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Overview

The Managers' Guide is a user manual for managing the web content and functionality of a
HUB. It progresses step-by-step through various common tasks and familiarizes the manager
with the administrative back-end interface. Managers will learn how to accomplish tasks such
as:

Manage (add/edit/delete) site members
Manage site settings
Handle support tickets
And more ...

How To Use The Guide

The guide is grouped by Subject, then Chapters within a subject, then Sections within
Chapters. 
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Administrator Area

Logging In

The Administrator Interface ( or “back-end”) of the HUB is where you do most of the work to set
up, configure and maintain your website. As such it must be protected from access by casual
visitors and will request a valid username and password before access to the Administrator
Interface is granted.

 

Access the Administrator Interface of the HUB by entering a special URL into the address bar of
your web browser.  If the HUB is located at https://www.example.com then you will enter the
address https://www.example.com/administrator will be shown the Administrator Interface login
form which looks like this:

Enter your username and password into the relevant fields.  Click the "Login" button. If you login
successfully, you will  see the Administrator control panel which looks similar to this:
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Logging Out

To log out of the Administrator Interface, locate the "Logout" link in the top-right corner of the
Administrator Interface and click on it.  Logging out will return you to the Administrator Interface
login screen.  If the "Logout" link is grayed out and nothing happens when you click on it, then
you are probably in a screen where you have a page locked for your exclusive use.  Please
close out of the page by clicking “Save and Close” or “Close” to release the page, then click on
the "Logout" link.
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