
Brisbane North Junior Cricket Association 

 

“Providing successful development through opportunity, participation, competition and coaching” 1 

Introduction 

Web content for BNJCA resides on the MyCricket platform.  These are the instructions for updating content 

on the BNJCA website. 

It is important to remember that any item that is published on a website will be cached by search engines so 

deleting or updating a page on our website does not remove all evidence of what was on that web page 

before the update or delete. 

For this reason, it is important to take care with the information that is uploaded or added to web pages.  We 

have a responsibility to not publish any personally identifiable information about any player or person 

connected with our organisation unless that person has authorised the release of that information.   

General rules regarding what personally identifiable information can be published and when: 

» Names of players in relation to performances or team selection 

» Names and phone numbers for coaches, manages or administrators 

» No addresses 

» No dates of birth 

» No other personal information 

As much as possible, opinions should not be published on the website.  This site is about providing facts for 

our players and families, and it should be maintained as a repository of facts. 

There will be occasions where BNJCA will provide a “position” on a particular topic.  Where this is the case, 

the statement of position will be drafted and approved by the executive before being published. 

Please take care with the information that you add to the site, including the reputation of the association and 

the personal information of all of our stakeholders. 

  

<Publish Date> 

Website Maintenance Process 
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How to access the Website Information 

Login to MyCricket 

https://mycricket.cricket.com.au 

On the header bar at the top of the page, select “Website” over on the right-hand side. 

If you aren’t already in the Website administration section, the menus in the Menu Bar will change. 

 

 

 

  

Header Bar Menu Bar Website Option 

https://mycricket.cricket.com.au/
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Structure of the BNJCA Webpage 

The image above left is the home page on a computer browser. 

The menu bar (Yellow) shows the level 1 menu options, and the contents of each menu can be seen by clicking 

on the menu item.  The page is then divided down the screen, two thirds to the left and one third to the right. 

In the left-hand column there is News, Competitions, Live Scores, Top Performers and the Calendar of Events. 

In the right-hand column there are our sponsors logos and links to Twitter and Facebook. 

One of the benefits of using the MyCricket website platform is the mobile-suitable layout.  The image above 

right is the home page on a phone browser.  The mobile layout displays the left-hand column first and then 

the right-hand column below and the layout is modified to suit the limited screen real estate available on 

mobile phones. 

Most of the menu items that are selectable will direct the user to a HTML page. 
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Updating HTML pages 

To update a HTML page, click on the Content menu and select “HTML 

Pages”.  The HTML Page Manager will be displayed where you can edit or 

delete an exist page or add a new page.  If a new page is created, it will 

need to be linked to a menu item so that it is selectable. 

When adding a new page, the default is to create a blank page but there 

is a template for creating the seasonal representative team pages.  Click 

on the down arrow next to “Blank Page” to see the templates available. 
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If a new page is being added, a page identifier is required.  This will be used to name the HTML file and as the 

link for adding to a menu.  It can also be used as the page heading by ticking the option box below.  The page 

content can be added in the field provided and formatting can be applied by using the format options. 

  

Format Options 
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When the page contents are complete, click the “Save” button at the bottom right of the page.   

Reloading the page in a browser will show the updated page. 
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Adding or Updating News Items 

To add information to the News section of the website, click on the 

Content menu and select “News”.  The News Maintenance page will be 

displayed. 

 

To add a news item, click on the “Add new News item” link at the top of 

the page. 

To update a news item, click on the pencil symbol aligned to the news 

item to be edited. 

Set or update the Item title for the news 

item. 

Set the time and date that the news item 

becomes effective.  This will default to 

the time and date when this page was 

displayed.  The “automatically update…” 

option box is usually left unselected 

unless the is a reason to update the date 

and time when the news item is updated. 

Set the expiry date and time to midnight 

on the day after the news item is no 

longer required or is no longer relevant. 

Make sure the “Hide Item” option is 

unselected, the “Show in news rotor” 

option is selected and the “Show author’s name…” option is unselected. 
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A floating image is added to each news item depending on the portfolio relevant to the news item.  These 

floating mages are available in the /images directory and should be one of the following: 

» BNJCA Administration.png 

» BNJCA Operations.png 

» BNJCA Rep.png (All rep cricket) 

» BNJCA Rep Boys.png (Boy’s rep cricket) 

» BNJCA Rep Girls.png (Girl’s rep cricket) 

There is no caption required for the floating image and the image should be right aligned at a width of 200 

pixels. 

This image appears at a default size with the text in 

the news rotor, but it will appear right aligned and 

200 pixels wide when the news item is selected to 

read all of the text available as shown in the example 

to the right. 

 

 

 

 

 

 

Add the text of the news item into the contents field and use the formatting options to format the news item 

text. 

When the update is complete, save the news item by clicking on the save button at the bottom right of the 

page. 

Reloading the home page in the browser will show the new or updated news item. 

  

Format Options 
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Adding or Updating Events on the Calendar 

To add information to the Calendar of Event section of the website, click 

on the Content menu and select “Events”.  The Events Maintenance page 

will be displayed. 

 

To add an event, click on the “Add new Event item” link at the top of the 

page.   

To update an event, click on the pencil symbol relevant to the event to 

be edited. 

 

 

Reuse Expired Items for Annual Events  

New events should only be required for events that have not taken place before. 

If an event is one that occurs every year (most will be like this) then browse through the expired events 

by selecting the “EXPIRED” option and then set the new date and expiry for the event. 
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Set or update the Item title for the 

event. 

Set the time and date that the event 

becomes effective.  This will default to 

the time and date when this page was 

displayed.  The “automatically update…” 

option box is usually left unselected 

unless the is a reason to update the date 

and time when the event is updated. 

Set the expiry date and time to midnight 

on the day after the event. 

Make sure the “Hide Item” option is 

unselected, the “Show in news rotor” 

option is unselected and the “Show author’s name…” option is unselected. 

A floating image is added to each event depending on the portfolio relevant to the event.  These floating 

mages are available in the /images directory and should be one of the following: 

» BNJCA Administration.png 

» BNJCA Operations.png 

» BNJCA Rep.png (All rep cricket) 

» BNJCA Rep Boys.png (Boy’s rep cricket) 

» BNJCA Rep Girls.png (Girl’s rep cricket) 

There is no caption required for the floating image and the image should be right aligned at a width of 200 

pixels. 

This image appears right aligned and at 

200 pixels wide when the event item is 

selected to read all of the text available 

as shown in the example to the right. 
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Add the text of the news item into the contents field and use the formatting options to format the news item 

text. 

When the update is complete, save the event by clicking on the save button at the bottom right of the page. 

Reloading the home page in the browser will show the new or updated event. 

  

Format Options 
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Managing Files (Uploads) 

If photos, images or PDFs are required on the website then they need to 

be uploaded first. 

To upload a file, click on the “Content” menu and select “File Manager”. 

 

 

 

 

  



 

“Providing successful development through opportunity, participation, competition and coaching” 13 

Select the directory (folder) where the file will be upload.  Click on the “Upload” button and the file upload 

window will be displayed. 

 

Click the “Choose file” button and a 

window will open to select the file to be 

uploaded. 

If a group of files are to be uploaded to the 

same directory in one action, then 

compress the files into a .zip file before 

trying to upload.  When uploading a .zip 

file, selected the “Unzip…” option before 

uploading. 

If an uploaded file is replacing an existing 

file, then select the “replace…” option 

before uploading. 

To upload the selected file, click the 

“Upload” button. 

Upload Icon 
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Once the file is uploaded, the upload window will close, and the file will be visible and available. 

Review 

The Digital Media Sub-Committee will be the arbiter for interpretation and/or clarification of these codes of 

conduct. 

Omissions or errors should be brought to the attention of the Digital Media Sub-Committee. 

These processes are subject to regular review by the Digital Media Sub-Committee and will be amended (as 

appropriate).  Acceptance of a new release of the codes of conduct will be supported by a motion from a 

Management Committee meeting. 

Inconsistency with the Association’s Constitution 

To the extent there is any inconsistency between these processes and the BNJCA Constitution, the 

Constitution will prevail. 

Currency 

These processes are current from the published date at the beginning of this document. 

These processes remain current until superseded by another Website Management Process document with 

a later date of currency. 


