





Breathe life
into the brand.

INTRODUCTION

The website is an integral part of the Sea Cadet brand.

It’s helpful to think about the brand in the same way you
think about the uniform; it’s the marketing “uniform” of
the Sea Cadets and should be given the same respect as
the uniform you wear, after all, it’s on parade to the public
across the UK every single day. And in the same way you
do not mix and match your different uniforms, likewise the
branding should be worn correctly.

A word on brand

Brand is not just the visual identity, i.e. the logo or crest,
that’s part of it but it’s much broader than that, it is
everything that goes into how we look, sound, and appear.

That means the language we use, quality of photographs,
font, type, uppercase, lowercase, title case, colour,
spacing, sizing, because when viewed collectively they
make a big impact and are the difference between looking
good and looking a little less than your best.

We are a sophisticated bunch in the 21st Century and we
demand a lot from the things we see, years of advertising
has honed our ability to be discerning, so we know how

to size up the value of something in a heartbeat and our
judgement is guided by: how well put together something
is, does it look trustworthy, does it look professional, can it
hold its own against its competitors, how does it compare?
First impressions count — so we have to make a good one.

The instructions will, if you follow them correctly, ensure
you look the best you can. Please do not ‘interpret’ the
instructions, they are not subjective or based on personal
likeability, they are to be followed, and like the uniform
worn on parade, this brand is now part of being in the
Sea Cadets and something to be proud of.

Please follow the instructions and directions on how to use
this site carefully.
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1.0 Dos and Don’ts

Dos and Dont’s

On the following pages are pictorial
instructions on how to set up your web
pages but we have some dos and don’ts to
read before you start. By accepting your unit
logon details you are agreeing to abide by

these.

The dos and don’ts ensure the consistency
of the Sea Cadet brand. As HQ owns these
websites it retains the right to amend

sites not abiding by these and, if deemed
necessary, remove access.

Your unit website is an excellent PR tool.

It is external (public) facing and not internal
so information loaded onto the sites should
always reflect this.

Images

Allimages throughout the site
have set dimensions and your
chosen image will need to be
amended to the dimensions
appropriate for the space.
Please refer to the information
onimages and re-sizing which
also includes guidance on how
to upload and manage your
image library.

Note

Images are part of the brand
identity so they need to be
spot on, if we were speaking
in uniform terms they would
be part of your number one
uniform. So they must be:
sized correctly, good quality,
clear, engaging, relevant,
have an appeal to the external
visitor, upbeat and legal. You
will need written parental
consent if you want to use
photos of one of your cadets

on the site. Pictures must not
be: grainy, out of focus, blurry,
heads cut off, sized incorrectly,
irrelevant or only relevant to
the unit, as that makes people
feel excluded. The topzone

or banner pictures on each
page are fixed and can not be
changed. This is to maintain a
consistency of identity across
the SCC brand.

Information on unitweb pages
Some information has already
been set up on unit websites
with areas set aside for unit
amends. Thisis in order to
provide consistency across
the Corps and to maintain the
house style of the Sea Cadets.

Homepage

Ahomepage has already
been set up providing basic
information.

Website Changes

email webmaster@ms-sc.

org for any changes to contact
information, email address for
the contact form, social media
bar or if you have any questions
about your unit website.



Other website pages

Sea Cadets

1.0 Dos and Dont’s

About Us/Who we are

The first column cannot be
amended but the second
column is dedicated to your unit
details.

About Us/About our unit
The whole page is for unit use.

About Us/History
This cannot be amended.

About Us/Info for Parents
This cannot be amended.

About Us/Frequently
Asked questions:

This is not to be changed
but extra information may be
added.

About Us/Parade times
The whole page is for unit use.

Join Us/Cadets

Thereis an area atthe
beginning for your unit to
describe what it does. Apart
from this there should be no
amendments to the text though
you can delete the sections on
Juniors and/or Royal Marines
Cadets if appropriate.

Join Us/Volunteers

The first part of this page
cannot be amended. From
Uniformed Instructors onwards
you can delete the sections
that are not appropriate for your
unit.

Join Us/Pastoral Care

There is a section for you to
add information about your unit
Chaplain. The rest of the text
cannot be amended.

Support Us/Donations

You can change the guide to
amounts and the section at the
bottom where it is indicated
(after the information about
corporate donations) but the
rest of the text should not be
amended. You may also want
to setup alink to a justgiving (or
alternative) donation site here.

Contact Us/Address
You need to add in the unit
contact details and charity
number.

Contact Us /Contact Form
We will let you know what email
address this form will be sent
to.

News/News

When you add stories to the
page entitled News and Events
the most recent additions will
automatically appear on your
home page. Please see section
on adding news stories.

News/Events Calendar
Please see section on adding
events

News/Picture Gallery
Please see section onimages

Links to other websites

Itis not ideal to encourage your
visitors to leave your site which
is what happens when you
insert links. In addition there

is a safeguarding issue that
needs to be considered as we
cannot guarantee the content
on third party websites. Finally,
there is a housekeeping issue
—broken links are off-putting
as are long lists of links to other
sites. As a charity we cannot be
seen to endorse commercial
endeavours and need to be
apolitical. We would therefore
discourage you from adding
links.

Contact information

If you make any changes to
your contact details these will
also affect the HQ website so
please let HQ know. Details
kept on the national site under
the location finder include
contact details, parade times
and whether the unit has
Marine Cadets /Juniors.

Social Media bar

Your unit website is currently
linked to the SeaCadetUK
facebook, twitter and YouTube
pages via the social media
bar on your unit website. You
can however link to your unit’'s
justgiving (or alternative)
donation page via the social
media bar and your correctly
branded facebook and twitter
pages®.

Logos for facebook / twitter
can be requested from
marketingsupport@ms-sc.org

Search engines

The best way you can improve
your ranking with search
engines is to increase the
number of sites that link to
yours. For example, does your
local council have a page that
lists activities for young people
in the area? How about your
local newspaper - does it have
a ‘Community’ section on its
website where you could get
your site listed? Are there other
community activity and clubs
resource sites in your locality?
The more sites that link people
to yours, the higher up a search
engine’s ranking you will come.
It is worth noting, however, that
Google can take 3-6 months to
index and include new pages
into its searches, so there will
inevitably be some time delay
when new sites come online.

Finally, we hope you like the
new websites and that it adds
value to the work you do. We
have worked hard over to
create a template that reflects
the concerns you have raised
over the last two years and
we continue to welcome your
feedback.

* logos for facebook
can be requested from
marketingsupport@ms-sc.org
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2.0 How to log into the site

Homepage URL
Your unit URL will be in the 8006 LONDON - t

form of: | > & www.sea-cadets.org/unit name
www.sea-cadets.org/unitname

The URLs have been

changed for ease, searching
and recall. This is the address € O © LONDON - ¢

that you will publicise. Do & www.sea-cadets.org/unit name/secure/login.aspx
not worry if you have already

produced stationery with
http://units.ms-sc.org/unit
name on it, redirects will be
set up.

In order to edit your site, go to:
www.sea-cadets.org/unit
name/Secure/Login.aspx
Your unit’s user name and
password will be supplied
by HQ.

Both are case sensitive. In
order to avoid misreading

or mistyping the password,
rather than re-type the
password, you may find itis
easier to copy & paste itinto
the appropriate box. Itis very
easy to misread a number ‘1’
for alowercase letter ‘I’ or an
uppercase ‘I’ for example.

If you would like to change
your password to something
more memorable, email the
details to webmaster@
ms-sc.org. The necessary
changes will be made and

a confirmation email sent
toyou.

Your logon details will
always be sent to the unit
CO/0iC in addition to the
nominated webmaster, as
will any requested password
changes.

Login page

Simply type in your email
address and password and
sign in. This will be given to
you with the unit Site.



Logged in

Once you are logged in

a sign out button will appear
top right under the search
box.

Sea Cadets
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3.0 Getting familiar
with the logged in area
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4.0 Uploading images/files

Uploading an image

To upload an image you first
need to choose where you
would like the image to go

on the page. In the example

in Fig.1 animage is being
uploaded into the ‘who-we-are.
aspx’. Soonce you are on the
page where you would like to
upload animage click the ‘Edit’
linkin the top left of that pane.

+ Sotochangeoraddan
image click on the image or
in the area you would like the
image to go.

+ Thenclick on the image Fig. 1 Fig. 2
button in the editing menu
bar. The one that looks like a
tree =
Anew window will appear

(Shown in Fig. 2) .
+ Another new window will :
appear labelled ‘File =
Browser’ this is where all the =
files are uploaded and stored. = {
(Shownin Fig. 3) = |
+ Onthelefthand sideis a , L | T
selection of folders. All

called ‘insert/ editimage’, f— —
click image url’ button rm oS, e mmrees 1 r'“ S e
= I =+ = =

I

|

‘

o etk

images and files should

be uploaded into the folder
‘FolderGalleries’, within this
are folders already created
that correspond with the e P e i - o e e
tab menu. Before you upload
an image you must open

Fig.3 Fig. 4

up the folder tree to where r = re—— ————— 1 r — o s ————

you would like the image to | = - S——
be stored. (Shownin Fig. 4) | — mremre— oy e B e
+ Onthe topright of the == - | == -
window there is a heading |
labelled ‘Upload a file’ within — —
this area is a tick box, untick = =
this. Click choose file and e ——
find the image or file you
would like to upload making
sure it sticks to the size

limitations that are shown

in the image size section
+ Once you have chosenyour  Fig.5 Fig.6

file click ‘upload’, this could

take a few moments.




Find yourimage in the
folder tree and click ‘select’
above where the image
appears. (Shown in Fig.7)
You will now be taken back
to the image properties
window, click ok.

The image should now be
in place, to publish the new
image click ‘update’in the
bottom left. Your image will
now be live on the site.
Delete the old image if you
need to.

Sea Cadets 11
Unit web guidelines

4.0 Uploading images/files
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5.0 Editing pages

About Lis Jain Us Support Lis Contact Us

Editing pages

Once logged in, in the top
left of each pane there

is a heading ‘settings, Edit’.
To edit content within a
certain pane click the
relevant ‘Edit’ link.

‘WHO WE ARE
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Editing area
Click into the text area and
personalise your unit site.

Here you can also add a
picture, but only add text or
an image into one pane, not
both together. When cutting
and pasting text into the
chosen pane make sure there
are no soft returns in the text
before updating the page. The
reason for this is, soft returns
can add other symbols like’?’
into the live copy. You can
use ‘notebook’ on your PC to
remove formatting.

Sea Cadets
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5.0 Editing pages
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6.0 Area bar explanation

Editing areamenu eI AD®| @] | 44 AT

% B JFUax|x x|iE|= fF EEEAN JERA—E0
w | Farmat * Endes = | -

F i Al =
cut Undo Make a Link Link animage
copy Redo Unlink a link
paste
paste plain text
paste from word

B I U Styles ™)
Bold Font styles
Italic (only 3 to be used)
Underline
Fonts style [ Tal:] O . Miiat S L
There are only 2 font styles to 5 i, et el i el b

be used which can be found in
the ‘styles’ tab shown above
in the editing area menu.




Sea Cadets
Unit web guidelines 1 5

7.0 Adding news posts
to the site

Adding a news post

After logging in browse to the
news page. Atthe top of the
news page is alinktoadd a
news item.

You will then be takento a
form tofill in your news item
as shown.

Fillin the title of the news item,
and use the editor to style your
news item. There are buttons
at the top of the editor that allow
you to bold text, create lists and
abuttonto add links.

After filling in the news item,
click the choose file button to
select animage. Remember
this image must match the
guideline size of 298 pixels
width and 174 pixels height.
After clicking the save button,
you will be taken to the news
page with your news itemonit.
If you made a mistake with the
news item, if you logged in next
to the news item will be a delete
button as shown.

Simply click the Delete link,
and it will delete the news item.
This will allow you to re-add
the news item with the correct
properties.

Insert title & news post

ITlt'.:l ick save to publish news post Delete post
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8.0 How to add an event

Adding an event LR L B
Go to the events calendar by
going to the ‘news’ tab then
find news calendar in the
menu.

In the top left of the calender . e s EEN a¥¥ s+ RS
click ‘add event’ a page =2t u=|aucicl sMasinarmenssn
shown in Fig.1 will appear. == =& x
Fill in appropriatly, and click
update.
Add your description of
the event
i =y § a
[o— . u-l\.-.a ‘
Details of the event e e Lo
R

The event will now appear
in the calendar. To amend
or delete the event click on
the pencil next the the event
name, shown in Fig.2 and
the page shown in Fig.1 will
appear.

- L L] - -
L}
£l
n
[

Fig.2



Adding an image to

the picture gallery

Select the gallery you wish to
add photos to. At the top of the
gallery is a link to bulk upload
new photos.

It will then present you with
the following screen.

Click the add files button and
select any images you wish to
upload. To upload more photos
simply repeat the process.
After you have selected all the
images to upload, click the
upload button and it will begin
the upload. After completion,
you will be redirected back to
the gallery with the new photos
init.

Photos need to be resized
before being uploaded. See
section on resizing images.

Sea Cadets
Unit web guidelines

9.0 Adding an image
to the picture gallery

| Addimage/s
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Upload buttons




18

Image sizes

The only image sizes that
are to be used on this site
are shown on these next
few pages.

A selection of images have
been imported into your
webpage to populate the
gallery. These may be added
or removed as required.

Sea Cadets
Unit web guidelines

10.0 Image sizes:
Generic Image
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Generic image

Thisis the only image size to be
used inthe lower 3 panes no
customized sizes.
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298x231 pixels
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10.0 Image sizes:
Picture Gallery
Thumbnail Image

| Gy 1

Image

| Ve iof Gy b

142x84 pixels
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10.0 Image sizes:
News Image

News image

298x174 pixels



How to resize images
To resize images go to
www.webresizer.com

Sea Cadets
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11.0 Resizing images

When you have opened

up the page that is given
above click the link ‘Resize
photos’.

Anew page will appear,

in the top left there is the
upload image area click =
this and choose your image T
from your computer, and
click ‘upload image’ this
may take a few minutes.
Once the image has
uploaded click the ‘crop
image’ button in the top
left of the screen.

(Shown in Fig. 4)

Abox with dimensions

will appear, in here put

the dimensions you wish
to convert your image.
Acrop area will now
appear to these
dimensions, once

your happy with these
dimensions click ‘apply
changes’ at the bottom

of the image. (See Fig.5)
The image will now have
resized and be ready for
the web. To download,
click ‘download the image’.

Fig.5 Apply changes Fig.6
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Telephone
020 7654 7006
Fax

0207928 8914

www.sea-cadets.org



