‘ V PROCEDURE
'c e Website: How to Create a Group/ How to create an event

LAUNCESTON : UT
www.activelaunceston.com.au Salt LI

Purpose:

To instruct group leaders and/or business administrators to create a group and/ or create an event
on the Active Launceston website for endorsement purposes.

1. Access the Active Launceston homepage
2. Click the ‘Register’ link

'GActiveLaunceston> x
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ACTIVE LAUNCESTON PROGRAMS & EVENTS
JOIN THE

Active Dance 2014 Active Walk Run 2014 “C, e
FREE Dance Workshops for all levels of . ‘Walking and running in a safe group setting ' - V

experience A s0you can stay active over the cold winter LAUNC

and provide training for the Launceston 10

and et i WEBSITE
Inveresk Park & Walk - Free Parking ) Programs & Initiatives 2014
Active Launceston provides 192 FREE SPACES _#"  Active Launceston programs, events and

at the roundhouse car park off Churchill Park initiatives for 2014
Drive, Inveresk. C )

Positions Vacant 2014 Sponsorship and Donations
Mick thranah far avnraceinne of intaract and Brtiva L snncactan ralise an orante
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3. Fillin the following text boxes with the correct information. Please remember what
password you type in as you’ll be using it regularly. Please use a relevant email
address as you’ll receive an email notifying account activation

4. Don’t forget to agree to the terms and conditions

'@-ActiveLaunceston> x ¥
€« - C [3 wwwactivelaunceston.com.au/Registerfreturnurl =htip%3a%2{%2fwww.activelaunceston.com.au%2fGroups%2fiffness-Centre-or-Organisation <7

REGISTER

*Note: Membership to this website is Verified. Once your account information has been submitted, yfu will receive an email containing a link
thatyou can use to verify your account. Al fields marked with a red asterisk are required. - (Note: - Jegisiration may take several seconds.
Once you click the Register button please wait until the system responds,)

FirstName: * @

LastName: * @
Gender * @ v

Email Address: * @

User Name: * @

Password: * @
7-character minimum

Confirm Password: * @

Recieve Newsletters g
Receive Surveys g

Receive Flyers @

[RIIRCSRNCSENCY

Receive PositionsVacant

O

Security Coce: (i)

Enter the code shown above in the box below
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5. Verify your account with Active Launceston by logging into your email address
and clicking the link sent out in the email

'@Active Bunceston > % (=l

€ - C'| [ www.activelaunceston.com.au/Welcome/ctl/Access%20Denied?message=Please

¢

onfirm+you+registration+for+access+to+view+this+page +within+the +we .y

LAUNC CESTON

GROUPS EVENTS VE LAUNCE! CONT, GET HELP

ACCOUNT VERIFICATION REQUIRED

Thankyou for registel
the link contained in

g an account with Active Launceston. Te access your account profile and features, please verify your account by clicking on
verificati € already sent to you.

Please confirm you registration for access to view this page within the website.

= | H9 U |= Active Launceston New User Registration - Message (Plain Text) = @ 23

Mesfage Adobe PDF (2} e
5 Ignore x £ |\,.E g L Meeting (23 paa professional .. 3 To Manager 3 S Rules - @ I:l a% &4 Find Q
G4

.
™ &1 Team E-mail «' Done N OneNote . By Related -
Junk - Delete] Reply Reply Forward . 1| Move i Mark Categorize Follow = Translate Zoom
& Jun Al , More - | Reply & Delete ‘F Create New = o [ Adions * | Unread : up - . [+ select -
Delete Respond | Quick Steps | Move Tags | Editing | Zoom |
From: aftive.launceston@utas.edu.au Sent: Tue 20/05/2014 9:23 AM
To:!
Ca
Subject: Actif Launceston New User Registration
. liz)
Dear Peter Rapbit, N

‘We are pleasefd to advise that you have been added as a Registered User to Active Launceston. Please read the following information carefully and be sure to save this

message in a shfe location for future reference.

Portal Websitg Address: www.activelaunceston.com.au
Username: petierrabbit

You can use tN Vollnwing link to complete your verified registration:

http://www.activelaunceston.com.au/default.aspx?ctl=Login&username=peterrabbit&verificationcode=1y9cjkU99GE

Thank you, we appreciate your support...

Active Launceston
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6. Clicking on the verifying link should open up a new window saying our account has
been successfully verified. Type in your password you chose earlier and click

‘login’.
X convert v @Select

~ | *§ Search - ‘ 2§ Share ‘ More » SignIn A

LAUNCESTON

HOME GROUPS EVENTS ABOUT ACTIVE LAUNCESTON ACTIVI NIA RESOUR AG OTHER COMMUNITIES

USER LOG

Youraccount has\een successfully verified

Usernam peterrabbit

Password:

Login [] rRememberLogin

Register Reset Password
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7. After successfully logging in, you are given 2 choices; a) To update your profile or
b) Create or join a group. We want to create a group so click on the ‘create or join
a group’ tab

X cConvert v ESelect
i x Google - *J Search - ﬁshale‘ More > Signn 9

- <, Your account has been successfully
' L verified
4 Search

LAUNWSETSTON MOVE MOFE VE Messages Notifications Peter Rabbit

QURCES PAGE OTHE

HOME

WELCOME TO ACTIVE LAUYCESTON!

Thank you for joining our active community. As a régistered member you now have access to all the member facilities including, social groups,
activity tracking, weight tracking, fitness goal progresyand much more.

UPDATE YOUR PROFILE CREATE OR JOIN A GROUP

[tonly takes 3 minutes! Create a new group or join others!
In order to utilise the full member facilities of the Active Want to get social straight away? Create or join groups in
Launceston website we need some more information from the groups area to start!
you.

O r Post messages on group walls, view group events, upload
Fill out your member profile with your current information photos and much mare.

and and goals and you are ready to go!
Step 1. Visit the groups area

Step 1. Visit your profile Step 2. Select a category of interest from those available
Step 2. Enter your current height & weight Step 3. Create a group or join an existing group
Step 3. Enter your goal weights Step 4. Your ready! Have fun

Step 4. Your ready! start recording & tracking your progress
Want to do this later? you can create & join groups atany

Want to do this later? you can update at any time time

{ Update your profile Create orjoinagroup »
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8. Click ‘Create New Group’

X @Bcomvert v Bselect \

{ x Google v *§ Search -

8 Share | More » SignIn A

Search

LAUNG GTESTON y Messages Notifications Peter Rabbit

JT ACTIVE LAUN

Fitness Centre or
Organisation

42 South Surf School

Learning To Surf42 South Surf School NORTHERN TASMANIA, TAS 42 South Surf
School is TASMANIA'S FIRST SURFING AUSTRALIA LICENSED SURF SCHOOL, as seen
on Discover Tasmania. Owner Gary Egan is 2 LEVEL 2 Coach and qualified Physical

General Activity

Schools/Colleges/University Education Teacher with 20 years coaching experience from beginner to elite levels.
42 South Surf School conduct classes at various locations across the North of state
SpOI’t for all levels of skill development. All our staff are highly experienced and quality

coaches with a strong teaching and coaching backrounds Website
www sasurfschools.com.au/surfschools/42southsurfschool/ Phone: 0419120704
Email: 42southsurf@gmail.com

(5 pasts llmﬂnm [ photos [ documents Join

Active Lilydale Fitness Group

a community group meeting weekly in the Lilydale School Gym. For men and
women of zll ages, enjoyable, set at your pace, challenging and positive exercise
zession designed to improve fitness levels and improve strength, balance znd
endurance, and increase muscle tone A supportive and non competative
environment for exercise.

(3 post= | imembers [ phots [ documents Join
Active Physiotherapy
(3 post= | imembers [ phots [ documents Join
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9. Fillin your group details including a group name, description and picture. Please make
sure this information is relevant and you include a contact details in the description session
so you can be queried with any information. Click ‘Create Group’ to complete.

x  SHconvert + ESelect

x Google v:','lSearc:h"ﬁShare‘Mc;re»
LAUNTCETSTON

HOME GROUPS EVENTS MY PAGE ABOUT ACTIVE LAUN

CREATEA GROUP

CREATE A GROUP

Group Name *

Peter Rabbit Rungffz

Description

Select an image from your computer, maximum file size is 2.5MB
bear.jpg

Accessibility ® Public (everyone can see and join)

[ Revi Jsers must tt0 join this Zroun end be epproved by & group mensgzr.

Private (no one can see but members)

Create Group Cancel

Copyright 2014 by the University of Tasmania |  Privacy Statement |  Terms OfUse

Once completed, a request will be sent to the Active Launceston website administrator for
approval. Once approved, revisit the Active Launceston website and log in using the
username and password. Check the notifications on the top right of the screen and you will
see that your group has been approved. Finally, spread the word and encourage all staff,
clients, group members, friends and other community members to log onto the website and
join your group. Remember to keep your information valid and up-to-date.
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« - Dwww.activelaunceston.com‘au/AcTivity—Feed/Messages/userId/lllO,”View,fnUtificatiuns/action/notifications

Borie o

LAUNGESTON actwity. . Messages 1 Notification. .chc.ut

HOME GROUPS EVENTS MY PAGE AB TIVE LAUNCESTON ACTIVET. ANIA RESOURC !

ActivityFeed  Friends Messages MyActivities  MyProfle  MyWeights

PETERRABBIT

_—ﬁ\\ . - .
f/ \ Edit Profile Messages . Notificafions
| {
\ ) My Account
. e
1-1of1
MY PROGRESS TODAY
The number of minutes you
have exercised for today 5 The Peter Rabbit Running group has been
approved. -
Learn how to Eat Well PP a7
Congratulations! Your group has been seconds
approved! Click the link below to access your
group.

Peter Rabbit Running

Dismiss

Copyright 2014 by the University of Tasmania | Privacy Statement | Terms
& Conditions
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PROCEDURE
Website: How to add events to

your group page

LAUNCESTON )
www.activelaunceston.com.au

Access the Active Launceston Homepage
Click ‘Groups’
Locate your group by scrolling up and down and going through the pages.

P wnN e

Click the + symbol to add an event

< >

C' | [ www.activelaunceston.com.au/Groups/Fitness-Centre-or-OrganisatioN Group-Activity/groupid/119

LAUNTG CESTON  activity. \ Messages 1 Notifications F'eterRabb-it.L-:.gc.ut

HOME GROUPS EVENTS MY PAGE ABOUT ACTIVE LAUNCESTON ACTIVE TASMANIA RESOURCES PAGE OTHER COMMUNITIES CONTACTS GET HELP

Fitness Centire or

Organisation
Edit Group
General Activity
) ) GroupActivity  Members
Schools/Colleges/University
SpOFt Tell the werld something, B &

Peter Rabbit created the group Peter Rabbit Running
Run Run Run

6 minutesago = Like » Comment

Copyright 2014 bythe Universityof Tasmania |  PrivacyStatement | TermsOfuse
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5. Add in all the event details making sure to include all relevant information.

6. Inthe ‘location’ text box, make sure to put in the exact address including locality, state
and postcode as this is linked to Google™ maps.

7. Make sure to include a description of the activity in the big text box.

' € Group Activity % ‘__ﬂwmanﬁmw!f - =3P
& & @ [ wwwactivelaunceston.com.au/t /General-Activity/Group-Activity/ctl/Edit/mid/530/groupid/67ContainerSrc=[G]Containers v =

Ademin Modules Pages | Tools soda | Vie

Basic Settings  Advanced Settings

e B
T2 7 @ | schwwalkrun

DayBent @ o
O | 205204 (8 | s:asPm % Copy to End Date
e @ | 20/085/2014 B2 gz em o
2
L) remal
Category: @ Event ¥

Cost @ | rmee

Ttox @ Rich Text Editor o

| # B L2 O B

BC[ S0 @ (1ol X [ G
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8. If the event is reoccurring, click on the advanced setting tab and tick the box next to
‘Reoccurring event’.

9. Also click on ‘Send Reminder’, as events reoccurrence is set at 50.

10. Add in a reoccurrence end date and select whether the event occurs weekly, monthly or
daily.
11. Tick the box next to the day the event re-occurs then select ‘Copy as New Event’.

12. Confirm the information then your event should be added to the group page and also
listed on the Events Page. Congratulations.

r & Group Activity

€ = O [ wwwactivelaunceston.somau/ GroupsGeneral Activity/Group-Activityfctl/Edit/mmid 530/ groupid /6 ComtainerSre=[G] Contmners/activeLaunceston,Invisible

bW i e

LA UMNGCGCESTON

Basic Settings  Advanced Settings

CustomDewilPage @

Date: * gy Maximum 30 event occurences, See adminlstrator for detalls,

2307204 m

et @y

956 AM
5/05/2014
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