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1. Change Password 
 

 

 
 
 
 
 
 

2. Add/Change Profile 
 

 

1.My 
Account 

2.Change 
Password 

3.Type your 
current Password 

4.Type your 
New 
Password 

5.Confirm 
New Password 

Remember to 
make a note 
of the new 
password 

1.Hover over My Account 
and select Edit Profile 

Fig 1 

Fig 2 

Fig 3 

6.Update 
Password 
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2.Click this icon and 
select a picture from 
your PC/Tablet Photo 
Folder 

3.Click this icon & 
select a picture of 
you. You will need to 
centre it to within the 
target area 

4. Write a profile you only have 180 
characters so don’t be to interesting! 

5. Fill in as much 
as you can. Some 
of these items 
will auto-fill your 
events form 
saving you time 
later 

5.Continued. and 
some will help 
skipper to see what 
skills you have.  

6.Select the GDPR button 
which allows us to use 
this information within 
the members area of the 
site and to share with 
marinas when booking an 
event. 

7.Select Update 
Profile. (You 
should receive an 
email saying your 
account has been 
changed.) 

Fig 4 
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3. Join an Event 
 

 
 
 

 

Fig 5 

Fig 6 

1.Events 

2.Select the 
Event you want 
to attend 

Here is where 
you can see 
the Event 

information 
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Fig 6 cont 

3.If you have 
filled in your 
profile, 
these boxes 
will auto fill. 
If not type in 
required 
fields 

4.Type 
required 

fields 

5.Select Send Your 
Booking. (You should 

receive an email 
saying you have 

booked on this event) 

If the Author or 
Host wish to share 
farther information 
with you it will be 
here. 
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4. Cancel an Event 
 

a. Complete steps 1 & 2 from Chapter 3 (Booking an Event) 

 
 

 

 
 
 

Fig 7 

Fig 8 

Fig 9 

3.Select Manage 
my bookings 

4.Cancel (depending on your 
operating system you might 
have to confirm cancellation) 

Conformation of 
cancellation (you 
should receive an 
email confirming 
this) 
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5. Posting on the Forum 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 10 

Fig 11 

1.Select Forum 
2.Private Forum 

3.Title of article 

4.Contents, this might be 
in the form of a question 

5.Enter a tag (a word or short 
statement) which sums up the topic 

6.Select Open 

7.Tick if you wish to know 
every time someone 
comments on this article 

8.Submit your 
article 
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6. Selling Something 

 
  

 

 
 
 
 
 
 
 

Fig 12 

Fig 13 

1.Hover over Forum and 
select Sell Something 

2.Add Phone 
number (optional) 

3.What is it called 

5.Select a picture from 
your photo album 

6.Describe the item, 
possibly condition if 
applicable 

7.How much are 
you selling it for 

8.Where is it 9.Preview & then 
Publish 
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7. Cancel a Sale 
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8. Accept Members. 

 

 

 

 

 

 

 

Fig 14 

1.Ultimate 
User 

2.Pending Members if 
accepting new member 

3.Tick member you 
want to change 

2.Approved 
if deleting a 

member 

4.Select 
action to 
be taken 

5.Apply 
Fig 15 
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9. Post Newsletter 

 

 
 

 

 

 

 

 

 

 

 

1.Newsletter Fig 16 

Fig 17 

5.Who do 
you want to 
see it 

2.Create 
newsletter 

3.Title 

4.What do you 
want to say 

6.Save as 
Draft 

7.Publish 
when ready 

 

View what 
the 

recipient 
will see 
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10. Posting Events 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 18 

1.Event 

2.Title 

3.Information 
about event 

4.Add 
date & 
time of 
event 

5. Add a 
Tag to add 
searches 

6.Tick Enable 
Registration 

7.Add total 
spaces for 
event if 
required 

8.Add max 
people per 
booking if 
required 

9.Add a 
booking 
closed 
Date/time 
if required 

10.Add the 
Form type. 
Shore based  
events or 
SPYC Event 
Form 
[Default] 

11.Add the 
location of 
the events 

12.Save as 
Draft 

13.Publish 
when ready 
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11. Retrieve Event Summery  

 

12. Uploading Media  

 
 

 
 

1.Event 
Fig 19 

2.bookings 

3.select 
event 

4.Click CVS 

5.Drag required 
items from white 
to yellow list 

6.Export 
Booking to 
an excel 
spreadsheet 

Fig 20 
1.Media 

2.Add 
New 

3.Select 
File 

Fig 21 

4.Title 

5.What page if any is it attached to 

6.If needed a 
description of what it 
is 
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13. Documents Upload  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 22 1.Documents 

2.Add 
New 

3.Title 

4.Add Media 

5.select 
Media 

6.In captions 
added to 
Documents 

7.Insert 
into post 

8.Publish 

Fig 23 
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14. Password Reset  

 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 24 

Fig 25 

Fig 26 

1.Ultimate 
User 

2.Approved 

3.Documents 

4.Generate 
Password Copy password 

and send to 
member. Remind 
them to change it 

immediately  
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15. Add New Subscriber to Newsletters 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

Fig 27 

Fig 28 

1.Newsletter 

2.Subsribers 

3.New User 

3.Add email address 

4.Save Subscriber 
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16. Email Settings and Passwords 
 
 1. Go to http://cp.shotleypointyc.org 

 

 
 

 

 
 

Fig 29 2.Type Shotleypointyc.org 

3.Type the password given to 
you by the IT Manager 

4.Copy the human checker 

5.Login Now 

Fig 30 

Fig 31 

Fig 32 

6.Manage 
Hosting 

7.Mail Boxes 

8.Allocate New 
passwords 

9.Select Modify at bottom of 
page 
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17. Setting Profile Read and View List 

 

 

 

1.Ultamate 
User 

2.Members 
Directories 

3.Club 
Members 

4.Tick to say 
who see 
members 

6.Update 

Fig 33 

Fig 34 
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5.Tick to say 
who can be 
seen 
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18. Creating a Booking Form 

 

 

2.Write 
new form 
name. 

3.Press Add 
New. 

4.Wait for 
new title to 
appear here 

1.Select, Events, 
Form editor 

5.Populate ‘User Field’ table with all required form questions. 
Ensure you use the correct Field ID if you wish to auto fill info from 
Data base. It might be best to duplicate an existing form. 

7.Use the drop down to 
select the correct 
question from the ‘User 
Field Table. 

8.Use the cog at the end of the question to open the below 
boxes. ‘Options’ on each line write one of the answers 
needed. ‘Tip Text’ write any help text to clarify answer.  

6.Select Add booking field 
to add a line for question.  

9.select if it is mandatory 
to answer this question 

Fig 35 
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10.Select yes if you want details for 
every crew member for each booking.  

11.Press save for every table and check 
that this has not changed you input, if it 
have change back and save again. 


