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1 Introduction

This training guide breaks down the main functionality all editors will need into simple steps all
backed up by screenshots from the actual website.

If there are any areas that need clarification, please let me know and | can update this guide.

2 Basic Page Editing

2.1 Text Updates

When logged into any page if you hover over the right of the text a Pencil
Icon will appear - click to edit

i / Planning / Planning Applications / Apply far Planning

rloN Role of Elected Member

plications Information on the role of elected members in the pre-planning

nning process.
anning Lists

ing Generally, elected members have no role in relation to pre-planning. They may submit Oo

a pre-planning query on behalf of an applicant and request that advice should be -

31 edit]
Planning given to the applicant or to the member on their behalf ol
Newspaper Notice However, the elected member has a very Important role In determining the planning
ad Newspapers policy for the county, as set out in such documents as the County Development Plan

. and Local Area Plans.
Site Notice

The member's role in relation to planning applications is therefore confined to making

tin : » - il

9 representations on behalf of either the applicant or third parties on a particular
st application.

A content box will open

I x
: &
Content
Text Generally, elected members have no role in relation to pre-planning. They may submit a pre-
planning query on behalf of an applicant and request that advice should be given to the
applicant or to the member on their behalf.
& However, the elected member has a very important role in determining the planning policy
for the county, as set out in such documents as the County Development Plan and Local
1
E Area Plans.
in The member’s role in relation to planning applications is therefore confined to making
: representations on behalf of either the applicant or third parties on a particular application.
N
el
-F 2 Si‘v G L
ly Tor FEanmng Ahrar T Tha arrlle et mr tm the rarmier mn Theld Rahai
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Click into the panel and a basic edit navigation bar will appear

Ll

EF
Content

L|B I ~|H H H3 ~

Text Generally, elected members have no role in relation to pre-planning. They may submit a
pre-planning query on behalf of an applicant and request that advice should be given to the
applicant or to the member on their behalf

However, the elected member has a very important role in determining the planning policy
| for the county, as set out in such documents as the County Development Plan and Local
41 Area Plans.

in The member's role in relation to planning applications is therefore confined to making
representations on behalf of either the applicant or third parties on a particular application.

& Adam v

£ v save ~ & show this item = n

sly Tor ranning given to the applicant or to the member on their behalf,

For a more advanced edit mode click the maqrtarboard hat icon

r <

=
= ENT
Content AT T
Text Generally, elected members have no rale in relation to el rmay submit a
pre-planning query on behalf of an applicant and request that advice should be given to the
applicant or to the member on their behalf.
Se
i However, the elected member has a very important role in determining the planning policy
| for the county, as set out in such documents as the County Development Plan and Local
s¢ Area Plans.
nin The member's role in relation to planning applications is therefore confined to making
; representations on behalf of either the applicant or third parties on a particular application.
i
® Adam v
2el
e & show this item = n
»ply Tor Hianning given to the applicant or to the member on their behalf.
Edit and save
x
c
4 Flle~ Edit~ View~- Insert~ Formmat~ Table~
Content PP e e e
Generally, elected members have no role in relation to pre-planning. They may submit a
pre-planning query on behalf of an applicant and request that advice should be given to the
applicant or to the member on their behalf |
5e
K However, the elected member has a very important role in determining the planning policy
| for the county, as set out in such documents as the County Development Plan and Local
b3 Area Plans.
iin The member’s role in relation to planning applications is therefore confined to making
i representations on behalf of either the applicant or third parties on a particular application.
in
® Adam v
el
“F @ show this item - n
ply Tor ranmng P N T i P W T T A el
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2.2 Editing Document Headings and Introductions

Click on the pencil icon

| Arklow & Environs Local Area Plan 2018

? Stage 1- Advert on Issues Bo rklow LAP 2017

Arklow Town and Environs Plan 2011
2017

Arklow Town Development Plan 2005.
201

Arklow Environs Local Area Plan 2006-
2012 Stac

S e 2: Draft Local

= \rea in public consultatior 9
Arkiow Town Development Plan 1999 This draft Arklow and Environs Local Area Plan (LAP) 2017 should be read in conjunction wllh@_ ounty
Development Plan. The draft LAP was on display from 5 July 2017 to 15 August 2017, during whitttime
numerous submissions were received.

Arklow Integrated Framework Plan For

Land Use and Transportation 2003

Ashford & Stage 2- Advert on Arklow draft LAP 2017
Aughrim
Avoca B4 DRAFT ARKLOW AND ENVIRONS LOCAL AREA PLAN 2017

Baltinglass

Blessington

? ppendix A - i i - i Report

A content box will open where the title (default colour green) and description
(optional) can be edited

r -1

4] C
) List Header Content
4 N . 2
O Stage 2: Draft Local Area Plan public consultation
4
| This draft Arklow and Environs Local Area Plan (LAP) 2017 should be read in conjunction
4 with the County Development Plan. The draft LAP was on display from 5 July 2017 t0 15
2 August 2017, during which time numerous submissions were received.
]

| ¥ save b & show this item « .
4 ]

Davelonmeant Plan. Tha draft LAP was on disolav from 5 Julv 2017 1o 18 Auaust 2007 durna which t
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2.3 Reorder of Pdfs/document lists

Pdfs can also be repositioned in order of preference

Click the three dots — more actions

rated Framework Plan For

d Transportation 2003

Notice of the Preparation of the Arklow Town and Environs Developmer

Written Statement and Appendices

.‘i Preamble

." Core Strategy

" Settlement Housing Strategy ooe@
elgany .!n Main Street Strategy

" Transportation

alough

" Economic Development including Retail and Tourism
itkennedv

An advanced mode with up down arrows will move the pdf

tegrated Framework Plan For

and Transportation 2003

MNotice of the Preparation of the Arklow Town and Envirens Development Plan 2011
Written Statemoent and Appendices

Eﬁ Preamble

;.ﬁ_ Core Strategy

% Settlement Housing Strategy

! Delgany a Main Street Strategy

e I!i Transportation
sndalough e type pdf

i‘; Econemic Development Including Retall and Tourism
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2.4 Editing Listing Page Introduction Boxes

Each Introduction list box can be edited from the pencil edit icon.

Living / Services / Planning / Development Plans & Strategles / Local Area, Town & Settlement Plans /

IN THIS SECTION Arklow
Planning Applications Arklow Town and environs is a designated Level 3 'Large
Development Plans & Strategies Growth Town Il in the hinterland area’ settlement.

National, Regional & County Plans
Arklow Town and
E ons Plan 2011

2017

Local Area, Town & Settlement Plans

Growth Town Il

Wicklow Development Plan Hierarchy

[ Ardow Detalls of the Arklow
Town and Environs Plan The current land use Details of the Arklow
Arklow - Large Growth Town I plan for Arklow Town and Town and Environs Plan
Arklow & Environs Local Area Plan 2018 environs. 2011-2017 process, along
with links to relevant
Arklow Town and Environs Plan 2011
documents.
2017
Al Tocim P el ek Pl AAAT

A content box will open to edit the title and description

AEM

Content

wis

THIS

Zlanni

4
Devel
Here you can specify a link to a url, page or to a file like a document. You can also just drag-drep a file from your computer to th

Mat|

Loci Link * B page:1743 v 9 - ind

W 20

| A
s
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Select the linking page from the content menu or use the search menu

Select a web page

Select A Web Page -

Search AZ

7] Wicklow ie

[ visit

iion; | *
» [7] Business
b
b

[ Living

[ Quick Links

[} Wicklow County Council
[ Contact Us

[7) Wicklow Login

[7] Wicklow Register

» 7?iﬂlivity Feed ‘ ;:_i

y a link 3 the link-field.

2.5 Related Pages App

To edit the link, click on the pencil icon

Online Catalogue O o

Add the page name and click on the content menu icon to find the page

SAVE
Content
Page page:1489 \;:1 !'"
Page Name Online Catalogue

Presentation Settings @

Page

Page Name

+ save ~ @ show this item~ .
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2.6 Related Websites App

To edit the link, click on the pencil icon

Dalatad Wea =
related Vebsites

[7 Ask About Ireland oo

Information on all aspecis of Ireland today ’_‘
edit

[ Britannica Online

An online version of Encyclopaedia Britannica, useful for research

[7 Dictionary of Irish Biography

A comprehensive Irish biographical dictionary with over 9,000 signed biographical articles

Insert the website url and add an informative title

An optional summary can be added

Content
Website D http://www.askabgfti K ¥ .

—_—

Website Title Ask About Ireland

Summary Information on all aspects of Ireland today

+ save ~ @ show this item~ .

SAVE
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2.7 Adding links to page content

Click the advanced mode

Wicklow County Council arranges to have all gas instiissikessissndced and gas

boilers serviced on an annual basis by registered gas installers (RGII contractors). There is
no charge to the tenant for this. The Council keeps track of when boilers were last
serviced.

Tenants should ensure that they have sufficient credit on their gas meter at the time the
RGI visits the house. No gas supply means no service can be carried out. However, an
Annex E safety check will still be carried out.

The Council does not supply tenants with gas fires, gas cookers or any other gas appliance
apart from gas boilers. We do not service cookers or fires but, if present, they will be safety
checked at the time the gas boiler is serviced. Any defects or safety issues found during

thann mrafabs nhanlin Aan Aannlbars Ar firan Aara tha racnancihilihn Af tha tanant ta raatifu

Highlight and copy the text to be linked

File ~ Edit~ View~ Insert~ Format~ Table -

B 7 |HW W2 H3~|iZ |E 8 = |~ El'|_."p_'|.

Wicklow County Council arranges to have all FETIIIEITE safety checked anfeallis
boilers serviced on an annual basis by registered gas installers (RGII contractors

no charge to the tenant for this. The Council keeps track of when boilers were la
senioed.

Tenants should ensure that they have sufficient credit on their gas meter at the time the
RGI visits the house. No gas supply means no service can be carried out. However, an
Annex E safety check will still be carried out.

I. | Formats ~

Click link to another page and either search or locate the required destination

page

Select a web page

Select A Web Page a
Search... Q e
[ wickiow.ie
y o [ Visit Bk
» [ Business -
» [ Living e
» [ Quick Links
[ Wicklow County Council at tl
[7) Contact Us Neve
[7) Lobbying Act
[™) wicklow Login e
[™) Wicklow Register they
17 Results 4 esfc
to
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To link to an external website or email address add the url to the url field and
set the target at new windows — SAVE

Fle~ Edit~ View~ Insert~ Fomat~ Table v

L Fomas- B 7  H1 H2 H3 - |3

Wicklow County Council arranges to have all gas installations safety checked an

boilers serviced on an annual basis by registered gas installers (RGIl contractor R IITNTRPRRTEEer
no charge to the tenant for this. The Council keeps track of when boilers were la
serviced. & Anchor

Tenants should ensure that they have sufficient credit on their gas meter at the time the
RGl visits the house. No gas supply means no service can be carried out. However, an
Annex E safety check will still be carried out

. Wicklow County Council arranges to have all gas installations sffety checked and gas
Insert link A(RGll contractors). There is
n boilers were last

Ur
as meter at the time the
Text to display gas installations irried out. However, an

) ‘
b or any other gas appliance

Target iﬂ j  present, they will be safety

hfety issues found during
the tenant to rectify.

2.8 Linking a Pdf/Doc file to text
Highlight the location and click “Link ADAM-file”

| want to change from a bill pay meter to a pre-paid gas meter.

You need to contact your gas supplier. The gas supplier will charge you for switching to a
pre-paid meter. Wicklow County Council will not pay it.

Gas Emergency Telephone Number

File~ Edit~ View~ Inseit~ Format~ Table -

H2 H3 ~

[A Link ADAM-file (recommended)
[ Link DNN-file

upload 1o &
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Click upload and the file name will be displayed with the file located below

I want to change from a bill pay meter to a pre-paid gas meter.

Grant_Inspection_Guide_2017

You need to contact your gas supplier. The gas supplier will charge you for switching to a
pre-paid meter. Wicklow County Council will not pay it.

Gas Emergency Telephone Number

If you smell gas in the house, then call the 24-hour gas emergency service on :

Phone: 1850 20 50 50
This service is provided by Gas Networks Ireland

® A

upload to @ Grant_Inspection...

Alternatively click “Link-DNN-file

| want to change from a bill pay meter to a pre-paid gas meter.

You need to contact your gas supplier. The gas supplier will charge you for switching to a
pre-paid meter. Wicklow County Council will not pay it.

Gas Emergency Telephone Number

File~ Edit~ View~ Inseit~ Format~ Table -

T F—— fii-ﬁ H2 M3 - i3S s gﬁ:.lgioo—.'_(,

upload 1o &

[A Link ADAM-file (recommended)
[ Link DNN-file
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Then click documents and locate the folder with the required file

Gas Emergency Telephone Number

If you smell gas in the house, then call the 24-hour gas emergency service on :

Phone: 1850 20 50 50
This service is provided by Gas Networks Ireland

® B O O O

upload to @ new folder Content Demo Content Documents
Images Templates Users Dnn.CKEditorSett.. Dnn.CKToolbarBu...

2.9 Adding Images to Content

Select image location and click “Insert ADAM image”

File~ Edit~ View~ Inset~ Format~ Table~

Wicklow County Council arranges to have all gas installations safetirRUEEEREVAER (R 1 2B »
boilers serviced on an annual basis by registered gas installers (RGEyRiETas image
no charge to the tenant for this. The Council keeps track of when b
serviced.

(2
i
g
=
g
1]

Tenants should ensure that they have sufficient credit on their gas |
RGlI visits the house. No gas supply means no service can be carrig
Annex E safety check will still be carried out.
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Scroll to the bottom of the page and upload the required image

' Phone: 1850 20 50 50
- This service is provided by Gas Networks Ireland

c ‘-/"I”.'”'TidyTowns

upload to ®

If you click on the imported image you have options to align left, right and
centre

Wicklow County Council arranges to have all gas

boilers serviced on an annual basis by registered

ra il —

. T ; e Council kee

Tanante ehanild anciira that thav hava enffiniant ~

2.10Adding the Document App

2.10.1 Document Filtering

To add a module that enables the filtering of documents for this page -
wicklow.ie/Living/Documents

inventl SE Page 15 of 80
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Click “add new Module”

# Edil Page

Aughrim

Avoca

Baltinglass . = = e -

Blessington This is the power-mode with filtering. Note that the editor can write ather things here - this is just the
Bray default text.

Bray - Metropolitan Consolidation Town ; . ) )
p}i Document name in plain English
Bray Municipal District Local Area Plan t f

208

Bray Town Davelopment Plan 2011 -
2017

Bray Environs Local Area Plan 2009 -

Select the App module

Modules -

Bray Municipal District Local Area Plan File ty
2018

Bray Town Development Plan 2011 -
207

Bray Environs Local Area Plan 2009 -

inventl S E Page 16 of 80
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Drag and drop the module into required location

Modules

Bray Municipal District Local Area Plan
2018

Bray Town Development Plan 2011 -
2017 Ralated D

(eqa pvocuments

Eray Environs Local Area Plan 2009 - This is the power-mode with filtering. Note that the editor can write other things here - this is just the
2017 default text

Documents associated with the makin 2 .
* Decument name in plain English

of the Bray Environs Local Area Plan

2008 - 2016

Bray Town Development Plan 2005

201 j
Rathdown Mo, 2 District Plan 2004 . —— m .
Drop Module Here{BottomPane)
2010
I Dathrdmum Mo 9 Dicteisat Dlam 3090

To enable the pdf document filtering click the Change Template/Layout

from the pencil icon

4
Q Change Template / Layout
List of related documents

@ Document name in plain English
File type .pdf

Select the Document app

Bray

Bray - Metropolitan Consolidation Town

Choose App

Accordion

inventl 8 E Page 17 of 80
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A choice of filtering sections will appear. Select the relevant section ie:
Planning and click the V to confirm

Local Area, Town & Settlement Plans
Related Documents

Wicklow Development Plan Hierarchy List of related documents
Arklow

Achfowd

Documents  Change view(31)

EBEs @00

uuuuuuuuu Arts, Heritag... Community ...  Envircnment., lousin

Governanc...

A A0
Water & Was... - Arts, Her... 1 - Commun... 0 - Custome... 1-Enviren... 0-Finance ... - Governa... 0 - How: ilnq
T = =
o- I.mr:ry F... 0- Illllllelpa... - Plannlng... Q- Rlillul' 0 -Roads & ... 0 -Water & ... 0 - Your Cou...

Green icons represent the Living — services section

Blue icons represent Your Council section

2.10.2 Adding documents (docs/pdfs)
Click the pencil/edit icon

Document name in plain
File type .pdf

.
fation Town Related Documents 00
Area Plan This is the power-mode with filtering. Note that the editor can write other things here - this is just the
default text. edit
n 2011 -
Document name in plain English
File type .pdf
n 2000 -
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Enter a title (if required) — this appears as the Green Text

AP List Header Content

As|
Au
Avi
Ba

Ble

Introduction

unty
1em fror

| the

Brz + save - @ show this item ~

Bray - Metropolitan Consolidation Town

Bray Municipal District Local Area Plan

2018

Related Documents
This is the power-mode with filtering.

default text.

If required add a description

Wi

ap List Header Content

As|

Au

Ble

Title

Note that the editor can write other things here - this is just the

Br: + save ~ @ show this item~

Bray - Metropolitan Consolidation Town

®
unty
tem f
e : = ; h
Rathdown No.2 District Plan - Variation to the Wicklow County Development | e
& & LB 7T ~ H H H~| ¥~ Q- &L | =
|
® Adam —
mn

Bray Municipal District Local Area Plan
2018

inveﬁ?iSE

creative technology

Related Documents
This is the power-mode with filtering. Note that the editor can write other things here - this is just the

default text.
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Links can be inserted to the description text

x
Wh unty
- s am
ad List Header Content tem
As| P ws = | the
5 Rathdown No.2 District Plan - Variation to the Wicklow County Development |
u
=
A
Variation No. 3 of the Wicklow County Development Pldbskll10-2016 was made by the
Ba members of Wicklow County Council on 2 September 2013, The adopted changes to the
Ble County Development Plan took effect from 2 September 2013.
Bre ¥ Adam »
|# +4
IS Mem n
Rt =S . . . he
2018 default text.

dation Town
| Area Plan
Variation No. 3 of the Wicklow County Development Plan 2010-2016 was made by the members of Wicklow
oM County Council on 2 September 2013. The adopted changes to the County Development Plan took effect
an -

from 2 September 2013.

an 2009 - @ Document name in plain English oo @g
File type .pdf

the making

To add the documents, click the lower pencil icon

Select the document cgtegory from the top dropdown

X
Au
ap Content
Ba
search =
Ble -
Conservation & Built Heritage
Bri .
Derelict & Vacam Sites wes
£ Development Contribution Scheme
! Development Plans & Strategies
Planning Applications iw
Planning Enforcement ke
3
Quarry Registration
@ show thisen= = - .
E
-
2017

Documents assoclated with the making
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From the lower Type dropdown select item type

Au
aPp Content
Ba
add existing item .
Ble
Bre
ra
! 7 1
3
2 W
ke
{
| ® MWD Graits n
t Policies & Publications
2017

Documents associated with the making

nf tha Arav Frvirans | acal Araa Plan

To add/import a pdf Select the Document Manager

Au

ap Content

Ba .
. Categories * add existing item
€

Bre

Document *
E
[ Document Manager
E
q W
Types * add existing item - k¢
@ show this item~

=
2017 File type .pdf
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Documents need to be added to their correct folder in order of where their

page sits in the website hierarchy —ie.
Documents
Planning

Planning Enforcement

/en-ie/Living/Services/Planning/Planning-Enforcement

Click Documents

Content
add existing item S 1
upload to @ new folder Content Demo Content Documents
il NiESHy RIS}
Images Templates Users Dnn.CKEditorSett.. Dnn.CKToolbarBu.
) )
Dnn.CKTaolbarSe home.css portal.css
. .
Click Planning

LAy

@..DD

Arts Heritage & Business

Armbivian

E=)l RIS WSSl i i)

Customer Care

upload to @ new folder

Committees Community Corporate-Plan Council Meetings

0 O

ElectorsRegister Environment

5 O

Libraries Municipal

Pintrinta

inventise

creative technology

O 0 O

Finance Governance Housing
Planning Roads & Water & Waste
_— Trananart Kt e
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Click Planning Enforcement

—
® B® m O O
upload to @ new folder Conservation Derelict-Vacant-
Disild Laritama Citnn
O O 0O O O
e rorme e
O O O B
Q}Jarry? Taking-in-Charge- Town Plans Further Info 02.0...

Af A Uanirines

L

/en-ie/Living/Services/Planning/Planning-Enforcement

Here the file is uploaded and saved

File:2963

upload to @ new folder Plagning Enforce...

The pdf appears as below
Planning Enforcement Complaint Form

@ Planning Enforcement Complaint Form
File type .pdf
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If the general document app is selected a full listing of all categories will
display

Laragh - Glendaleugn

Newcastle

MNewlownmountkennedy
0
Documents  Change view{31)
ZEBEBBEBEAEEGEEEE
1

Ments by IRelated We...  _Customer ... _Finance Do... _Gowvernanc.. _Municipai .. _Your Coun...  Ams, Weritag..  Community ..  Envirenment.. Housing Do...

1Gener] (General Dot

Libcary Doc...  Flanning Do... Registercf... Roads & Tra..  Water AWas... [1-Arts Mer.. 0O-Commun.. 0O-Custome.. 0 -Environ.., Q-Finance ... 0-Governa.. 0 -Housing ...
- - = =

To add a new category, click the +

Do

®9 Content
[

i Categories * search o ssion

I [ Conservation & Built Heritage =

Document * Derelict & Vacant Sites LL
Development Contribution Scheme
I Development Plans & Strategies

En Planning Applications e
Types * Planning Enforcement

. Quarry Registration

Kk @ show thisTEm= ™ T T = -

Kih -

Laragh - Glendalough
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Add the new category name and SAVE

Do
P9  Edit item
[

Name

[
I v save ~ @ show this item~ n
t |# 4

ssions

2.10.3 To add a document linked to text.
Highlight the text

If your payment is listed, yo simply complete a Household Budget form, sign twice where
indicated, and send this to tle Housing Rents Section. You can also drop your form into
your local Council offices.

The maximum amount that caf be taken from your payment is 25%, so if you receive €193
per week, this is €193 divided b\ 4 = £48.25 per week.

You can download a Household Qudget Form, or if you would like a form posted to you,
contact us at 0404-20120 or Houging2@wicklowcoco.ie and request that a Rents Payment
Pack be sent to you.

2. Bank Standing Order:

If you cannot pay your rent by Housdbhold Budget, the Council recommends that you pay
your rent by Bank. You must contactyour bank to do this. Please click on the following

link for the Council’s bank details
3. Direct Debit:

You can also pay your rent by monthly Direct Debit each month

To work out how much your monthly payment is, it is weekly rent X 52 weeks divided by 12
months, e.g. Rent €25 x 52 divided by 12 = €108.33 per month.

If you would like to pay by Direct Debit, please complete the Direct Debit Form Housing
Rent and return this to the Housing Rents Section.

If you need help with any of the above, please contact the Rents Section at 0404-20120

or Housing2@wicklowcoco.ie.

Meetings can be arranged by appointment at Wicklow County Council Station Road,
Wicklow Town. Or you can drop into Housing Section Counter to speak with a member of
the Rents Team.

File - Edit- View- Insert- Format- Table -

show ThEESEEEC S M | Formats -
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Click on the document “link ADAM”

If your payment is listed, you simply complete a Household Budget form, sign twice where
indicated, and send this to the Housing Rents Section. You can also drop your form into
your local Council offices.

The maximum amount that can be taken from your payment is 25%, so if you receive €193
per week, this is €193 divided by 4 = €48.25 per week.

You can download a Household Budget Form, or if you would like a form posted to you,
contact us at 0404-20120 or Housing2@wicklowcoco.ie and request that a Rents Payment
Pack be sent to you.

2. Bank Standing Order:
If you cannot pay your rent by Household Budget, the Council recommends that you pay

your rent by Bank. You must contact your bank to do this. Please click on the following

link for the Council's bank details SETsT R8I [ &)
3. Direct Debit:

You can also pay your rent by monthly Direct Debit each month

To work out how much your monthly payment is, it is weekly rent X 52 weeks divided by 12
months, e.g. Rent £25 x 52 divided by 12 = €108.33 per month.

If you would like to pay by Direct Debit, please complete the Direct Debit Form Housing
Rent and return this to the Housing Rents Section.

If you need help with any of the above, please contact the Rents Section at 0404-20120 jon, and
or Housing2@wicklowcoco.ie.

Meetings can be arranged by appointment at Wicklow County Council Station Road, tor Bank.
Wicklow Town. Or you can drop into Housing Section Counter to speak with a member of

the Rents Team.
' [A Link ADAM-file (recommended)
Flew Edtv Views Inset~ Fomat+ Table~ (LD

B F|H1 Hz H3 ~

= show thi L. | Formats -

Locate the required document folder and document and save

months, e.g. Rent €25 x 52 divided by 12 = €£108.33 per manth.

If you would like to pay by Direct Debit, please complete the Direct Debit Form Housing
Rent and return this to the Housing Rents Section,

If you need help with any of the above, please contact the Rents Section at 0404-20120

or Housing2@wicklowecoco.ie.

Meelings can be arranged by appointment at Wicklow County Council Station Road,

Wicklow Town. Or you can drop into Housing Section Counter to speak with a member of

the Rents Team.

Es
® O O ==
upload to @ new folder Content Dema Content
[ (S )
Images Templates Users Dnn.CKEditorSeit.. Dnn.CKToolbarBu,.

e.ie/wicklow-log

Dnn.CKToolbarSe... home.css Pay Grading Stru... portal.css

File ~ Edit~ View~ Insert~ Fomat~ Table ~
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2.11 Deleting Modules or Apps from Pages
Click on the dropdown — Edit This Page

# Edit Page

YOUR COUNCIL ~ NEWS & EVENTS RY

W Stay in Edit Mode

C i
S om m u n lty B View in Layoul Mode
Social Inclusion ¢

Social Inclusion
Information about sacial inclusion, the prioritisaf]
needs of marginalised groups and those living |

What is Secial Inclusion? Social inclusion is the pricritisation of ==y
marginalised groups and those living in poverty - by state bodies and by national
legislation in particular- to ensure that the life outcomes of these groups are equal to

Over the module click the cog-wheel icon and select delete

al Inclusion & st

i Help
ition about social inclusion, the prioritisation of g pelete

of marginalised groups and thosewQg in pove

() Refresh

ocial Inclusion? Soclial inclusion is the prioritisation of the needs of
sed groups and those living in poverty - by state bodies and by national

1in particular- to ensure that the life outcomes of these groups are equal to
he rest of the population, and ultimately, to prevent, reduce and eliminate

Delete the item

A
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3 Advanced Editing

3.1 Planning Pages - Green Heading 2

If the document app is not required but a heading 2 as in example on this
page (Stage 6)

http://wik.inventise.ie/Living/Services/Planning/Development-Plans-
Strategies/Local-Area-Town-Settlement-Plans/Arklow/Arklow-Environs-
Local-Area-Plan-2018

The Arklow and Environs Local Area Plan 2018 - 2024 was made at the County Council meeting of the
05.02.18 and came into effect on the 04.03.18.

Adopted Arklow and Environs Local Area Plan 2018-2024

Click “Add New Module”

Modules ~ Pages ~

ARKLOW & ENVIRONS LAP Jan2018

Add Existing Module

The Arklow and Environs Local Area Plan 2018 - 2024 was made at the County Council meeting of the
05.02.18 and came into effect on the 04.03.18.

Adopted Arklow and Environs Local Area Plan 2018-2024
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Wicklow.ie Website Instructions

In the search box add “HTML”

Content

BUSINESS

HTML

Dl I<INCeSS VISIT

Modules

Account Login Account
Registration

Modules

Drag and drop the HTML module into position

i3 Submissions on Proposed Alterations draft LAP
v

+ 2nd CE Report ARKLOW & ENVIRONS LAP Jan2018

inventiSE

creative technology
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Click the pencil icon edit content

@ Submissions on Proposed Alteration>qgaft LAP
File type .pdf

a 2nd CE Report ARKLOW & ENVIRONS LAP Jan2018
+
File type .pdf

\A"

— |# Edit Content

Select "Edit Content" from the Edit (Pencil icon) Action Menu.

My Work

In the editorial box add your content or if you copy content from another
source paste into the box “Paste as Plain Text”

1)
I
»
-

]
lih
1]
{

[
|
|

Paste as Plain Text x

Because of your browser security settings, the editor is not able
to access your clipboard data directly. You are required to paste
it again in this window.

Please paste inside the following box using the keyboard
(CtrlfCmd+V) and hit OK

-I Cancel

Highlight your heading

Then from the dropdown select Heading 2

Wicklow > Arklow & Environs Local Area Plan 2018 > Edit Content

Bsuee @ @ B X B @ @ B « Qb M| )2
gz=fu= mum=e0=0

o
= &=
B I U S x % | F || Syes - | | Narmal -! Font - || see - || A- -

Paragraph Famat

Heading 2 Normal
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[ x )
Wicklow > Arklow & Environs Local Area Plan 2018 > Edit Content
Biswce @ @ @ @ E - Qb B MJd?
2z e EElzz=n= . maom=eo=o0
B I US »x x| T | stes - || Headingz - || Font <l sze -[| A- B-
Heading 2
body h2 4
Cuslom Eddor Option

3.2 Adding New Pages

Click add new page

Quick Links

Wickl

EWS & EVENTS REPORT

@
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Fill in the page name, page title and description

Page Details Permissions Advanced Settings
Page Name * Estate Management
Page Title: Estate Management | Wicklow.ie
Page URL:

wik inventise ie

[Living/Services/Housing/Scocial-Housing/Estatt

Do Not Redirect: [

Description: Details of how tenants can play a large role in the management of their
housing estate, supported by the Housing Directorate,

Keywords

Select the parent page under which the new page will sit.
Select where it will sit eg; after estate management and tick include in menu.

Add Page

Tags -
Parent Page .......Social Housing -
Insert Page:
Before @ After Add to End

Estate Management =

Template Folder: Templates -

Page Template: Default o
Include In Menu? v/
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3.3 Importing Pre-Built Template to Pages

NOTE - A new page must be added before you can import a page template

Import page
Pages can be imported with pre-built modules installed.

”

Click “import pag

INCIL ~ NEWS & EVENTS REPORT, APPLY, PAY DOCUMENTS

~ PlIanning
¢ Planning / Development Plans & Strategies ¢ Local Area, Town & Seltlernent Plans | Bray |
oN Bray - Metropolitan Consolidation Town

. Plans & Strategies
agional & County Plans
Town & Settlement Plans

Development Plan Hierarchy

Select the template required from the template dropdown. (example below)
CONTENT- lower level pages.

LISTING - listing boxes for higher level parent pages

Wicklow > Bray - Metropolitan Consolidation Town

Example — CONTENT Text with images
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ADES | e L vesoment

IN THIS SECTION Skilled Workforce

Werstow trast

o worklorce in Co. Wickiow,

Detais of the highly

Wickbow Facts & Figuren for growing busii
Yoy niness Locations
[ — Skilied Workforce

Ustabianing a thisness i Wickiow

ancerie Profie O

hase

w Unigpoe Quusiny of Life

o Uaboriend pock of Labonr ared iy shlbed werk

Conrven o @ s Corga 11 e county ot Rathrmew wilh & spwifc

oo @imarch et devebprnent fonn

ice of Dutkin, Wickiow ranked first far the highess proponion Q1Y) of poputation

for 845 of e workdoece, hace i Ul st opgerunty for

n G Waekdow §

5 hghy qualtied fechssiionss Wheas lorme seeking b0 ok

tocady

Example — CONTENT Text only

Living / Services | Planning { Planning Appilcations ¢ Apply for Planming /

IN THIS SECTION Role of Elected Member

Planning Apglications Information on the role of elected members in the pre-planning
Online Planning process.
Weekly Planning Lists
Generally, elactad members have no role in relation to pre-planning. They may submit
a pre-planning query on behalf of an applicant and request that advice should be
given to the applicant or to the member on their behalf

Pre-planning
Apply for Planning

Sample Newspaper Noti
ample aper Hatics However, the electad member has a very imponant role in determining the planning
Appeoved Newspapers policy for the county, s= set out in such documents 2 the County Development Plan

Sample Site Notice: and Local Area Plans.

The member's role in relation 1o planning applications is therefore confined to making
representations on behalf of either the applicant or third parties on a particular
application.

Saill Testing
Checkiist
Social Housing Exemption - Section 97

Extension of Flanning Applications -

Once the correct template is selected tick “Replace the current page”
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Wicklow > Bray - Metropolitan Consclidation Town

Folder. g3 Templates -

Tempiate: g GONTENT - Text Cnly -

CONTENT - Text Only

Import Mode: @b Creale a new pa;r-[ @ Replace the cumrent page ]

Redirect Mode §h @ \View imporied page Edit imparted page

Tick “Edit imported page” and import

Wicklow > Bray - Metropolitan Consolidg

Fifder. @ Templates (=

Tempiate. @ GONTENT - Text Only =
CONTENT - Text Only

Import Mode: @)

Create a new page @ Replace the current page

Redirect Mode ) View mperled page

Import Cancel
Import
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Under the tab “Page Details” fill in the page title and page description — then

update pa%e

ge Seftings
Page Detajs | Permissions | Advanced Settings
PageName:* @) | gray_ Metropolitan Consolidation Town
Page Title: € (| Bray Town and Environs Plan | Wickiow| \
=
Page URL: §§
wikinventiseie/enie  /Living/Services/Planning/Development-Plar
Do Not Redirect: O
Description: @
%
Keywords: §§
4
Tags: @ -
Parent Page € ...Bray -
Include In Menu? ¢ v
Update | ’age Jil»==30 Cancel

If do not want the page to appear in the left menu untick

The page will appear with five

ins & Strategies / Local Area, Town & Settlement Plans /

hy

1 Town

1 Plan

109 -

inventise

I

Hg
pa

=

I

preinstalled modules

own

Bray / Bray - Metropolitan Consol

ray - Metropolitan Consolidation Town

ge summary: Between 10-20 words that capture what the content is abolut.

UrastTat captare witdr OTe COTTIETIT isabout: \P-LEedu)

ading (H2)
Ip members of the public to scan text - Break text into chunks using short

agraphs, lists and sub-headings in order to help members of the public quickly
erstand and absorb information. Keep content clear and concise.

lJse plain English.

Pwvoid technical words, unfamiliar abbreviations or acronyms; also aveid French and Latin exprd
Be consistent with terms throughout your document.

Proofread your document to ensure correct spelling and punctuation.

leading (H2)
H4
pa

Ip members of the public to scan text - Break text into chunks using short
agraphs, lists and sub-headings in order to help members of the public quickly

unyerstand and absorb information. Keep content clear and concise.

creative technology

UseYslgin English.

& P

SSions.

Avoid technical words, unfamiliar abbreviations or acronyms; also avoid French and Latin expressions.

Be consistent with terms throughout your document.
Proofread your document to ensure correct spelling and punctuation.
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If you do NOT need all of the modules they can be deleted from the

dropdown

Avoid technical wards, unfamiliar abbreviations or acronyms; also avold French and Latin expréssions.
Be consistent with terms throughout your document.

" a.
Area Plan 2009 Proofread your document to ensuro comect spelling and punctuation.

<! with the making

Local Area Plan

went Plan 2005 -
&g Document name in plain English

sict Pian 2004 E i Ll

it Plan 2010 - a Document name in plain English

went Plan 1999

5 Land Use
2006 # O

Page Name

Page Name

X3

Related Webslites

[£ Website Name

[  Website Name

Please refer to instructions to use the document app for any documents that
need to be added to the page

3.4 Adding Image Galleries to Pages

Click on the app module drag and drop it into required position

@« V YOUR COUNCIL v NEWS & EVENTS REPORT, APPLY, PAY DOCUMENTS v

Anti Social Behaviour

- Module Here{TopPane)
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On the popup select image gallery

BUSINESS

Wil CKLOW (@

ENDLESS OPPORTUNITIES

visIT = Quick Links v Wickiow County Councll  Contac?

LIVI NG J N \/‘L/ [ (; f/ L(:_) \-,r‘"f Documents / A-ZS

{) SERVICESY YOURCOUNCILY NEWS&EVENTS REPORT, APPLY, PAY DOCUM

Housing

biugimp) |

Select the gallery style required

Social Housing

Tenant Services . . . .
P Demo - click the edit on this title to create your
Estate Management OWn e

Homelessness You are currently looking at this gallery with demo-data. Click on edit to fill it with your pictures,

descriptions and more. You can also re-design everything as you want to.

Housing Assistance Payment Scheme (HAP)
Buying Your Property

Rental Accommodation Scheme (RAS)
Traveller Accommodation

Housing Supply

Grants

Forms

Contacts

News & Events

Change view(3)

Albums {ma. Single Albu Single albu
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Demo - click the edit on this title to create your own...

verything a:

When the gallery is selected click on the edit icon to add images

Anti Social Behaviour

Demo - click the edit on this title to create your own... e

You are currently looking at this gallery with demo-data. Click on edit to fill it with your pictures, dit
descriptions and more. You can also re-design everything as you want to.

Content

11756

HIS ¢

quick-upload using ADAM

ocial |

Tena @

Anti !

upload 1o L ]

Estat

omelt

ousin @ show this item~ nt

uying Your Property
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Click on each image lahel to add a description meta tag

Content

lal |

i @
nti!
.
uploadto @
stat
nel
isin @ show this item~

'ing Your Property

ital Accommodation Scheme (RAS)

Add / Edit Metadata I

g/ Se

THIS ¢

ocial | ia
@ show this item~

Tena

\ L) ’
Anti ¢ V
. upload to [ ]
stat

lomel

lousin ave | @ show this item~

uying Your Property

2 T TR

antal Arrammadatian Crhama IDAC

SAVE
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3.5 Adding Accordion Module (example - Q&A Section)

Click add new mQdule from the dropdown

# Edit Page

CKLOW
NEWS & EVENTS REPORT, APPLY, PAY DOCUMENTS ~

ENDLESS OPPORTUNITIES

Finance

Living / Your Counctl / Finance / Commercial Rates /

IN THIS SECTION Change of Property Ownership

About the Finance Section

Fi ze Publicat ; . .
bt i Answers o some frequently asked questions regarding commercial rates and

Commercial Rates change of ownership.
I Change of Property Ownership

o
Vacancy Relief On Rates
Rates Incentive Scheme Heading (Hz}

Exemptions Help members of the public to scan text - Break text into chunks using short paragraphs, lists and sulbs

Select the App module

# EdtPage

W o3 € w P
ENDLESS GFPORTUNITIES 2 SERVICESv YOUR COUNCII NEWS & EVENTS REPORT, APPLY, PAY DOCUMENTS v«

Living / Your Councll / Finance / Commercial Kates /

IN THIS SECTION

Change of Property Ownership

About the Finance Section

Finance Publications . 2 .
Answers to some frequently asked questions regarding commercial rates and
COMMBIEI Fates change of ownership.
Change of Property Ownership
& O

Vacancy Relief On Rates
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Drag and drop this module into desired location on the page

Modules - - - # Edit Page

Frequently Asked Questi

Procurement

e{ContentP

Local Property Tax{LPT)
Mortgage Amrears Resolution Process (MARP)

Maon Principal Private Resldence (NPPR) .

Heading (H2)
Accounts Payable 2 2 < "
Help members of the public to scan text - Break text into chunks using and sub-

Tenders headings in order to help members of the public quickly understand and absorb information. Keep centent

clear and concise

Use plain English.

Iso avold French and Latin exp

Awvoid technical words, unfamiliar abbreviations or acronyms;
Be consistent with terms throughout your document.

Proofread your document to ensure correct spelling and punctuation.

Click on the “new element” icon

IN THIS SECTION Change of property Ownership

About the Finance Section

Finance Publications

Answers lo some fredNently asked questions regarding commercial rat
Commercial Rates change of ¢

wnership.

] Change of Property Ownership

# B

Vacancy Relief On Rates

Rates Incentive Scheme

Exemptions

Frequently Asked Questions

Procurement

Heading (H2)

Local Property Tax{LPT)

an text - Break text into chunks usi and sub

Martgage Arrears Resolution Process [MARP)

15 of the public quickly understan ation. Keep content

MNon Principal Private Residence (NPPR)

Accounts Payable

Use plain English.

Tenders Avold technical words, unfamiliar abbraviations or acronyms; als expressions.

Be consistent with term

throughout your document.

Proofread your document to ensure comect spelling and punctuation

Heading (H2)

Maln mamhare Af tha nuihlic ta cran tavt - Bra:

tawt IntA chinnbe ncinn chart ns o and cih.

From the bottom of the screen select “Accordion”
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a PPN # Edit Page

IN THIS SECTION

Change of Property Ownership

Heading (H2)

Select “Content Accordion” and click the V to confirm

IN THIS SECTION

Change of Propejty Ownership

Emergency Contacts

Heading (H2)

Change view(2)
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A demo model appears

Click on the first pencil icon to add the first question

Does the penalty/equivalent charge applyiMgto the owner for failure to notify a local
authority of a change of occupier also apply inWgtances where the owner was the

previous occupier?

£ G
Charge on a property
Demao Content 00@0

What do | do if I lose my til@rﬁardé i)

Call inte your local branch with proof of ID to obtain a replacement card.
How do | renew my books?

You can renew online, or you can contact your local branch via phone or emall or In person.

Under title replace Demo Content with your question and SAVE

[~ d
4

Do a previous occupier’s arrears become a charge on the property? X
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Your first question will appear

Sonn 2 EdtPage

Does the penalty/equivalent charge applying to the owner for failure to notify a local
authority of a change of occupier also apply in instances where the owner was the

previous occupier?

Charge on a property

0

Do a previous occupier’s arrears become a charge on the property? oo

To add the answer, you need to first add a content text box

click on the question to open the element — the green arrow should be

pointing up

then click the first blue element icon

# Edit Page

Does the penalty/equivalent chalge applying to thff owner for failure to notify a local
authority of a change of accupier§lso apply in infftances where the owner was the

previous occupier?

Charge on a property

Do a previous occupier's arrears 1)\3(% ﬁdrgo on the property?

Click the new element icon

Charge on a property

Do a previous occupier's arrears becor@f a charge on the property? ooo
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From the bottom of the screen scroll across to the “Text Block-Standard” and

select

u BAD # EdiPage

Does

» penalty/equivalent charge applying to the owner for failure to notify a local
authority of a change of occupier also apply in instances where the owner was the

previous occupier?

Charge on a property

7 &
Do a previous occupier's arrears become a charge on the property?
X
Choose Content Biock
2 2 - -
LISTING wit Opening hours Social buttons muny Tt Bliock J
o ”
Then select “Text Block
E *onn # EdilPage

Does the penalty/equivalent charge applying to the owner for failure to notify a local
authority of a change of occupier also apply in instances where the owner was the

previous occupier?

Charge on a property

Do a previous occupier's arrears become a charge on the property?

Heading H2

Change view(2)
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To add content, select the lower pencil icon

Charge on a property

@@ cvious occupier's arrears bmﬁ ﬁmgﬁ on the property? (7] o))
T 2

Help member public to scan text - Break text into chunks using short par

Heading (H2)

Add the content into the text box

No, the liability for unpaid rates of a previous occupier does not become a charge on the
property, unless that occupier is also the owner of that property.

A

Click the Hat icon for a more advanced mode

“ P LlB T-|mmus-|
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To add another question, click the + icon and repeat process

Does the penalty/equivalent charge applying to the owner fO failure to notify a local
authority of a change of occupier also apply in instances where\he owner was the

previous occupier?

Charge on a property
Demo Content o @g
What do | do if | lose my |i|ﬁrgak‘?? ) —

3.6 Adding Accordion Module with Document App (Weekly Planning
Lists)

Adding Accordion Module with Document App

http://wicklow.ie/en-ie/Living/Services/Planning/Planning-
Applications/Weekly-Planning-Lists
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Wicklow.ie Website Instructions

Click add new mqQdule from the dropdown

# Edit Page

W I C KL O W

ENDLESS OPPORTUNITIES

NEWS & EVENTS REPORT, APPLY, PAY DOCUMENTS v

Living / Your Councll / Finance [ Commercial Rates / Chang

IN THIS SECTION Change of Property Ownership

About the Finance Section

Finance Publications i Y _ e yi : gk . ik o i
Answers to some frequently asked questions regarding commercial rates and

Colnmierchl Rates change of ownership.

Change of Property Ownership

& b

Vacancy Relief On Rates

Rates Incentive Scheme Heading (Hz}

Exemotions Help members of the public to scan text - Break text into chunks using short paragraphs, lists and sub

Select the App module

# EdtPage

W o3 € I w P
ENDLESS GFPORTUNITIES f SERVICESv YOURCOUNCIL v NEWS & EVENTS REPORT, APFLY, PAY DOCUMENTS v

Living / Your Councll / Finance / Commercial Kates /

IN THIS SECTION Change of Property Ownership

About the Finance Section

Finance Publications . 2 .
Answers to some frequently asked questions regarding commercial rates and
COMMBIEI Fates change of ownership.
Change of Property Ownership
£ O

Vacancy Relief On Rates
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Drag and drop this module into desired location on the page

Modules - - - # Edit Page

Frequently Asked Questions

Procurement

Local Property Tax{LPT)
Mortgage Amrears Resolution Process (MARP)

Maon Principal Private Resldence (NPPR) .
Heading (H2)
Accounts Payable

rers of the public to scan text - Break text into chunks using aphs, lists and sub-

Tenders 5 in order to help members of the public quickly understand and & on. Keep content

and concise

Use plain English.
Iso avold French and Latin expr

Awvoid technical words, unfamiliar abbreviations or acronyms

Be consistent with terms throughout your document.

Proofread your document to ensure correct spelling and punctuation.

Click on the “new element” icon

IN THIS SECTION Change of property Ownership

About the Finance Section

Finance Publications Ans

Comvidrclal Ratas change of ownership.

some fredNer

ing commercial rales

] Change of Property Ownership

# B

Vacancy Relief On Rates
Rates Incentive Scheme
Exemptions

Frequently Asked Questions

Procurement
Heading (H2)

bers of the |

Local Property Tax{LPT)

sbli -an text - Break text into chunks o ists and sub.

ing short para

Martgage Arrears Resolution Process [MARP)

in order to help members of the public quickly understand and absorb information. Keep content

MNon Principal Private Res e [NPPR)

Accounts Payable Use plain English.

Tenders Awoid technical words, unfamiliar abbreviations or acronyms; also avoid French and Latin expressions.

Be consistent with terms

hroughout your document.

Proofread your document to e

sure correct spelling and punctuation

Heading (H2)

Maln mamhare Af tha nuihlic ta cran tavt - Braal tavt inta chunle neinn chart noranranhe

inventl S E Page 50 of 80

creative technology



Wicklow.ie Website Instructions

From the bottom of the screen select “Accordion”

a PPN # Edit Page

IN THIS SECTION

Change of Property Ownership

@

Heading (H2)

Select “Content Accordion” and click the V to confirm

IN THIS SECTION

Emergency Contacts

Heading (H2)

Change view(2)
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A demo model appears

Click on the first pencil icon to add the first title

Does the penalty/equivalent charge applying tONge owner for failure to notify a local
autherity of a change of occupier also apply in instNges where the owner was the

previous occupier?

o £ <h
Charge on a property
Dema Content oo@c

What do I do if | lose my mﬁﬂmav Sl
Call into your local branch with praof of ID to obtain a replacement card
How do | renew my books?

Y¥ou can renew online; or you can contact your local branch via phene or emall or In person

Click the center icon to add an app

CTION Wee

Applications

Planning Lists

planning reports, including planning applications granted
Q7.

255 1o week

and receive

Planning Acce

Planning Lists
nning

or Planning Week 1
g Objections

g Appeals Week 2

ed Development

ent Plans & Strateqies Week 3 .
Enforcement E @ »

1ent Contribution Scheme r-x
Charge of a Housing Estate
tion & Buillt Heritage - . " g

= qj Document name in plain English

+ Vacant Sites

agistration

vents
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Click new element

iCTION

Weeklx Planning Lists

Applications

planning reports, including planning applications granted
17

Planning Access 1o week
| Planning Lists and received, for
nning

or Planning Week 1
1g Objections

1g Appeals Week 2
ted Development

nent Plans & Strategles Week 3 oo@o
Enforcement

nent Contribution Scheme

Charge of a Housing Estate

ition & Bullt Herltage

& Vacant Sites.

# & 4
agistration Week 3
* Document name in plain English
vents
Select documents
IN THIS SECTION Weekly Planning Lists
Planning Applications
Online Planning Access to weekly planning reports, including planning applications granted
I Weekly Planning Lifs and received, for 2017
Pre-planning X

Apply for Planning Week 1
Planning Objectighs
Planning Appeal Week 2
Exempted Develppment
Development Plags & Strategies Week 3
Planning Enforcefnent
Development Cdhntribution Scheme

Taking In Chargll of a Housing Estate

Conservation 8Built Heritage
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Choose document section

Weekly Planning Lists

IN THIS SECTION

Planning Applications
Access to weekly planning reports, including planning applications granted

Online Planning
Weekly Planning Lists and received, for 2017,
Pre-planning # &+
Apply for Planning Week 1
Planning Objection:
Plannina Annaale Waal 2 %
Documents  Change view(Jl1)
1
1Gansral De. Ruisted P ‘Related We Customer _Finance De.. K _Municipal _Your Coun. Environmant..  Housing Do.
Library Doc. Planning P13niNg Documents Roads & Tra. Water & Was. 0 - Arts, Her. 0 - Custome. Q- Finance ... s, Q- Housing

EEEnn

Click pencil icon to edit inner title

nning Lists

s
Access o weekly planmRg reporls, including planning applications granted
s and received, for 2017.
FE-r3

I Week 1 v
s

Week 2 hvd
pment
& Strategles Week 3 ° 0 @g
nt ? d Documents E B @o

T e power-mode with filtering. Note that the editor can write other s here -

bution Scheme
this is just the default text.

a Housing Estate

Heritage Document name in plain English

- File type pdf
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Click lower edit icon to add the document

- I IR =

and received, for 2017.

Week 1

Week 2
tegies Week 3

o3

Scheme 7
sing Estat @ Document name in plain English 0@°
sing Estate File type .pdf
ige

& &b

a Document name in plain English
File type .pdf

3.7 Adding an Article to News and Events

Click add article

News & Events

X
\ © Add article / Article manager [l Dashboard ..l Settings
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Insert article title and short sub-title

Tick the categories where the article will appear

Add Article
Title: ©
Production levels remain high in January 2018

Subtitle: @

Production levels remain high in January 2018

SEO settings

== Categories

Expand all | Collapse all

i~ News

l | Events

l ! Business News

l ! Council News

l I Recycling Centres

Add the main article content under “Article detail type”

If you have to copy content from another source be aware that you are also
copying the article formatting.

It is best practise to “paste as plain text” and reformat the new content

(B3 Article detail type ® Text/HTML O O File O Uink O None

Content: @

Basic Text Box ® Rich Text Editor Editoy

Bsource @ B B (@ E@ Qb ¥ ?

= €9 % k& 8 R FEME@QE®
B I UGSNXLXL Styles .| Format .| Font « || Size . A B

ARKLOW - YOUR TOWN, YOUR SAY

Want to have a say on your town? Arkiow Town Team wants to hear from you and s inviting citizens to participate in a survey on the town

The short survey of 10 questions can be completed on-line and should take no more than five minutes to complete. Your answers will be confidential and will
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Paste content into the box and click ok

Paste as Plain Text X

Because of your browser security settings, the editor is not able
to access your clipboard data directly. You are required to paste
it again in this window.

Please paste inside the following box using the keyboard
(Ctrl/Cmd+V) and hit OK

(= L |

LSRRI (==
, YOUR SAY
(0].4 Cancel

You are able to add images and links in this area just like you do when you

are editing a web page.

Article detail type @) Text/HTML (O Page O File O Link () None

Content: @
Basic Text Box ® Rich Text Editor Editor: i)
Bsouce R @ B| %1 BB B |« ~|[Qb 5|32 2

» B[E|=

i
lih
1]

.
.

L
ni

UREELIFEEERE)

iB I US x, x L“Styles ~ | Normal .|| Font ~|| Size .|| A

We're pleased to report that film requests are flying in at the moment. In addition to some of the longer-running pro
the Badlands, there are also a number of other audio visual productions being shot in locations such as Brittas Bay

Greystones.
The high-profile production The Rythmn Section with Blake Lively and Jude Law is still working out of Ardmore Stu

Feature film Christmas Perfection is making the most of some of the unique locations around Redcross and horror
remote countryside around Aughrim to shoot some aerial footage.

RTE's big audience hit Dancing with the Stars is behind filmed in Ardmore Film Factory in Bray]

inventISE Page 57 of 80

creative technology



Wicklow.ie Website Instructions

To add images, click “Add Gallery”

£ Gallery Panel ARTICLE *

Select an image and upload

@Upload OAdd from server

Drag and drop images here or click on Select images button

( = SELECT IMAGES 7

e

2 sTarRTUPLOAD

(@]

@ DO NOT DISPLAY GALLERY

If you have more than one image you can set a selected image as the main

article image

Action
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If required a publish and expire date can be set or if the article is not
complete or you need to review it, you can save it as draft

Publish date: @ amezoe B 801 @
Expire date: @ 23/01/3018 E 1601 @

@ Time zone: (UTC+00:00) Dublin, Edinburgh, Lisbon, London

L Permissions per article:[]

@raﬂ Article @Publish Article
\ -

3.8 Adding pdfs/docs to News & Events to Download

Click select document

[ REYLITOLARIREY) VYUK PORSION TS HCTORT MSSRGTINONF IS A1 0RACTRINNT M5ATRETSCHONT 15

Sort: | Ascending v A it per page: | 10
(@ Upload new documents () Add existing document
@Llpluad Ondd from server
| Mo tile cnosen

Title Description
w—— ——— O
ort: [Ascending v | Number of items per page: [10 v
[ Documents @ Upload new documents () Add existing document

(®) upload () Add from server

Be Winter Ready Booklet 2017.pdf
eued (576 M8)

% Links @ External link O Page link O Article link O Existing link

URL Link tie Link description
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The new file will list below

© s e eumans © o
@Uphnd OMd from server

(&> sazcrmears B 2. o

Actions Tithe | Description Infa ssi Target Show
P Be Winter Ready Booklet 2017 Be Winter Ready Booklet 2017.pdf Default =alf v A
22/02/2018 - Adminlser 2
[EasyDNNnewsDocument2) 5.76 MB
downloads &

3.9 Editing Road Alerts
Go to the News & Events page

News & Events

(9 Addarticle ! Article manager Jiil Dashboard Q@ Settings
CATEGORIES

.~ Edit Article /' Edit Article

Events

Council News

Announcements

Alerts ()
23 JANUARY 2018 23 JANUARY 2018

News & Events

0% Addatisle  / Article manager [l Dashboard (54 Settings

CATEGORIES

ALERTS |

2 aucusT 207 24 AUGUST 2017

OAD ALERT ROAD ALERT

rom Mon 18th te Thurs 22nd REMINDER

June, maobile right lane From Mon 18th to Thurs 22nd
closures will take place on the June, mobile right lane
MIVNIL... closures will take place on the
MWL

Events
Councll News |/
Announcements

I Alerts

Alerts can be edited by adding a new article or
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Editing an existing article

ROAD ALERT

From Mon 19th to Thurs 22nd June, mobile right lane closures will take place on the M11/N11 Dublin/Wexford Rd
in both directions at various locations from 7am to 5pm. Take care.

Only fill in the short alert in the subtitle section below and tick the alerts
category

Title: @
ROAD ALERT

Subtitle: @

From Mon 19th to Thurs 22nd June, mobile right lane closures will take place on the M11/N11 Dublin/W rd Rd in both

al varicus locations from 7am to Spm. Take care.

SEO settings

Expacd of | Collguse ull
News
-LJ Events
Business News
-l Council News
Recycling Centres
Planning
Announcements
|- alerts
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4 Site Administration

4.1 Updating Page Title Tags and Descriptions

Click page setting from the edit page dropdown

# Edit Page

Quick Links «

LIVING IN WICKLOW

SERVICES v YOUR COUNCIL~ NEWS & EVENTS RY

Mobile Preview

& Apy ance

Services / Housing / Soclal Housing ¢

IS SECTION Anti Social Behaviour

ial Housing Information about the Anti-Social Behaviour Policy, which was

mant Services adonted bv Wicklow Countv Council in 2010.

Under the page detail tab edit
Title tag — between 50 -70 characters

Descriptions — between 160 — 300 characters

Page Details Permissions Advanced Settings

Page Name® * [i ] Anti Social Behaviour

Page Title: €)  Anti Social Behaviour Policy | Wicklow.ie

Page URL:
9 o wik.inventise.ie

ILiving/Services/Housing/Social-Housing/Anti-£

Do Mot Redirect: gy [ |

Description: ¢ Information about the Anti-Social Behaviour Policy, which was adopted by
Wicklow County Council in 2010.

Update page
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4.2 Adding New Users

Click add new user

BUSINESS VISIT

Guick Links »  Wicklow County Ca

K {j‘r \-"'-.j Docur

User Accounts

Add user details as below and save

User Namesy

First Name: * @

Last Name: * g
Email Address. * @)

Authorize: @y (&
Notify: @8 [+]
Optionally enter 3 password for this user or allow the system to generate 3 random password.

Random Fassword @ |

Password: * @@

Confirm Password: * @

pd New User Cancel

User name — email address - password

Manage Account Manage Roles for this User Manay

User Name: € ndrain
First Name: * [i] Niamh
Last Name: * [ ] Drain

Display Name: @)  NiamhDrain

\ Email Address: * [ ] ndrain@wicklowcoco ie /
Update Delete
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Click manage roles and select the user you wish to assign a role to by clicking
the pencil icon

United Kingdom

idaedgdaeaaeaa

Click on the manage roles tab and from the dropdown select the role

Manage Account | Manage Roles for this User  Manage Password  Manage Profile

Manage Roles for User: dforde

[
m EE Add Role to User ST RSHET]

First Previous Next Last

Click add role to_ user and update

Manags Account Manags Roles for this Usar Manags Pazswoi Manags Profils

Manage Roles for User: dforde

Security Role ) Effective Date @ Expiry Date gy

Zsxc designers - Add Role to User [R2RETNNEZ0ET]

Security Role Effective Date Expiry Diate
Registered Users

Subscribers

Page 1of 1 First Previous MNext Last
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To add a new role click and add

Name Description Feo Every Period Trial Every Period Public Auta Users.
44 2se designers 000 000 o
4 Administrators Administrators of this Website 000 000 2
48 Business 000 000 2
4 Communty 000 000 2
a4 rHousng aoo 000 1
48 Ubmanes 000 000 1
& manning 0.00 000 1
41 Registered Users Registered Usors 0.00 000 35
a Subscribers A public role for site subscriptions 0,00 000 35
F Unverified Users Unverified Users. 0.00 000 o

LR BTN [ Add New Role Group

Adding Roles to Pages

Click page permissions on the selected section or page.

# Lat Page

YOUR CODNCIL~ NEWS & EVENTS Rf
Edit This Page

n in Edit Mode

Wl CRL.OW ——
SERVICE

®

ENOLESS OPPORTUNITIES

=1 in Layout Mode

Community

From sport to community groups, there's something for everyone in Co. v."ck

Mobile Preview
tings

Page Appearance

Export Page

Living / Services /

A

Delote

Make Private
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From the dropdown select the role

Wicklow > Community

Page Datails Parmizsions Advanced Ssmtings

Add

Copy Permissions to Descendants. Copy Permissions

Update Page Delete Cancel

Fraatid Ry Sl losr Srrneemt On PUASP01T 1101795

Role View Page Edit Page Actions
Administrators a a

All Users v

Community v v i

Registered Users

Display Name: Add

Copy Permissions to Descendants: @) Copy Permissions

Update Page Delete Cancel

To add this role to all the child pages, click copy permission

Wicklow > Community
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Click yes

Confirm

Permissions will be replaced for all children of this
page.

Are you sure you want to continue?

K -

4.3 Hidden Pages in the Menu

4.3.1 To hide a page
Click “Page Settings” from the dropdown

# Edit Page

Edit This Page

LIVING B Stay in Edit Mode

B View in Layout Mode

o SERVICES~ YOUR COUNCIL~ NEWS & EVENTS

Mobile Preview

Municipal Districts

Page Permissions
Export Page

oads Programme Delete Page
Make Private

Roads Programme
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Under the Page Details tab untick include in menu

Page Details Permissions Advanced Settings

Page Name: * €0 Roads Programme
Page Title: )

Page URL: ) :
- wik inventise_ iefen-ie

/Living/Your-Council/Municipal-Districts/Arklow:

Do Not Redirect: @ [

Untick include in menu

Parent Page ¢ ... Arklow

Include In Menu? ) @
Update Page Delete Cancel

Under the Adva{c‘ed Settings tab scroll down to Page Themes

Page Details Permissions dvanced Settings

Expand All

Appearance

Icon: €
- Link T,
NP @ File (A File on Your Ste)

System Image
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From the dropdown select “Host Wicklow-Inner Left Menu Hidden”

Vauu
Page Theme €) U Host: Wicklow - Inner-Living-LeftMenu-Hidden \ e
—
Page Container €0 | <None Specified= f

Page Stylesheet €

NOTE:

Business and living sections have different hidden page themes
Host Wicklow-Inner Living Left Menu Hidden

Host Wicklow-Inner Business Left Menu Hidden

UPDATE PAGE

4.3.2 To Display a Hidden Page
Click page management from the admin tab

LY
pnn Admin

|
LIVING Wicklow Coun

File Management Recycle Bin

r

Security Roles Site Settings User Accounts

EPORT, APPL

35§ OPPORTUNITIH

Housing
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locate the hidden page and tick “Include in menu”

Commaon
4 = Wicklow
12} Wicklow.ic PageName: " @ | wajing s Complaint
o SL Visit
4 S Business Page Title: g}
+ L Living
L Home @c» Include In Menu? ) O
= S Services
+ S, Housing
= 8, Planning Haciel, g
4 5. Community
+ 5L Popular Links @
o 5, Libraries
= S, Environment Permissions

Disabled? £)

Aliow Indexing: € ]

+ S Recycling & Waste Management
+ 5L Pollution Control

&

L Access to Infarmation @n the Environn
s I, Beaches & Water Safety SEO
= JL, Harbours & Ports

Modules

Under the Appearance tab select “Inner living left menu” from the page
theme dropdown

T 2L Community

5L Papular Links @
< S Libraries

- S Environment Permissions .

Allow Indexing: @)

4 5. Recycling & Waste Management
+ S, Pallution Control

) Modules Hast: Wicklaw - Inner-Living-LefMenu-Hickdon N
S Access to Information on the Environn ettt il oy
SEO v
s S Beaches & Water Safety Host: Wickiow - Inner-Living-Sut
+ 5 Harbours & Ports
Haost Wickiow - Inner-Living
L Burlal Grounds Metatags hd
. Casual Trading st Wickiow - Inner-visit
JL Caravan Parks Hast: Wicklow - Landing-Bussiness
Appearance A
L Energy

Host Wickiow - Landing-Living

5L Veterinary Services Page Theme: @

HosL Wicklow - Inner-Living-LeliMenu-Higden -
+ S Fire Services
SL Civil Defence
1 Forms Default Container: @  paraunt Containe] =

S Contacts
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Click more settings

Link

WLLEVCENSET. W More Settings

Click the advanced setting tab

Page Details Permissions Advanced Settings

Expand All

Appearance

Scroll down to other setting and make sure the “Allow indexing” box is ticked

Cache Settings
Other Settings
Secure? g)
Allow Indexing: €}
Site Map Priority: (i ] 05
SAVE
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4.4 Recycle Bin

Click recycle bin

Wicklow County Co

\ Docun
I & KL ©

LE5S5S OPPORTUNITIH

From the recycle bin deleted pages and modules can be restored or

completed removed from the website

|
Pages Modules
eeresnennPTOtECtEd Structures - 06/02/2018 15:51:06
eresen.S@CON Hand School book Shops - 07/02/2018 14:21:52

w25t page - 15/02/2018 16:10:08
e YoUr Councillors - 28/01/2018 14:00:30

Restore Selected Page(s) Delete Selected Page(s)
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4.5 Editing Banner Content
Click edit this page from the dropdown

# Edit Page

Wl1lcKLOW
SERVICES v YOUR COUNCIL v NEWS & EVENTS Rf

ENDLESS OPPORTUNITIES Q = Eail This Page

n Edit Mode

I View in Layout Mode

Planning

Information and advice from Wicklow County Council's Planning Department.

Popular Links

Online Planning Housing Assistance Payment Scheme HAP

Buying Your Property I Incr | Purchase S

Lease Rent Residential Properties

Living / Services /

Click the edit content pencil icon

# EditPage

vISIT G Links v Wickiow County Council  ContactUs Q

B

LIVING IN WICKLOW @ments / A-Z Services

YOUR COUNCIL v NEWS & EVENTS REPORT, APPLY, PAY DOS

OPPORTUNITIES

Planning

Information and advice from Wicklow County Council's Planning Department.

Popular Links

Online Planning Housing Assistance Payment Scheme HAP
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Edit content from the main editor or alternatively from the source code

Wicklow > Planning > Edit Content

BswceT R @ B @@ @ QR Xa?
= = £ B 2 EE TN = MEmEeQEe

B I US x, x I || Styes ~ || Format ~ | Font - sge -~ A- B

Information and advice from Wicklow County Council's Planning Department.

Custom Editor Options

To edit the popular links, click the edit icon

Planning

Information and advice from Wicklow County Council's Planning Department.

Popular Links 4 IS

edit
Online Planning Housing Assistance Payment Scheme HAP

Buying Your Property I Incremental Purchase Scheme

Lease Rent Residential Properties

Pick a page to link and the page title will display when saved

D page:1285
D page:1261
nlin

ﬂ D page:1262 &

1asd

eéég.
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4.6 Quick upload of Documents to a Folder

Click “File Management” from the admin dropdown

-3 Event Viewer Page Management Recycle Bin

Security Roles Site Settings User Accounts

Enter search

Views Actions

leclorsregisier 2 = - GIE &k

Locate the required folder and click upload

Views Actio M Forms

G- |GA B

 pm Customer Care
+ mm ElectorsRegister
 pm Environment
+ pm Finance
 pm Governance
+ pm Housing
¢ pmlLibraries

+ mm Municipal Distylct @ ROAC

+ pm Motor-Tax
+ pm Motor-Tax-F

m Motor-Tz
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You can then drag and drop the files into the folder

sload Files
ﬂ Upload File & From URL Decompress Zip Files Upload To: Forms
DRAG FILES HERE-QR.CLICK TQ BRO\
Upload File & From URL Decompress Zip Files Upload To: Forms
DRAG FILES HERE OR CLICK TO BROWSE
Documents/Roads & Transport/Forms/CIS Application F... s
File uploadea
Documents/Roads & Transport/Forms/Advertisement - ... |
File uploadea
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4.7 News & Events Article Manager

Under Article Manager

(. 9 Add article J/ Article manager il Dashboard i+ Settings

/ Edit Article " Edit Article / Edit Ai

You can Edit — Delete — View any article. Also feature/unfeatured

Action Article dates
Savers Weathar Evant 15:29:00
‘ 201218 182N & NiamhDrain

1570050 [ 2]
tured
S R ™ Wicklow County Councll Community Invelvemant Schamas 15204 0K -1 < Published
= 2018 1f 0 & NiamhDrain * .00 “ Approved

& ) - ®0
Faatured

4.8 News & Events Category Manager

To add or change categories click Dashboard

News & Events

Q') Add article _/ Article manager [l Dashboard gﬁ__‘ Settings

./ Edit Article . Edit Article / Edit Article

\ay
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Click category manager

Dashboard

Add a new category name

name Water Wastewater News|

parent ‘ Select parent category v

Default ~

The category name displays in the green box

 Edit Article -
[ — et .
Vay f
V / withe -
J
ARTS HERITAGE ARCHIVES BUSINESS NEWS

22 FEBRUARY 2018 22 FEBRUARY 2018 22 FEBRUARY 2018
Way with Words Wicklow’s Young Over 300 events
Workshops Entrepreneurs in planned to

tha Nrivina Caat ralahrata ‘1 Aral
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4.9 How to Update Popular Links

NEWS & EVENTS REPORT, APPLY, PAY DOCUMENTS ~

Community Popular Links

Sport & Recreathon Libraries
tegies Local Sports Partnership Ireland 2040 Our Plan

Soclal Inclusion Baltingiass Town Plan 2016 - 2022
1 Scheme Community Funding & Suppart Matar Tax
sing Estate Children & Youth Recycling Centres

Planning Applications
Water & Waste Waler

Homelessness

er & Waste Water Forms
ement Water Leaks Roads Services
MNew Water & Sewerage Connections Tourism Services
Lead Plping Removal Grants Community Services
he Individual Water Grants

Click Admin — Page Management

Search

Common

In the content tree locate the popular link to be changed

i 5L Business Page Tith
@& Living
- 5L Home @ Include In Ment

. Services
: + S, Housing
u ‘51 Planning Secu
1:‘_1 SL Community
G{J& Popular Links @
S Libraries (¥

Disablec

Allow Indexin

- 8 Ireland 2040 Our Plan (> Permissions
S Baltinglass Town Plan 2016 - 2022 ¢

8 Motor T

3 Mator Tax e Modules

S, Recycling Centres
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Click the page and update the page name (Link name)

LR IRRLN ] )
Wicklow
1} Wicklow.ie PageMame: * @)  |ibraries
& S Visit
4 S Business Page Title: §)
S Living
SL Home @0 Include In Menu? @
4+ 3 Services oot
+ S Housing
« 51, Planning Securet @
5L, Community
4 SL Popular Links @ Allowindeing: @ [
Z Libraries ¢
SLireland 2040 Our Plan = Permissinns

Scroll down to the link section
From the page dropdown locate the page to be linked

Link

L\nk:
o Link Type:

None

URL (a Link to an Exterrfal Resource)
@ Page (A Page on Your $ite)

File (A File on Your Sit¢)
age: ....Libraries

Search..

[™) Hoysing
[7) Plafining
[ Carmunity
[ Libraries

[7) Environment

Permanent Redirect: ) ]

ILLEICRELEN  More Settings

Update page

v v v v w

33 Results
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