How to update your Merton Connected home page

1. Once you have logged in to Merton Connected and found your home page, you should notice "View" and "Edit" tabs at the top of all your pages. These are only visible to you and the other administrators of your page - members of the public cannot see them.


 

2. If you click on the "Edit" tab, you can now edit your home page in much the same way you might write and edit an email or a Word document. With the formatting toolbar you can align your text, add bullets, embolden, and add links. You can also add your logo or other images. To find out how to do this, click here.
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3. Once you have finished editing, scroll to the bottom of the page and click the "Save" button.
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4. Your home page should now be updated.

How to add pictures to your Merton Connected home page

1. First log in to Merton Connected, find the page that you wish to add an image to and click on the "Edit" tab.
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2. On your editing page, you should see a button labelled "Image Assist". Click on this.
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3. The Image Assist window will now offer you the option of choosing an image you have already uploaded, or choosing a new image to upload. Click on the "Upload" button.
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4. In the new fill in the Title field with the name of your image (eg "Our Logo"), then click on the browse button and, in the same way as you would add an attachment to an email, specify the location of the image you wish to upload - for example, it might be on your desktop, your C drive or a network drive. Once you have found your image, scroll to the bottom of the window and click the "Save" button.
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5. Your image is now uploaded. On the next screen you can give your image a title, a description (eg "the logo of Our Group"), specify the size (thumbnail will insert a small version of your image, preview will insert a large version) and click the "Insert" button.
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6.  Your image will now be inserted into your page.
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7. Now scroll to the bottom of the page and click the "Save" button.
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8. Your page should now be updated with your image included.

How to add a new page to your Merton Connected site

1. First log in to Merton Connected, and find your home page. At the top of the right hand column you will see your group administration menu. You can use this block to add extra pages, events and polls to your Merton Connected site. To begin with, click on "Create group page".
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2. You will now be able to edit your new page in much the same way you would edit an email or a Word document. Give your new page a title and then either type or paste the text you would like to appear on this page.
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3. Once you are happy with your text, scroll down to the bottom of the page and click the "Save" button.
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4. Your new page will be saved and will also appear in your group pages menu in the right hand column.
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How to add a new event to your Merton Connected site

1. First log in to Merton Connected, and find your home page. At the top of the right hand column you will see your group administration menu. You can use this block to add extra pages, events and polls to your Merton Connected site. To begin with, click on "Create group event".
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2. You will now be able to edit your new event in much the same way you would edit an email or a Word document. Give your new event a title and then either type or paste the text you would like to appear on this page.
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3. Scroll down and you can now specify the start and end time and date of your event.
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 4. When you are done, scroll down to the bottom of the page and click the "Save" button. Your new event will now appear in at the bottom of your right hand column.
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5. Your event will also automatically appear in the Merton Connected community calendar - to see this click on the "Calendar" link in the top left of the screen.
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6.  The community calendar displays community events throughout Merton.
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7. Your event will also appear in the upcoming events section of the Merton Connected home page, in the week  before it takes place.
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