Posting Information to the RAC website.

· Assuming that you have the appropriate permissions to access the Web Admin section of the website, navigate to the chapter website and login.

· Click on the "Web Admin" link in the login menu options

· At the web admin section, click the "Access Control Panel" link (seen below)
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· Hover over the SUBMIT tab and click on "RAC Website Updates" link (seen below).
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· Click the "Show All" tab so that you can see all of your options at a glance (seen below).
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· Entry Date: This parameter controls when your update will appear on the website. If you leave it as it is, your content will post immediately after you hit the SUBMIT button.  You have the ability to select a future date and specified time by changing the information indicated below in the Entry Date section.

· Expiration Date:  This parameter controls when your update will be removed from the site, or rather, "hidden" from public view. For example, if you have announcement that is only temporary, select an expiration date when you post the announcement, so that it is removed from the site after the date has passed. This will help keep the website looking fresh.
· Make sure that you use the date/time format that is shown below. 
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This is the most important section of the process. Every page of information on the website is categorized into the categories below. Many of the categories have the same name as their respective page:

If you are posting an announcement, you need to click and select the News and Event Section in the category list. Your update will appear as a link in the News and Events section on the home page, and will also appear in the News and Events Section on the website (hence the name).
If you are posting a chapter meeting update, you need to click and select the Chapter Meeting Section in the category list. Your update will appear in the Chapter Meeting section on the home page.
Make sure that you click and select the appropriate category. If you click the wrong category, your information will appear on that particular page of the website.

Posting Your Information
Skip down to the Title section. Enter a title for you update. Depending on what category you select, your title may or may not show. For example, for News and Events, your title will show, but for Chapter Meeting Section, it will not show. Regardless, you must enter a title. the URL Title is automatically [image: image5.png]Categories.
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generated based on what you enter in the title field. 
Enter your update in the Page Body field.  

After you have finished and have checked your entry for grammar and spelling, you can do a few things:

PREVIEW button allows you to see a fairly accurate version of your entry in a preview mode.

UPLOAD FILE Use this button to attach documents or images to your update.

SUBMIT button to complete the process.

[image: image6.png]* Title

URL Title

F * Page Body





