
 
 

Welcome to ccll.org.uk , the core website for all Links of the Chernobyl Children Life Line. The site has been designed so 

that anyone who wants to find us, and more about us, can see all the UK links in one place.  

 
The site has a built-in, on-line editor so that all Link Administrators (or other designated officer) can control the content, 
and access to your linkôs section of the site. You can also use all the administrative facilities available. 

 

Below is a list of the contents of this manual, and as wi th everything else in this project, if you can help improve it, please  
let us know. 

 
 

Please record your Login  details here: 

 
 

Linkôs URL: __________________________________ 
 

User name: _________________________________ 
 

Password: ___________________________________ 
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3. Checking your linkôs pre-loaded details. (Admin/Links)  
4. Setting up your linkôs web users and their security levels. (Admin/Users) 

5. Setting up your linkôs roles and personalised email addresses. (Admin/Roles) 
6. Menu Structure 

7. Editing the Menu 

8. Editing preloaded pages. 
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1.  LOGIN   

 
Open your web browser and 

type in your links URL (web 

site address) e.g. 
www.ccll.org.uk /bristol  

and click on the Members  
navigation button at the 

bottom of the menu on the 

left hand side. 
 

 
 

 

 
 

Enter your User Name  and 
Password  then click Log in.  

 
N.B. It is vital that you do not 

divulge these details to anyone 

else.  If you forget either of 
these details contact your Link 

Administrator or the National 
Webmaster, for security reasons 

they will not save as a cookie. 

 
 

 
Your Log in  will be confirmed 

and you are ready to start work.  
 

We will bring you new about 

the website, including updates, 
on this page. 

 
 

Note: Once logged in, all data 

will be securely transmitted 
between your machine and the 

web server.  You will see the 
padlock symbol in the status or 

address bar, the address will 

start with https:. You may click 
on the image at the bottom of 

this page or the closed padlock to see our credentials. 
 

 
 

http://www.ccll.org.uk/
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2.  SETTING YOUR PROFILE  (As administrator)  

 

This sets out your details and access rights to enable you to administer your web site. Click on My Profile :  

 
Now you can enter your 

personal details and 
change your displayed 

name  and password.  

 
Your security level has 

been set as Link 
Adminstrator.  This is 

the most secure level 

available to Links, only 
the National Web Master 

has higher access rights. 
 

When you start to add 

other link members to 
your list of users ( see 

4. ) remember to make 
sure you set the 

appropriate security 
levels. 

 

For non-administrators, the profile has restricted opt ions. 
 

When setting up a new member it is important to enter their correct First Name  and Surname  as these are used to 
compose the login name.  If there is more than one person with the same name, across all Links, a number sequence will 

be appended to the name. You must also enter Phone Number , CRB Number  and CRB Date , this is a mandatory 

requirement for the National Office.  We will be expanding options based upon this data, to assist you in running your 
Link.  These options will only work if the user prof iles are set up correctly. 

 
As set up each user will have the Default Visit set to ñthe default visit ò, this will ensure that they always use the 

default visit as set up on the visit screen. You may override this by selecting which visit will be seen by th is user until 
changed back again . 

 

When you have filled in the form, click the Save  button at the bottom of the panel.  
 

You may select which of the Linkôs visits is to be displayed by default when you visit the Calendar  or Events List . 
 

Clicking the Return  button will discard any changes and return you to your previous screen.  

 
Clicking the Save  button will save changes and then return you to your previous screen.  

 
Clicking the Map  button will take straight you to the  POI  (Point Of Interest) screen ( See 18 .) so that you can set up 

your own location on a map. This will prove helpful when using the route finder section of the web site, or if you want to 
locate an Event  at your own home.  

 

Please note that, whenever the map is displayed, it does so in a ñnon-secureò manner ï this is not a security problem, it 
is just the way that Google loads. You can ignore any warning displayed in your browser.  
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3.  CHECK YOUR LINKôS PRE-LOADED DETAILS  

 
Click through Admin/Link . You shouldnôt need to change much in this section. 

 
You may change the name that appears on the banner and on the drop down list of Links on the home page by changing 

the Display  name for the Link  

 
Please heed the warnings in the Page Style  section and if in doubt contact the National Web Master, this s ection must 

only be used by experienced web technicians. 
 

If you wish to use the in -built photo gallery you need to enable it in the third section of this page. You will also need to 

set up the default maximum size for the images that will appear in the g allery. (See section 12  for more details of the 
Photo gallery). 

 

 

 

CCLL Steel template example                                                   CCLL Black template example  
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4.   SETTING UP YOUR LINKôS USERS AND THEIR ACCESS LEVEL 
 

Click through: Home/Admin/Users  
to view all you listed members.  

To create a Profile  for a new 
member click the Add New User  

button.  

 
Make sure that you set their access 

correctly. For guidance we would 
recommend that only members who 

have been CRBôed are allocated Link 

Membe r status, and that Link 
Administrator  status is reserved for 

those who will be making changes to 
your web site. As you click Save  the 

screen will revert to the User List  to 

confirm the entry. You will see from 
the illustration that you can also  

check when individual members last 
logged into your website.  

 
If you want to change any of these profiles just click on the [ Edit] in the right hand column to bring up their profile page.  

 

The Display Name  is set in the Profile  page and is how the member will be ñwelcomedò when they Log - in . When you 
issue your members with their User Name  and Password  please ensure that you give them the same warnings we 

have given you about safe-guarding this information. If they forget, or lose, this information you can  retrieve it, or 
change it, in their Profile . If they lose their  Password  you will have to issue a new one. 

 

If you want to remove an entry click on the [ Delete] option on the right hand side of the entry for the person concerned, 
a confirmation will pop u p go give you chance to cancel your action. 

 
 

Each family member must have a separate User profile, 
and you must enter their real forename and surname ï not 

nicknames. 

 
Please also ensure that you complete all fields and that 

your linkôs CRB officer regularly reviews and updates these 
two fields. 
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5.   SETTING UP ROLES AND CUSTOMISED EMAIL ADDRESSES  

 
Click through Admin/ Roles  

to this page. We have 
allocated a set of customised 

email address for each link 

office that can be used by 
the officers to ñmaskò their 

private email addresses ï 
this works as a simple re-

direct through the 

ccll.org.uk  server. 
 

These can be used to 
maintain privacy and also 

gives a better presentation 

for publicity. The sample 
shown is from the Bristol 

Link. 
 

 
This page picks up the email addresses you have entered in the members Profile . N.B.  These must be their private 

email addresses, not the ones you are about to allocate!  

 
Choose the Role you want to allocate and click on the  Member  button for it. A pop -up list of all the members fro m you 

linkôs User List will appear, select the memberôs name. Once you have set up all the roles and emails you want, click 
Save . 

 

If in the future the role of chair, or treasurer (for example) changes, all you need to do is re -visit this page and re-allocate 
the role and customised email address to the new officer from the User List . 

 
The ccll.org.uk  Web Masters will check for new email allocations each day. So, if you have made a change before 

10.00pm one day, the redirect will be activated within 24 hour s. If you have not set up an entry, or if the email address 
for that use is blank, you will get a  WARNING: NO EMAIL  message displayed along side that entry. 

 

You may allocate more that one address to the same person. The web contact form will always be sent to the main 
address (at the top of the list) e.g. bristol@ccll.org.uk 

 
It is important to keep these roles up to date, as these will be used by the Haslemere Head Office to make contact with 

your link and to me et the requirements of being a Link.  

 
 

 

mailto:bristol@ccll.org.uk
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6. THE ccll.org.uk MENU STRUCTURE  looks like this: 

 
Home 

Belarus 
Hosting 

Chernobyl 

Fundraising 
Sponsors 

Gallery 
Downloads 

News 

Phrases 
Contact 

Resources 
Members :   My Profile 

   Calendar 

   Event List 
News 

Logout 
 

Admin :                    Link 
   Users 

   Roles (emails) 

   Visits 
   Downloads 

   Site    Builder 
                        Backup 

      Pages 

      Menu 
      Activity 

      Photos 
    News 

    Mapping   Maps 
       POI    

        

Std Events 
    Std Docs 

    Sponsors 
                                              Language 

Logoff 
 

 
This is the basic, pre-loaded menu structure. The first section, which will be visible to all visitors to the web site, can be 

added to, or limited. This is for you to choose, you ca n keep the pages that have already been created, you can edit 
them, delete them, or add new pages ï this is your project now!  This is just a suggestion and we have placed news and 

download options on both the guest and members area, but these will show th e same information. 

We would recommend that you do not change the Members  area until you are proficient with the system and have read 
the Advanced  section of this manual. 

 
You cannot change the Admin  menu structure locally as we will be overwriting this wi th new features as they become 

available and you will be notified via the Login  page as these are implemented. 

 
If you wish to revert to the ñstandardò you can go to Admin/Site/Builder on the menu and replace the whole menu, 

members menu or the admin menu.   As the warnings say, this will destroy your current version, there is no way back!  
Please do not do this and then expect the National Webmaster to repair it for you.  
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7.  EDITING THE MENU  

 

Click through Home/Admin/Site/Menu to see a listing of all your current local menu items. 
 

Label : the name as 
appearing on the menu 

(navigation) button 

Menu/Seq: the menu 
number and sequence on 

the menu 
Menus 70 -79 are reserved 

for phrases 

Menus 80 -89  are reserved 
for member options 

Menus 90 -99 are reserved 
for administration tasks. 

 

Security:  This sets the 
permission of the option and 

hence who can see the menu button: 
G  Guest 

L Link Member 
A Link Administrator 

W National Webmaster 

 
ALT-key:  This is the keystroke assigned to the menu option that, when used in conjunction  with the ALT, will take 

you directly to the menu button; at that point there is a difference in browsers, I nternet Explorer will require you to 
hit the Enter  key, whilst Firefox will action the menu option immediately.  

 

Owner: whether this is a standard page from the Core  or one that has been created by your Link . 
 

Page Name:  The name of the page as entered in the Page Editor . 
 

Security:  This sets the permission of the page and hence who can see the requested page. Note that the highest  
level of security always wins! 

 

Count: The number of times this page has been visited since February 2009 (when we started counting!).  
 

[Edit]   displays the menu property page. 
[ ^ ]   moves the menu item up one in the menu.  

[v]   moves the menu item down one in the menu.  

[Ne w Item]  creates a new menu. 
[New Menu]  creates a new sub menu. 

[Delete]  deletes the menu item.  
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8.   EDITING PRE -LOADED PAGES 

 
You will see that we have pre-loaded several pages in your section of the web site. These are common pages from the 

core of the site. If you are happy with the content just leave them as they are. However the whole idea of this project is 
to enable you to have your own content and edit/ tailor it to your  local linkôs needs. 

 

So, if you want to edit one of 
these pages, first you need to 

copy it to your own web space 
on the server: click through: 

Home/Admin/Site  and then 

select Pages . 
Find the page that you want to 

change, make sure it is marked 
as a ñsimpleò template (i.e. 

text and pictures only) and 

click on 
[Copy and Edit]. This will bring 

up the selected page and 
automatically activate the 

Page Editor . 
 

Alternatively you can create a 

new page by clicking on Add 
New Page . Select the 

properties and template for 
this page from the pop -up list 

and click Update . 

 
We have added several starter pages for you, ñA HOME PAGEò, ñA MAP PAGEò, ñA PHOTO PAGEò and ñA SIMPLE PAGEò if 

we create new ones, we will add them in a similar manner ie starting with ñAò and in upper case. 
 

Do not  edit the Advanced Features  unless you are an experienced web builder. 
 

If you are creating a new page you will then need to set up a new button in the menu. You may also need to attach the 

page to a menu button after you have copied a page for editing.  
 

[Properties] Controls access and basic information about each page. The whole web site is controlled by a large number 
of templates and special features that provide functionality when controlling the data on the web site. e.g. the Events 

Diary. Unless you have a specific need and fully understand the consequences, we urge you not to change these pages. 

The content of the page may be changed using the specific editor for the task. Where the template is called ñA Simple 
Pageò, this page is very easy to change, and edit, using the in-built editor provided.  

 
Label : the short n ame for the page. 

Title : the page title that will appear at the top of your browser and in some search engines.  

Description : this will appear in search engine results  
Who can view this page : this provides security for the page. Note that security is also s et for menu buttons and the 

most secure option will prevail.  
Select a template : this is a list of all the standard templates that control the shape and which information can be 

extracted from the database.  
The help file : you may associate another page with the current one, detailing help information. This will be shown in a 

pop-up window when the [ help] option is clicked.  

 
Advanced Features These functions determine how the page extracts and calculates data and thus must be changed 

with great care. 
 

Select Special Functions: this is the special section of program needed for this page. 

Select Launch Code: this provides navigation between pages. 
Mode: selects a subset of functions or facilities with in the Special Function program. 
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9.    ADDING NEW PAGES TO THE  MENU  

 
Having logged in, click through: Home/Admin /Site /Menu . 

 

If you have just set up a new page, you now need to create a new button in the menu . 
 

Find the place in the menu structure where you want the new page to appear and click [New Item], this will  create a 
button below your selected item.  

The dialog box for the Button Editor will appear. (see following section) 
 

ñLabelò is how you want it to appear on the menu. 

ñHint ò is the hover text for the menu 
button.  

ñATL-KEYò select a single character 
unique to the visible menu. This enables 

menu items to be selected by holding 

down the ñAltò key + this character 
simultaneously. 

ñWho can view this page ò sets the 
security level for this page and 

determines who can see it. 

ñSelect a page ò your new page (or an 
existing one) from the pop -up list from 

Editable Pages  (8. ) 
ñOR External URL ò select an external 

website. 
ñCreate in new window ò opens a new browser from the menu button. 

 

Check that you have entered everything correctly and click Update  
and the new button  will appear with the page you have chosen, or a blank page if you are starting a new page.  

 
The Menu Listing  can also be used to ñshuntò buttons up and down the menu order, or delete pages. You can also 

create a new menu ï see section 7  

 
Now you can right return to Admin/Site/Pages  click on (Edit Page) and start adding text and pictures to you new page. 

You can also go to a page you have already created to update current content.  
 

You can switch to Russian as the editor language in the Language option on the Admin menu, so that if a visitor switches 
to Russian, they will see the menu in Russian. 

 

Donôt forget to go back to Admin  and Logout  when you have finished your session. 
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PAGE EDITOR  
 

 
 

See the following page for details on the funct ions available in the Page Editor Tool Bar. 
If you can use a word processor, then you can create your own web  pages.  

 

When you use the copy facility to edit a page from the Core, we always add a message to tell you that it is a copy.  
Please ensure that this message is deleted before saving the edit.  There are several pages on the site still with this 

message being displayed!  If you have copied a page by mistake and want to revert to the original Core page, go to the 
menu editor and edit the button so th at it displays the correct page.  

 

N.B.  Donôt forget to click Save  before you exit your editing session! You can always return and make changes at any 
time. 

 
The flag, or language indicator, will indicate whether you are editing in English or Russian, to change from one to another 

use the Language Option on the Admin menu.  If a use r switches language to Russian, they will see your Russian 
content. If you have not entered any Russian content, the English content will be displayed.  We do not offer an on -

demand translator. 
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PAGE EDITOR TOOL BAR  
 

 
 
N.B.  The correct text format for  ccll.org.uk  is as shown in the tool bar above, i.e. Normal/Arial/10pt/Black.  

 
If you are pasting text into the pane from another document, or web 

page, select all of it, click Erase Formatting  and then reset the text 

formatting. If you donôt do this it will carry properties from itôs original 
source and may not display correctly in the browser.  

To create a Hyperlink  to either an external URL (web site), or 
another page in your site (or the core): First use the cursor to highlight 

the text that you want to link from and then click on the  Insert Web 
Link  icon on the Editor  tool bar. This new window will then appear.  

ñPage on siteò will give you a pop-up list of  pages from your site and 

the core. 
ñURLò allows you to enter the address of an external site. 

ñTitleò enter the description for the cursor hover.  
ñTargetò determines if you want to launch a new browser from this 

link, or open the link in the existing win dow. 

Check that you have entered everything correctly and the click  OK to 
carry on editing the page you were working on.  

 
To add photos, or any other image to an editable page click on the  

Insert/Modify Image  icon on the Editor Tool Bar. This new window 
will then appear. 

ñDirectoryò allows you to choose pictures used in the core site, or if 

you want to load new images for your site select /local/images . You 
must select a directory. 

ñUploadò then allows you to browse files on your computer and upload 
them to  /local/images . Once you have selected the file (must be a 

.jpg or .gif), click Upload  and it will appear in the preview window.  

Click on the image in the preview window to select it and then:  
ñDescription ò type in the text to display when the mouse is hovering 

over the image. 

Then set the dimensions for the image on the page, the alignment, 
and any margin and/or padding. Click Refresh  to confirm you settings 

and then OK to load the image into the page you are working on.  
 

If you intend to use a map on a  page you must first select A MAP 
PAGE from Admin/Site/Pages  as your ñadded pageò 

To add a map, click on the ñInsert Google Map ò icon on the tool bar 

and this new window will appear.  
ñSelect Mapò allows you to select a pre-created map (see 18 . 

Mapping for details). 
ñMap Titleò is the hover text for the map. 

ñMap Widthò the width in pixels (note that a normal browser is 800 

pixels wide). 
Map Heightò the height in pixels (note that a normal browser is 600 

pixels high). 
All other details are set up in the Mapp ing  section. It is advisable to set a map up within a table, or another positioning 

device. The map area will show as a yellow box in the editor pane, but will display the embedded Google Map when 
displayed live in the web page. You can check this by saving your edit (so that the Page Editor closes) and then 

refreshing your browser. 


