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1. ABOUT THE WEBSITE 

The club website was designed and hosted by Judd Associates and is hosted by. Judd Associates kindly offer 
their services at no cost to the club 

The club’s ‘website manager’ looks after the day to day management of the site, and drives any developments 
of it. 

2. HOW IT WAS DEVELOPED 

The current format of the website was developed by Judd Associates. A questionnaire was sent out to 
everyone within the club to ask for their views on the original site, the feedback from which was collated into a 
brief for Judd Associates. Those who responded to the questionnaire and expressed an interest to be involved 
throughout the development of the website, were consulted on key elements of the site – giving feedback on 
the both the design of the site and the structure of the information within it. 

Through this process we hope to have not only updated the look and feel of the site, but also made it more 
approachable for both the club members and visitors to the site. 

For more information on the feedback received, please contact the web manager. 

3. GUIDING PRINCIPLES OF ITS DESIGN 

This is the key feedback we received which influenced the design of the new site: 

• It needs a personality and character to entice people into the site. 
• A bit less ‘basic’ than the current site. 
• A new design, in keeping with the club colours, which grabs you. 
• The current site is functional but not exciting. 
• Generally the comments about the ease of use of the navigation were positive, so we don’t want to 

change this too much. 

As a result, the website has adopted a ‘fresher’ and more sophisticated design, while still retaining the key club 
colours. 

The main navigation has been retained on the left hand side so there’s quick, easy and obvious access to the 
key information on the site. We have added specific navigation for the different sections of the club through 
drop downs at the top of the page, enabling members to go straight to their section’s information without 
having an unusable, long left hand navigation. 

By introducing a content management system, club members who have frequent updates for the website have 
the ability to directly update specific content on the website. This has two major advantages: 

• Those individuals can really take ownership of the website and develop their content to suit the role 
they play for the club. 

• There isn’t a delay in waiting for the web manager to update the site, particularly important during 
the busy month leading up to the start of each season and for urgent information such as news 
updates and fixture changes. 
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4. SUGGESTIONS FOR FUTURE DEVELOPMENTS 

Having said all this, we aren’t suggesting that the site is either perfect or ‘future proof’. One of the great things 
about the internet is how quickly it evolves, so the TWHC website will have to evolve as well to ensure it’s 
always fresh, useful and taking advantages of new developments within the club and online. 

If you have ideas for future developments of the website please don’t hesitate to contact the website 
manager. 

5. ABOUT THE CONTENT YOU ADD TO THE SITE 

5.1. THE WORDS YOU USE 

The site will read better for users if we have a consistent approach to the language used within it. Therefore, 
please follow the guidelines below when writing content for the site: 

• WRITE CONCISELY. 

Text viewed on a computer screen isn’t as sharp as print on paper, so we tend to read it up to 25% 
more slowly. Therefore we need to keep the content on the website concise. Sentences should be 
kept to under 20 words long and the number of sentences kept to the bare minimum. 

A good way to discipline yourself is to write the content as you would normally, then re-read it and 
remove every single word where removing it doesn’t change how the sentence will be understood.  

For example: 

Original text “At Tunbridge Wells Hockey Club we are always happy to welcome new members and 
have an easy and simple application process for those wanting to join the club. To join, you simply 
need to fill out the appropriate application form.” 

Web version “At Tunbridge Wells Hockey Club we welcome new members and have an easy 
application process. To join, fill out the appropriate application form.” 

• BREAK UP PARAGRAPHS. 

A solid block of text is very hard to read on screen, so keep paragraphs to three or four sentences 
each, with space between them. 

• USE LOTS OF HEADINGS AND SUBHEADS. 

It’s very easy to click from one website to another, and visitors don’t like to hunt around for what 
they want on a site. If it’s not obvious where the information they want is, they tend to leave the site. 
For the same reason, many visitors don’t like to scroll down a long text. 

Therefore, using headings and sub headings will break up the text and help our visitors find what 
they’re looking for. Headings and sub headings have been pre-defined for the site and section 6.3.1 
will provide you with information on how to use them. 

You can also put a series of links at the top of the page to assist visitors in navigating down to content 
further down the page to save them scrolling. Section 6.3.1 shows you how you can use anchors and 
hyperlinks to do this. 
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• USE “BLURBS” TO DESCRIBE WHAT VISITORS WILL FIND WHEN THEY CLICK ON A LINK. 

For example: 

Ladies dinner 2009. Photo album from the annual ladies’ dinner social event. 

Link to multimap. This will take you to the multimap.com website with a map of this location. 

• ASK SOMEONE TO PROOFREAD IT FOR YOU 

Perhaps because of poor screen resolution, web writers (like email writers) often miss typos or 
grammatical errors in their own text. Website visitors, however, are likely to spot those mistakes very 
quickly! This will give them a perception that the website (and therefore the club?) is unprofessional 
and lacks attention to detail.  

So, if possible, ask someone to proof read your content before you post it – the website manager is 
happy to do this for you if it would help. Please also use a spell checker to help find mistakes 
(although this should not be a replacement for poof reading, as this sentence demonstrates!). 

• USE AN INFORMAL TONE 

For the majority of content please use an informal tone. We want the site to be friendly and 
approachable for all users, so formal language isn’t really appropriate. Here are some tips on writing 
with an informal tone: 

o Use ‘active’ rather than ‘passive’ sentences. Here are some examples: 

Active Passive 
You can join TWHC half price now! TWHC can be joined half price now! 
You must send your match report by 
Tuesday. 

Match reports must be sent by Tuesday 

Contact Jo for more information. Jo can be contacted for more information. 

o Feel free to use contracted forms, such as won’t instead of will not and can’t instead of 
cannot. This isn’t a strict rule, but using the longer forms constantly will make the content 
appear more formal. 

o Ensure that the vocabulary you use is easy to understand. We have a wide range of people 
looking at the site so we need to ensure we use clear and simple words. For example, instead 
of ‘The meeting will convene at 7pm’, try ‘The meeting will start at 7pm’. 

However, the informality shouldn’t go too far. The use of abbreviations which aren’t common place or 
text speak will take informality to the point where it becomes incomprehensibility! 

Where you are writing “serious” content for the site (eg club policies or details for making payments 
to the club) then please do use a more formal tone if you feel that it more appropriate. 

5.2. IMAGES 

We want to brighten up the website with as many photos and images as possible, but we do need to take care 
when selecting images to publish. If you publish and image to the website then it is your responsibility to 
ensure that you follow these guidelines. 
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Please ensure you only publish images which are clear, in focus and where the scene/people being 
photographed fill the image (ie so they aren’t too distant). Remember that the quality of the image will 
diminish for people viewing it online with different quality and resolution monitors, so it needs to be a good 
image to start with. 

If the image contains anything which anyone could find offensive (because of the nature of the image and/or 
because they appear in the image) then please don’t use it. Remember that anyone around the world could 
view the club’s website and the image you publish. If you’re not sure about an image then please feel free to 
ask the website manager for their view on whether or not it is appropriate. 

You also need to ensure that you have the right to use the photo. Images which you find on the internet may 
be copyrighted, so please check for any licensing requirements before using them. 

Images for the site need to be saved as jpg (for photos) or gif (for other images) files. A label and/or 
description can be added to each photo if you wish, please provide this when you send the images. 

If you don’t have the appropriate software to create a jpg/gif file of the image or to make any improvements 
required to the quality of the image, then please contact the website manager who will be able to assist. 

5.2.1. PHOTOS INCLUDING THOSE UNDER 17 

Where we are showing a photo of anyone who is 16 or younger, we must ensure that we have permission 
from the appropriate parent or guardian. We ask for this permission as part of the membership process for 
juniors and maintain a list of those from whom we have permission. 

If you are frequently posting photos of juniors, please contact the website manager who will provide you with 
the list of whose photos you can or can’t use. If you are only occasionally posting junior photos, then please 
send a list of the juniors included in each photo to the website manager who can check the list for you. 
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6. USING THE CONTENT MANAGEMENT SYSTEM 

The website’s content management system is provided by the Judd Associates ‘web toolbox’. This gives 
specified users access to change pages on the site. These instructions provide information on how to do this. 

Please note that once you edit and save the content within the Judd web toolbox 
then this content is ‘live’ on the club’s website. 

Therefore, if you’re developing new content or not sure exactly what you want to say we strongly 
recommend you draft the content in another application (eg Microsoft Word) 

and only transfer it to the website when you have the final version ready. 

Please also do not amend pages for which you are not the designated owners, or use the Judd web toolbox for 
making any changes other than those of the nature explained below. This guide only deals with the elements 
of the Judd web toolbox which you’ll need to use, rather than the entire system. 

A practice page has been set up to allow you to have a go without changing the content of the website. This 
practice page is called “Practice Page” and can be found in the “Members Info” folder. The page name is 
crossed out in the system (as shown here) to indicate that this page has not been published to the live 
website. 

6.1. SIGNING IN 

First of all you need to access the Judd web toolbox website, which you can find by entering the following 
address in the address bar of your internet explorer: http://www.twhc.co.uk/manager. 

This address will take you to the following log on screen: 

 

Please enter the username and password you have been given. Please note that these are case sensitive. 

(If you have forgotten your username or password, click the “Forgot your password?” link and enter your email 
address. Your password will be re-set and emailed to you.) 

Click on the ‘Login’ button.  
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6.2. THE USER INTERFACE 

The first page you see will show a ‘navigation tree’ of the content of the website on the left hand side, as 
indicated here: 

 

The pages of the site within the navigation tree are sorted loosely in the same hierarchy as they appear on the 
site. 

To find a specific page, click on + to the right of the folder name , this will expand the folder and 
show you the pages within it: 
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6.3. EDITING AN EXISTING PAGE 

Left click on the name of the page within the navigation tree which you want to edit. 

In the main part of the screen you will see a summary of information related to the page you have selected: 

 

To amend the content of this page, click on the Edit button  at the top of the screen. 

Your sign in details will only give you access to edit the pages you own. Please contact the web manager if you 
believe the access isn’t working properly. 

Then scroll down the page which appears until you see the ‘Page Content’ section, as shown here: 

 

In this case there currently isn’t any content on the page so it shows as blank. If there is already content on the 
website page then the content will appear here. 

At this point you can simply change the content as you would in other applications (such as Microsoft Word). 
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6.3.1. EDITING TOOLBAR 

  

 
These icons at the top of the screen are explained below:  

 

This is an ‘undo’ and ‘redo’ function. 

 

If you are copying content from other applications such as Word, Outlook, or another website it is very 
important to use these buttons to paste the content. Otherwise, unwanted formatting can be copied as well, 
which can spoil the look of the page. 

If copying and pasting from Word, click the “Paste from Word” icon and follow the instructions. 

If copying and pasting from other applications, click the “Paste as Plain Text” icon 

 

”Find” – useful for finding a word or text in long pages 

 

”Find and Replace” – works in the same way as Word 

 

This inserts a horizontal line across your page. 

 

This inserts a symbol into your page. Useful for things like accented letters such as é and ‘wingdings’ such as �. 

 

This inserts an image into your page. Please see section 6.3.2 for more details on how to use this. 
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These enable you to insert or remove a hyperlink. Highlight the text or image in the page which you wish to 
have as the hyperlink, then click on this icon and the following window will appear: 

 

To link to an external site, simply type or paste the address into the ‘Link URL’ box. Whenever linking to an 
external site you must select to open the hyperlink in a new window, using the option highlighted below: 

 

To link to another page within the TWHC site, click on ‘Link list’ to obtain a full list of all pages, and simply click 
to select the one you require: 
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If you wish to link to a specific part of a page you first need to insert an anchor (see below) and then use the 
‘Anchors’ option to select the anchor to link to. Please note that you need to specify both the page in question 
from ‘Link list’ as well as the anchor to link to, even if the anchor is on the same page. 

Once you have selected the appropriate hyperlink, click on the ‘Insert’ button. 

 

This inserts an ‘anchor’ into your page. This marks a point in the page so that you can link to that specific point, 
it is not visible to the person reading the page on the website. This is useful, for example, if you have quite a 
lot of content on the page and want to put some hyperlinks at the top of the page to link to content further 
down the page – the hyperlinks at the top will link to specific anchors further down the page.  

 

Makes the editor window fill the screen, could be useful for editing particularly long pages 

 

This will print the current content of the page. Useful for proof reading, which is easier on paper than on 
screen. 

 

This gives you access to change the page through html coding rather than in the WYSIWYG (what you see is 
what you get) view. This should only be used by experienced html users. 

 

This are icons for changing font formats, applying bold, italic, underline, strikethrough, subscript or superscript 
to the text you are working on. 

 

This creates a bulleted or numbered list within your page. 

 

This increases or decreases the indentation of your text. 

 

This amends the alignment of the text where your cursor is or text which you have highlighted. 

 

These are the different formats of text you can use on the site. 

Please don’t use H1 at all on your pages. This is the heading used for the title of the site and won’t work 
correctly on individual pages. 

Please use H2 for your main headings, H3 for your sub headings and so on. Please use ‘paragraph’ for all other 
text. 
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Spellchecker – simply press this icon and it will highlight any spelling mistakes by underlining them in red. Click 
the word to see suggested corrections. 

 

Inserts a table into your page. When you click on the icon the following window will open, enabling you to 
specify the number of rows, columns, etc for your table: 

 

‘Cellpadding’ indicates how much margin there should be inside each cell. ‘Cellspacing’ indicates how much 
space there should be between each cell. It’s recommended that you leave these blank. 

If you want a border on your table, then set the border to ‘1’, or vary this number for a thinner or thicker 
border.  

Once you have inserted the table, the following icons will become available to edit the table: 

 

These icons allow you to: 

 Amend the properties of a particular row or rows in the table. The row/s in question should be 
highlighted first. 

 Amend the properties of a particular cell or cells in the table. The cell/s in question should be 
highlighted first. 

 Insert a row above or below the row you have highlighted. 

 Delete the highlighted row. 
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 Insert a column before or after the column you have highlighted. 

 Delete the highlighted column. 

 Merge the highlighted cells (the greyed out icon is to split cells which you have merged). 

6.3.2. INSERTING IMAGES INTO THE PAGE 

Please ensure you have read the guidelines for using photos on the website (see section 5.2) before you insert 
any images. 

If you want to put more than a few images onto a page it’s recommended that you do this through a photo 
album you can link to from the page, otherwise you’re forcing the reader to do a lot of scrolling down to see 
the full content of the page. To do this please send the photos to the web manager who will create the album 
for you. Please ensure you send these according to the guidelines laid out in section 5.2. There is no need to 
re-size the images before sending them. 

When inserting images, the Judd web toolkit won’t know if you’re trying to insert an image which is wider than 
the page (which will push the content of the page out of sync with the rest of the site). So please ensure that 
the image is a maximum of 480 pixels in width before you insert it. If you do not have the necessary software 
to change image sizes, then you can do this within the Judd web toolkit as outlined in the instructions for 
inserting images below. To insert an image, ensure your cursor is at the point in your page where you wish the 

image to appear. Then click on the insert image icon . 

This opens a new window as below: 
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Click on the ‘browse’ icon highlighted above to find the image to include. This will open another window: 

 

If you are using an image which is already held on the website, simply click on the appropriate folder/s (such as 
the photos-social one above) and then click on the image when you find it. This will return you to the previous 
window where you need to enter a description for the photo or image. This should be a short sentence 
outlining what the photo/image is of – this is required so that if the website is being viewed by a site impaired 

user the text describing the image will be available to them audibly. Then click on the  button. 

If the image you wish to use is not already within the folders on the site, you’ll need to upload it from your 

computer. To do this, click on the  button, find the image file on your computer and click on ‘Open’. 
This will return you to the previous window and you will see the image you have selected is listed as show 

below (1). Click on the  button and the image will appear in the window as shown below (2), where 
you can select it by clicking on it once: 

 

If you wish, you can also use the ‘Create new folder’ option to organise your images, although where possible 
please use the existing folder structure. 

  

2 

1 
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6.3.2.1. CHANGING THE SIZE OF AN IMAGE 

When changing the image size it’s best to do this with an image editing application. However, if you don’t have 
one of these, then you can use the Judd web toolkit to change your image size. 

This is done while you insert the image, so to start with you need to click on the insert image icon and have 
already moved the image to be resized into the website folders (see above section 6.3.2). The screen should 
then appear as below: 

 

Click on ‘edit’ icon: .  
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This brings up this new screen with options on the left hand side to enable you to change your image: 

 

To change the size of the image click on the  icon then click and drag on the small boxes that appear at 
the corners of your image, until the image is at the right size (as shown above). Ensure that ‘constrain 
proportions’ is ticked (above the image) otherwise you could skew the proportions of the image as you’re 
changing the size.  

You can also use this window to crop your image and to rotate it. 

Make amends then click on the green tick above the image to apply your changes. 

When you’ve done all the changes you need, click on save: 

 

Then click on green tick above the image to confirm. 

You can then close window by clicking on the  at the top right hand corner. 
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This will create new file for the amended image, you’ll need to click on F5 on your keyboard to refresh window 
so you can see the new file: 

 

Click on the  icon underneath the original image to delete original file if wish.  

Then upload the image you want to the page you’re working on. 
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6.3.3. INSERTING DOCUMENTS 

Any documents to be inserted within the site must be pdfs – this ensures that all users can access them 
regardless of what software they have on their PCs (software for reading pdfs is free of charge). 

To insert a link to a pdf, highlight the text/picture which is to be the link and click on the  icon. 

The link window will then appear: 

 

Click on the  icon next to the ‘Link URL’ box. This will open the files window: 

 

If the file you want to link to is already here, then simply click on it and then on the ‘Upload’ button at the 
bottom right of the screen. Click once on the folders to search them for your file, or if you want to save a new 
file to one of these folders. Please try to keep to the filing system which has already been set up and avoid 
creating new folders unnecessarily. You can set up a new folder using the ‘Create new folder’ button at the 
bottom of the screen. 
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If the file is a new one, then you’ll need to have it loaded onto your computer (as a pdf) so you can move it to 
the site. 

Click on the ‘Browse’ button at the bottom right and select the appropriate pdf file from your computer files. 

 

The file name will appear in the box at the bottom centre of the screen. Then click on the ‘Upload’ button. The 
file should then appear in the main window as below: 
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Click once on the file and it will take you back to the first window: 

 

Set the ‘Target’ to ‘Open in new window (_blank)’ as shown in blue above so that the file opens in a second 
window, rather than replacing the intranet site in the user’s browser. This should be done for all pdfs to avoid 
the users closing down the intranet site when they have read the document. It also makes it easy for the user 
to have more than one pdf document open at the same time. 

Finally click on the ‘Insert’ button to complete the link. 

The system will automatically put a ‘pdf’ icon next to the link so users know what type of file they will be 
opening. 
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6.3.3.1. UPDATING DOCUMENTS 

If the document changes, then you need to set up the link again as above. 

Open the link and click on the  icon next to the ‘Link URL’ box. This will open the files window: 

Click on the  icon underneath 
the file you want to replace to delete it. Then select the new file (ie updated) file to link to by following the 
previous instructions for adding a new file. 

6.4. SAVING YOUR CHANGES 

IMPORTANT: Once you save your page it is live on the website. So only hit save once you are happy with the 
content!! 

To save the page, simply click on the Save button at the bottom of the editing screen:  

As soon as you have saved the page, please go to the website and check it appears as you wanted it to. 

7. CREATING NEW PAGES 

If you would like to create a new page for the site, then please contact the web manager to request this. 

8. HOMEPAGE NEWS TICKERTAPE AND ‘WHAT’S NEW’ 

The news tickertape is for urgent information, while the ‘what’s new’ is to flag any important website updates 
to users. 

Please note that you are welcome to add items to the news tickertape and ‘what’s new’ sections at any time. 
However, you must also remember to remove the items after an appropriate length of time. The website 
manager may also remove ‘what’s new’ items when the list becomes too long and any out of date news 
tickertape items.  
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To access this, please click on the ‘Resources’ tab at the top of the page and click on the ‘Manage resources’ 
option. Then either click on the ‘ticker’ or ‘whatsnew’ hyperlinks, as shown here (you may have to scroll down 
to see these hyperlinks): 

Please do not click on any of the other options within this section. 

This will open up the editing page for the chosen item. When this opens it will do so in ‘html’ view. You can 
change this to the normal editing mode by selecting ‘TinyMCE’ from the drop down at the bottom of the page, 
as indicated here: 

 

The page will then appear in the normal editing mode, which you can amend in the same way as the other 
pages. 
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Both the tickertape and what’s new pages are set up with bullet points within the Judd web toolkit. Please 
ensure that each line of content is displayed here as bullet points, this will automatically translate to the 
correct format on the site. The information you input should look like this: 

 

Each line you add should be set up with a hyperlink to the appropriate page. In the case of ‘what’s new’, it 
should link to the new/updated page on the website. In the case of tickertape items, it should link to the 
appropriate news section (ie general, juniors, ladies or men) where full details of the alert should be posted. 
Please also remember to remove out of date information from the news pages. 

9. FORMS 

If you require any forms to be amended or created (including who should receive the forms) please contact 
the website manager. 

Please note that the following functions are available for our forms: 

• Boxes where users can enter text, these can be single or multi lined boxes. 
• Tick boxes or ‘radio buttons’ (the radio buttons are round shaped and you can only select one option, 

whereas with tick boxes they are square and you can select as many options as you want). 
• Drop down lists of options for the user to select from. 
• Validation, if there should be a certain type of information entered into the field (eg for email 

addresses, this will check whether the information entered has an ‘@’ in it). 
• The resulting email when the form has been completed can be sent to multiple recipients. 

When completing the forms users are asked to enter a ‘security code’ which is shown on screen. This prevents 
spam email ‘robots’ scanning sites and sending responses to the email addresses within forms automatically. 
Ie, you shouldn’t receive spam just because you receive emails from the website. 


