

Edit

Paragraph Content” This is an overview of your content. For an accurate display, including alignment, please view your live

microsite once published.
B I US &’@ = E © o0

Welcome to the Sample Probus Club, Where Retirement Comes Alive!

CERRUNInK Our Club is all about fun, friendship, and staying connected. We bring together

active in our \Iocall ct‘)mn‘wu‘nity. ' ’ retirees and semi-retirees to meet new people, enjoy a wide range of social activities
and outings, discover new interests and stay active in our local community.

Whether you're looking to make new friends, try something new or simply enjoy great company, we'd love
to welcome you to one of our meetings. Whether you're looking to make new friends, try something new or simply enjoy great

company, we'd love to welcome you to one of our meetings.
Visitors are always welcome.

Visitors are always welcome.
Alignment”

Left v

IMAGE:

Use this block to add an image with supporting text. Click Browse to locate and upload an image from
your computer or drag and drop the image directly into the upload area. After uploading the image, enter
a brief description of the image in the field below the image, this text is not visible by the public.

Please note it is important to only use images that are free of copyright, it is suggested that the source of
this image be added in this field. Select the preferred alignment in the Alignment field (e.g. left, right or
centre). See the example screenshot below.
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The images that PSPL has used in the Sample Probus Club microsite are available in the Document Library
for Clubs to use.

The Sample Probus Club microsite can be viewed at https://clubs.probussouthpacific.org/sample-probus-c

Edit

This is an overview of your content. For an accurate display, including alignment, please view your live microsite once

Image”

published.

=

= -
b 7 v
) » S 3
: ¥ ¢ ¥
< A f
= 4
A brief description of an image for accessibility. It will not be visible to standard web viewers." vl <
P = -

This photo was sourced from iStock which is copyright free

Alignment”

Centre

m Cancel

Once again, remember to Save changes by clicking the orange Save changes button on the bottom left-
hand corner and again on the Edit Microsite Page.

TWO COLUMN:

This block allows you to display content in up to two columns, making it ideal for organising information
side by side. It is particularly useful for listing Club activities and outings, displaying committee members,
or presenting other information in a clear and easy-to-read format.

Create

Ly
'x_@f Probus Welcome @
U S & Hz H h = E
B 7 U S & 2 Hs 8 ¢ E® Upcoming Qutings Regular Activities
Upcoming Outings: Theatre Walking Group
Day trip to Fish Markets Book Club
Theatre Wine Tasting at Hunter Valley Photograpghy Group
Day trip to Fish Markets
Wine Tasting at Hunter Valley
Right Column Content”
B 7T US @ HH 8BpH=E B

Regular Activities:

Walking Group
Book Club

Photograpghy Group

CONTENT SECTION:

The Content Section block allows you to add a Section Heading as well as text to the Section Content
field. There is also an option to include a brief summary. This versatile block is ideal for providing additional
information about your Club, highlighting activities, or sharing stories from recent outings and events. It
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can also be used to showcase special achievements, promote upcoming activities, or welcome potential
members by giving them a better understanding of what your Club has to offer.

Additional formatting options are available within this block. You can:

e Change the Text Alignment (left, centre or right).

e Adjust the Section Width of the content section (full width, contained or narrow)
e Select a Background Style (none, light grey, probus blue or gradient)

e Increase or decrease the Padding (space) above and below the content.

These options allow you to customise the appearance of your page and improve the overall layout and
readability.

Edit

Sacran Hoadg

Day Out at the Citrus Farm ¢

nnnnnnnnnnn  (Options

YOUTUBE EMBED:

Upload your YouTube videos by inserting the link in this block. Once the link is added, a preview of the
video will appear. Remember to Save changes.

Create

YouTweVideoURL' o praview

W Aug)

S ~ %

& ) >
CA_

ANNIVERSARY

197620268

Queensland Premier
Dr Janet Young AC PSM
received a gift of
50 magnificent Yellow Roses
from Probus G ie
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IMAGE CAROUSEL:

This block allows you to upload multiple images to create an image gallery within a single section of your
page.

Additional images can be added by clicking on the Browse option above an image already selected. To
remove an image, simply click on the x in the top left-hand corner.

Edit

Images* This is an overview of your content. For an \ lease view your live

B T ———

The images on the carousel will automatically change however, users can browse through the images by
clicking the < (previous) and > (next) arrows on the image on the right hand side of the above screenshot.

Remember to Save changes on this screen and then again in the Edit Microsite Page.

IMAGE GALLERY:

The Image Gallery block allows you to showcase multiple photos within a single section of your page. You
can choose to display your images in one, two, three or four columns, depending on the layout you prefer.

This is an ideal way to highlight recent outings, club events, special celebrations, or memorable moments.
Simply upload your images, select the number of columns, and arrange them to create an attractive photo
gallery for your visitors.

Remember to click Save changes to save your content.

Photo Gallery

2810 gutery maces
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TESTIMONIAL:

The Testimonials block allows you to share members' experiences and showcase what they enjoy most
about being part of your Probus Club. Personal stories and positive experiences are a great way to give
potential members an insight into the friendships, activities, and sense of community your Club offers.

Simply enter the member's testimonial, add their name in the Author Name field, it is suggested that only
first names be included and their title be added in this field. Alternatively, an Author Title can be added in
this field, such as Member since 2018, Foundation Member, or Life Member, however this will appear
under the Author Name.

There is an option to add an Author Avatar which will appear as a circle before the name. This could be a
picture of the person giving the testimonial or a Probus logo as show in the example below.

Remember to click Save changes to save your content.

Testimonial This is an overview of your content. For an accurate display, including alignment, please view your live microsite once published.

“Joining my Probus Club has been one of the best decisions I've made in retirement. I've made wonderful new friends, enjoyed fantastic outings and activities, and always
ook forward to our menthly meetings. Its a Club filled with friendly, welcoming people who genuinely enjoy spending time together. | wish | had joined sooner.”

Author Name “Joining my Probus Club has been one of the best decisions I've made in retirement. |'ve
Monika - Club Member made wonderful new friends, enjoyed fantastic outings and activities, and always look
forward to our monthly meetings. It's a Club filled with friendly, welcoming people who
genuinely enjoy spending time together. | wish | had joined sooner.™

Author Titie

-
Author Avatar 1 L
-\®’ Monika - Club Member
x  OTMAVZI432AZAZIAIBSTD2EWAR Webp

R4

CARD:

This block allows you to combine an image, text, and a hyperlink button in a single section, making it a
great way to highlight important information or promote a specific event.

For example, you could use this block to feature your meeting venue, advertise an upcoming Annual
General Meeting (AGM), promote a special event, or encourage visitors to learn more by clicking a button.

Simply upload your image, add your text, customise the button wording, and enter the link you would like
the button to open.

Remember to click Save changes to save your content.
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DOCUMENT/NEWSLETTER:

The Document/Newsletter block allows you to easily add documents to the microsite in PDF, MS Word
PowerPoint, JPG, PNG and Excel formats. The maximum file size is 20MB per file.

To add a document, select the arrow button next to the red trash can.

Section Heading (Optional) Preview

Documents / Newsletters

Document o

Add document

The following screen will appear that allows you to select a file from your device. Once added, include a
description of the file that has been added in the link text field which will appear as the clickable link to
access the file.

Section Heading (Optional) Preview

Documents / Newsletters

Document lii]

Document

Drag & Drop your files or Browse

Upload a PDF or Word document (also supports Excel, PowerPoint, images, text). Max 20MB

Link Text

Add document

Additional documents can be added by clicking on the Add document button. Remember to Save changes
by clicking on the Save changes button in the bottom left hand corner.

EVENTBRITE:

The Eventbrite block allows you to promote upcoming events that have been created in Eventbrite, making
it easy for members and visitors to view event details and register online.

Separate instructions on how to set up Eventbrite events to appear on your microsite are available to
download from the Edit Microsite Page or the Document Library in the Members section of the PSPL
website.
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Simply enter the Eventbrite Private Token in the Eventbrite API Token field as per the screenshot below
and your Club’s event will be displayed. This is an ideal way to promote activities such as club outings,
information sessions, special celebrations, or fundraising events.

Create

Eventbrite AP Token' TH
@

Enter the Private Token for your Eventbrite event feed. The same token will link all your Club events in Eventbrite. Find the Private Token under Account Settings [ Developer
Links [ APl Keys.

Events to Show’
Upcoming Events v

Please note that if you choose a different "events to show' option, you will need to re-enter your APl Token above.
Maximum Events to Display

10

Section Heading (Optional)

Upcoming Events

PREVIEWING A MICROSITE PAGE

Once all content has been added to a page, the Edit Microsite Page will show a preview on the right-hand
side of the page with a list of the content blocks that have been added.

To delete a content block, select the red trash can, to edit a content block, select the orange button that
has a pencil in it. This will open up the content block to be edited.

Microsite Pages > Edit

Edit Microsite Page ¢ Backto Microsite Cancel

Information  Page Builder

T

“. HeadingBlock - 2
%, ParagraphBlock - 3
", ImageCarouselBlock - 4
. ImageBlock - 5
. TwoColumnBlock - 6

ContentSectionBlock - 7 Our Club provides retirees and semi-retirees with the opportunity to meet new people, enjoy social activities, discover new interests and remain
active within our local community.

Welcome to our Club

Welcome to the Sample Probus Club, Where Retirement Comes Alive!
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USING THE IMAGE CROPPING TOOL

Some of the content blocks have an option to upload an image, these include the Hero, Image Carousel,
Image, Image Gallery, Testimonial, Card, or Document/Newsletter blocks. Once an image is uploaded, it
can be edited by clicking the pencil icon in the bottom middle of the image. See the example screenshot

below.

x o px

Y 18 px
Width | 2000 px
Height | 125 px

Rotation 0 deg

Aspect ratios

Free 69 a3 1

- 33

An image can be easily cropped by using your mouse to hover over the area you want included in the
image and then select the green Save button in the bottom right-hand corner.
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Alternatively, you can enter the dimensions (in pixels) in the following fields if preferred

Use the crop settings to adjust your image:

X: Enter how much to crop from the original width.

Y: Enter how much to crop from the original height.

Width: View the original and adjusted width or enter your preferred width.
Height: View the original and adjusted height or enter your preferred height.

Rotation: View the current rotation or enter the amount you would like to rotate the image.

The easiest way to crop is simply dragging the box or using the other image cropping tools as explained
below:

Drag Tools — Use these tools to work with the image. From left to right, these are: Move, Crop, Zoom In,
Zoom Out and Zoom to 100%.

Move Tools — Use the arrows to move the image left, right, up or down.

Rotation Tools — Use these tools to rotate the image left or right or flip it horizontally or vertically.

Aspect ratios — An aspect ratio is the proportional relationship between the width and height of an image.
The aspect ratio options will vary depending on the size of the image and/or block.

Aspect ratios

Free 16:9

Aspect ratios

Free 4:3 11
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Use the orange Reset option to start again or click Save to apply your changes to return to your block.
Remember to Save changes in the block and then again in the Edit Microsite Page.

Please note that with the Hero Block, as this is a background image that has a button and wording overlaid
on the image, the size and scale of the image will change depending upon the number of words used in
the Heading and sub-heading fields.

ADDING A NEW PAGE TO A MICROSITE

As indicated previously, PSPL’s microsite template contains 6 pages which are sufficient for a Club website.
However, additional pages can be added by selecting the New microsite page button on the right-hand
side of the screen as shown below:

Edit Microsite View Live Site

Club Name Microsite Name

URL Slug

Title Published Blocks

About Us ® 5 @ Edit ) Delete
Weicome ® 7 @ Edit ) Delete
Join Us [©) 9 # Edit 1 Delete
Outings and Activites [©) 9 # Edit 1 Delete
Newsletters and Photo Gallery [©] [ # Edit ) Delete
# Edit 1 Delete

Gontact Us ® 3

Showing 1to & of & results Perpage 10 v

A pop up will then appear asking you to enter the Title of the page, once the Title is entered, the URL Slug
will automatically prepopulate once you click on that field or the ‘tab’ button is pressed on your keyboard.
Although the website is still unpublished i.e. not visible to the public, as each page is created, it needs to
be published so that you can view it in the microsite preview.

Create microsite page
Title' Slug’
{ )

Published’

m Create & create another Cancel

Once you have published the page, select Create, this will then show the Created field in the top right-
hand corner with a green tick.

You will then be directed to the Edit Microsite Page for the new page that has just been created. The Title
and URL Slug have automatically been prepopulated. Please ensure that you enter the relevant
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information in the SEO Title and SEO Description fields. Include key words in these fields that potential
members may associate with Probus like social, connection and active, relevant of course to the page that
has been created and include the Club name where possible. If you are unsure about what to add in these
fields, take a look at the SEO information that PSPL completed for the template pages.

Microste > Eait
Edit Microsite Page sscktomeroste [ERIEITY)  concarcranges ([
age Builder: Test

Tile”

Test

URL Slug

test
@ ruwisne
550 Tite

Test

SEO Description

The Edit Microsite screen lists the microsites pages in accordance with the order that has been set to
appear across the top of the microsite. To change the order of the pages, click on the arrows that appear
just under the Pages heading per the screenshot below.

Pages New microsite page
Title Published Blocks
About Us ©)] 5 # Edit {} Delete
Welcome (O] 7 # Edit ) Delete
Join Us ® 9 # Edit {} Delete

Outings and Activites @ 9 @ Edit ) Delete

Newsletters and Photo Gallery ®@ 6 @ Edit @ Delete

Contact Us @ 3 # Edit ) Delete

Showing 1to 6 of 6 resuits Perpage 10 v

Once the arrows are selected, a tick will appear where the arrows were previously. You can now select any
page and change its position by dragging it to where you would like it to appear.

Title Published Blocks

Outings and Activites s
Newsletters and Phato Gallery \{\ 6

Contact Us ® 3

Remember to Save changes for the new order to become effective.
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LINKING THE MICROSITE TO YOUR CLUB’S PUBLIC PAGE

Once you are happy with the content in your Club’s microsite, it can be made public by publishing the
microsite. This is done by turning on the Published option on the Edit Microsite screen which lists all the
pages on the website.

Microsite > Edit
Edit Microsite 1"} How to add Eventbrite events ., Export Microsite
Club Name Microsite Name
SAMPLE PROBUS CLUE Sample Probus (C)
The information in this field cannot be changed. The information in these fieids can only be changed by PSPL
URL Siug
EICTELEe isible to the public. Unpublicned m nly visible to your Club's committee members through the Members Login
The information in these fields can only be changed by PSPL.
c=3 -
Pages New microsite page
m
Title Published Blocks
Welcome @ 6 @ Edit {f Delete
About us @ [ # Ecit @ Delete
Join Us @ 9 & Edit @ Delete
Outings and Activities @ ] @ Edit @ Delete
Newsletters and Photo Gallery @ s & Edit @ Delete
Contact Us @ 4 @ Edit {f Delete

After publishing the microsite, select Save Changes and then the option to View Live will appear next to
the Edit Microsite option as can be seen in the screenshot below.

Microsite > List

Microsites
Club Microsite Name URL Slug Pages Published
SAMPLE PROBUS CLUB Sample Probus (C) sample-probus-c 3 ©] [ Edit Microsite View Live
Showing 1 result Perpage 10 v

Once you have selected View Live, it takes you to your Club’s microsite. After a final review of your
microsite, it can be linked to your Club’s Public page on PSPL’s website. This can be done via the Online
Update facility on your dashboard. Copy the URL from the search bar at the top of the screen and add it
to the Club Website field in section 1 in Online Updates. For further information on how to make changes
online, please refer to the instructions on How to Submit Online Updates in the Document Library.

VISIT PROBUSSOUTHPACIFIC f @ Q

Welcome About us Join Us Outings and Activities Newsletters and Photo Gallery Contact Us

Sample Probus Club
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EXPORTING MICROSITE INFORMATION

Please note that microsites are not backed up due to storage restrictions. However, an export function
has been provided within the microsite to allow text to be exported prior to any changes. This is a basic
export function that produces a file in a JSON format and contains special characters which can be
removed through a file conversion. This format does not include images or documents..

PSPL expect to provide a more comprehensive back-up solution at a later stage. It is important to note
that PSPL cannot guarantee that microsite content can be recovered if it is accidentally deleted, corrupted,
lost or otherwise becomes unavailable. As can be seen in the screenshot below, the Export Microsite
download button appears in the right-hand corner of the screen.

How to add Eventbrite events View Live Site Export Microsite

Microsite Name

Sample Probus (C)

The information in these fields can only be changed by PSPL.

@) rublished’

A published microsite is visible to the public. Unpublished microsites are only visible t

section.

ub's committee members through the Members Login

g
[=]

To export text, please complete the following steps:

1. Click on the Export Microsite button in the top right-hand corner
2. A new window will appear showing that the export has been downloaded as follows:

a * &

! Recent download history ®

microsite-sample-probus-c-
export-2026-10-13.zip

5.8 KB » Done

3. The JSON file can be opened in Notepad however the file will include the special characters as
indicated earlier. Save the file with an appropriate file name i.e. Microsite text from 12102026

If required, the JSON file can be easily converted to an MS Word file by using ChatGPT. However,
converting the JSON file to MS Word is only necessary if you need to access the text information. Please
note that file conversion option with ChatGPT is only available with a free ChatGPT account that requires
a user to sign in.

If text information is lost and you need to convert the JSON file to an MS Word, you can do so by using
ChatGPT as follows:

Copy the JSON file into one of your folders on your computer or laptop

Open ChatGPT.com

Ask ChatGPT to ‘Convert the attached JSON file to a MS Word file removing the special characters’
Use the + key to upload the JSON file

Download the MS Word file ChatGPT provides

oo T o
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STORING CLUB DOCUMENTS ELECTRONICALLY

Clubs should not use microsites as a storage option for Club related documents or images as too much
content on a website can impact the speed of the site. It can also detract from the microsite’s objective
which is to showcase the Club to potential members. Clubs should consider Google Drive as a storage
option for Club documents or images. Instructions on how to use Google Drive for Digital Storage of Club
Files are available in the Document Library of the PSPL website.

SUMMARY

These instructions have been developed by PSPL to assist Clubs in updating and managing their microsites.

They provide step-by-step guidance to help Clubs maintain an informative, engaging and up-to-date
online presence, making it easier for potential members to learn about your Club and for existing
members to stay informed.

The information and screenshots provided are correct and relevant at the time of issue. As website
technology and functionality may change over time, some features, processes or screenshots may differ
from those outlined in this guide.

Clubs are encouraged to regularly review their microsite content to ensure all information, including
contact details, meeting arrangements, activities and images, remains accurate and current.

While PSPL provides the microsite platform, individual Clubs are deemed to have agreed to the Microsite
Terms and Conditions outlined in the Information Sheet titled Club Websites hosted by PSPL which is
available in the Document Library of the PSPL website.
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