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Introduction

This document is a compilation of instructions and screen captures gathered from various sources from

the Web. In this guide we will focus on basic tools that can be used for building and updating a simple
website.

How to Login to a WordPress Site

To be able to work on the WordPress website, the administrator must create an account on your behalf.
The administrator will assign a role with the specific permissions needed for your tasks. The system
automatically sends an email to the new user with a temporary password.

First time user

You will receive an email from WordPress. The subject line by default will state “[] Your username and
password info”

1. Click on the link in the body of the email which will bring you to the login page in WordPress.

2. You will be prompted to change your password.

1%BXBlig*UIWENn%!04#6#)Qq @ Hide Cancel
Strong

3. Click on Save Password. Your password has been updated! For security purposes, please select a
strong and unique password. If you are worried about forgetting it, we highly recommend
downloading a password manager such as “Last Pass” to keep track of all your passwords. See
the Security section for more information.



Second time user

Your account has been created, the password has been modified and
you have exited WordPress. Follow the steps below to get back into

WordPress.

1. Ina browser (Internet Explorer, Firefox, Chrome, iPad...), type in
the website URL followed by “/wp-admin”. For example:
www.statsdemo.com/wp-admin

2. This will prompt you to insert your Username or Email Address
and your Password.

3. Click on Log In.

Lost your password

Username or Email Address
Password

[ Remember Me

Lost your password?

— Back to Statistics Department

Have you forgotten your WordPress password and now want to recover the lost password?

Username or Email Address

Password

|| Remember Me

Lost your password?

+ Back to Statistics Department

1. Click on Lost your password? link. This will take you to
another page where you will be asked to provide your
WordPress username or email address.

2. Enter the username you use to log into your WordPress
website. You can also provide the email address you have used
during the installation or registration on your WordPress
website. After entering the username or email address, click the
Get New Password button.

3. Once you have entered a valid username or email
address, WordPress will send an email to the email address
associated with that account. It will also show you “Check your
e-mail for the confirmation link” notification on the login
screen.



4, Check your email inbox, there will be an email with the
subject [Your website Title] Password Reset. Wait for a few

minutes if you do not immediately see the email in your inbox. If
you still do not see an email, then check your Spam or Junk Mail

Check your email for the confirmation link. folder.
5. In the email, click the link listed below “To reset your
Username or Email Address password, visit the following address”. This link will take you
[ | back to your website and will allow you to enter a new password
e for your WordPress account.

WordPress will automatically
Heahanse generate a strong password for

you. You can change that to use
your own strong password. WordPress will let you set a weak
password, but it is recommended that you choose a strong | Enleg g e passworid belay:
password.

8351@djcRjuOe!XD

Strong

A strong password is more than 12 characters long, contains both (
upper and lower case letters, with numbers, and special
characters “ke:! ” ? s % A &_ Hint: The password should be at least twelve

characters long. To make it stronger, use
upper and lower case letters, numbers, and
symbols like | "2 $ % * & ).

6. Once you have entered a password, click Reset Password. You
will see a notification “Your password has been reset. Log in”. s

Congratulations, you have successfully reset your WordPress

password. Click on “Login” link to sign into your WordPress blog using

Log in

~ Back to Statistics Department

the new password.

WordPress Dashboard

The Dashboard is the first screen you see when you log into the administration area of your website.
The dashboard gives you an overview of your site, access to your tools and plugins, and provides various
updates. For the purpose of this manual, we will divide the dashboard into three areas: the Admin Bar
and the Left Sidebar.



Admin Barl

W

# MyDemo O 11 B + New Smart Slider Howdy, Carla Sullivan [l

@ Dashboard ]

WordPress 5.4 is available! Please update now.

Home
Updates
Updstes (@8 Dashboard
A Posts "
WooCommerce Introducing Woo Beaver
Q5 Media Beaver Addon
o You can create page templates for single product and category pages. you can also use single product module, product list module, grid
I. ft s-d b B Pages modules and add to cart modules for woocommerce. You can create single product template for specific category products or also specific
ert siaebar roducts 100, You can easiy se ules for it
¥ Comments
) Learn More Documentation
I content Blocks
FZ) Ninja Forms
Ata Glance . Quick Draft
¥ Appearance
# hep A 4Posts W 22 Pages Title
& Plugins & e
ot i WordPress 5.3.2 running Neve theme. Update to 5.4 |
. Search Engines Discouraged —
& Users Content
& Tools Akismet blocks spam from getting to your blog. What's on your mind?
There’s nothing in your spam queue at the moment.
All-in-One WP
Migration
B Settings Activity

The Admin Bar

The Admin Bar is the dark gray menu bar that appears across the top of the dashboard. It also appears
across the top of the site itself when you are logged in and navigating on the website -it is not visible to
public visitors to the site.

The most useful feature of the Admin Bar is switching between your dashboard and your website.

This is what the Admin Bar looks on the dashboard:

&) A Mybeme &M B 4+ New Smart Slider Howdy, Carla Sullivan [l

And this is what it looks like when you are on your site (from the administrator perspective):

) @& MyDemo ,¢ Customize < 12 B 4 New ¢ EditPage Smart Slider Beaver Builder ® Howdy, Carla Sullivan ll Q

To access your site from your dashboard, mouse over My Demo and click Visit Site. “My Demo” is the
title given to this particular site, but your site will have a different title, probably referring to your
country and statistics. While working on your site, we recommend having two windows open, one for
your dashboard and the other for you site so you can easily switch between the two.

4 New Smart Slider Howdy, Carla Sullivan [Jli|

WordPress 5.4 is available! Please update now.

A Posts
07 Media Shortcodes Ultimate > Available shortcodes

WooCommerce Introducing Woo Beaver
Beaver Addon

You can create page templates for single product and category pages. you can also use single product module, product list module, grid

[N Pages

¥ Comments




To access your dashboard, from your website mouse over “My Demo” [your site name] and select
Dashboard.

/# Customize & 12 B

4+ New ¢ EditPage SmartSlider [ Beaver Builder *

Howdy, Carla Sullivan [ll Q

HOME STATISTICS w REFERENCES v SURVEYS wv CENSUS ABOUT US CONTACT

My Damo » Test Page

Test Page

Here’s a breakdown of what you can access from the admin bar. Some of the features were added by

installing and activating certain plugins such as Smart Slider and Beaver Builder. Here, we will just focus
on the main built-in features relevant to your site.

Word] lase update now.

O oika Sho Available shortcodes

Intrdgducing Woo Beaver
eaver on 3

You can Shgate page templates for single product and category pages. you can also use single product module, product list module, grid
modules an\add to cart modules for woocommerce. You can create single product template for specific category products or also specific
products too. Ngu can easily set rules for it.

Learn More Doculgentation

This number refers to how many
updates you have available. If you
click on this, you will be directed to
page showing what all the updates
are for. For security purposes, it is
good to check on this frequently and
make the update, particularly to your
theme, plugins, and WordPress.

This gives you quick access to a few
tools as well as some plugins you
have installed and activated. These
are also accessible on the Left
Sidebar.

Left Sidebar

The Left Sidebar is where you can access the tools and plugins you need for building and managing your
website. When you install and activate plugins, many of them are added to the Left Sidebar. Highlighted

below are the more frequently used tools. Keep in mind, this example includes the already installed core
plugins. You will know more about plugins later on in this manual.
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@ My Demo

Dashboard

Home

Updates 12

Comments

)| Content Blocks

Ninja Forms

Appearance
Plugins (&
Users

Tools

All-in-One WP
Migration

Settings

Shortcodes

4} Ninja Beaver

Beaver Addons

WP Cerber

{7 WP SVG Icons

Roles and Capabilities

Smart Slider

Viewing or adding to the

Media Library. For creating new pages and

editing current pages.

Importan

Last checkec

Access many tools here: Themes, Customize, Widgets,
Menus, your specific theme, Simple CSS, and the
Theme Editor.

An update

You can upd:

Update No

While your si

Plugins

Viewing and accessing already
installed plugins or adding new ones.

Some plugins are sent here: Duplicate Page,

The following

Update Plu

Breadcrumb NavXT, Beaver Builder.

There are several roles in WordPress that each have their own limitations and permissions.

WordPress uses a concept of Roles, designed to give the site owner the ability to control what users can
and cannot do within the site. A site owner can manage the user access to such tasks as writing and
editing posts, creating Pages, defining links, creating categories, moderating comments, managing
plugins, managing themes, and managing other users, by assigning a specific role to each of the users.

Administrator: has access to all the administration features within a single site.
Editor: can publish and manage posts including the posts of other users.



e Author: can publish and manage their own posts.
e Contributor: can write and manage their own posts but cannot publish them.
e Subscriber: can only manage their profile.

Upon installing WordPress, an Administrator account is automatically created.

The default role for new users can be set in Administration Panels > Settings > General.

Choose a theme

Installing a WordPress theme is easy. But keep in mind that if you activate a new theme, then it will
change how your website looks and functions. One theme we recommend is Customify, it is easy to use
with lots of customization options (as the name suggests!).

Install a Theme using WordPress Admin Theme Search

If you’re looking to install a free WordPress theme from the WordPress Theme Directory, then the
easiest way is by using the WordPress admin theme search functionality.

1. Onyour Dashboard, mouse over Appearance in the Left Sidebar and select Themes.

Comments
Important: Before upda

I8 Content Blocks

=] Ninja Forms Last checked on April 3, 2(

i Plugins (8 Customize
Users Widgets

Menus
Tools

Background
‘M!—m',one wp Simple CSS
Migration

Neve Options (1

[l Settings
& & Theme Editor

[] shortcodes

q Update Pl
4} Ninja Beaver

[ select All

" Beaver Addons

10


https://wordpress.org/themes/

2. Onthe Themes page, click Add New (either one).

Themes o < Add New >| Search installed themes...

WooCommerce Introducing Woo Beaver

Beaver Rddon
You can create page templates for single product and category pages. you can also use single product module, product list madule, grid

meodules and add to cart modules for woccommerce. You can create single product template for specific category products or also specific
products too. You can easily set rules for it.

Learn More Documentation

> New version available. Update now <> New version available. Update now 4> New version available. Update now

Create and grow your website Build Your

fast, with Neve WELCOME TO THE FUTURE

Dream!

Everything you neet for a website that works for you.

Start Now

=K
Astra Customify
+* New version available. Update now % New version available. Update now

Theme Details +

Add New Theme

Eightmedi Lite Hestia Activate

3. You can start browsing the different themes. The tabs offer some options to filter/narrow down
your search.

@ Popular  Latest  Favorites £ Feat@ Search themes...

I discover = e e s e = o S

Write your

Welcome to the Swedish welcome BUSINESS
Museum of Modern Art headline herle- THEME

BOX HEADING BOX HEADING

Twenty Twenty discover Gratify

([Desian e e

Experon

This Is Seme Generlc Text
What Would You Write Here

Lo DI FAD e s ot Dlgies)
o sotperisacs Tor Gan 7!




4. If you mouseover a theme, it will give you the option to Preview it. Once you have selected your
theme, mouseover it and click Install.

Welcome to the Swedish
Museum of Modern Art

Details & Preview

FE TR
123 Stongtan, Limea ]

.

Twenty Twenty ‘ install } | Preview )

5. Click Activate.

e Featured Popular Latest Favorites £ Feature Filter

| ¥ Installed CHANDIGARH

Courage @ Live Preview Chandigarh

You have successfully installed and activated your WordPress theme.

Note: Depending on the theme, it may add additional settings options that you may need to configure
either through the theme customizer or through a separate options panel.

Install @ Theme by using Upload Method

If you want to install a custom theme, or a commercial “premium” WordPress theme from companies

like Themelab, StudioPress, iThemes, etc., you will need to install it using the upload method from your
WordPress admin.

12


http://www.themelab.com/
http://www.wpbeginner.com/refer/studiopress/
http://www.wpbeginner.com/refer/ithemes/

1. Start by downloading the .zip file of the theme that you purchased from a marketplace or a
commercial theme provider.

2. From your Dashboard, mouse over Appearance and select Themes.

Comments
Important: Before upda

Content Blocks

Ninja Forms Last checked on April 3, 2(

s Plugins (6 Customize
Widgets
= Widgets
Menus

Tools
Background

All-in-One WP

N " Simple CSS
Migration

Neve Options
Settings )
Theme Editor

Shortcodes

A Update Plugins

() select All

' Beaver Addons

+ new [l Eventd

(8] s Department *:} 4 , + New ﬁ Events

Dashboard Add Themek

Posts
@ Featured Popular Late

| Events —

Media
v Installed
Pages

Comments
| Content Blocks

Contact

'¢' Workflows

F Appearance Twenty Seventeen

Themes




5. You will be prompted to choose the zip file that you downloaded earlier. Select the file (from
Browse) and click Install Now.

Add Themes | upload theme |

If you have a theme in a .zip format, you may install it by uploading it here.

Mo file selected. ©

6. Once your theme is installed, you will see a success message along with the link to activate and
preview the theme. Click Activate.

o Featured Popular Latest Favorites L Feature Filter

I —

1 E §

Courage @ Live Preview Chandigarh

You have successfully installed and activated your WordPress theme. Depending on the theme, it may
add additional settings options that you may need to configure either through the theme customizer or
through a separate options panel.

Note: The theme upload functionality is only available for self-hosted WordPress.org users. If you're
using WordPress.com, then you will not see this option because it limits you. In order to use custom
theme upload feature, you would need to use self-hosted WordPress.org (See this article that explains
“Self Hosted”). If you want to switch from WordPress.com to WordPress.org, then check out this
tutorial.

Customize your Theme

With your theme now installed, you can begin customizing it. To customize your theme, you will use the
Customizer. To access the Customizer from the Dashboard, mouse over Appearance and select
Customize.

14


https://www.wpbeginner.com/beginners-guide/self-hosted-wordpress-org-vs-free-wordpress-com-infograph/
https://www.wpbeginner.com/wp-tutorials/how-to-properly-move-your-blog-from-wordpress-com-to-wordpress-org/

Content Blocks Ata Glance

Ninja Forms A 4 Posts

Themes

Plugins (5

Widget:
Users iagets

Menus
Tools
Background

All-in-One WP

X N Simple CSS
Migration

Neve Options (1
Settings ,

Theme Editor
Shortcodes Jan 7th 2019, 8:09 arr
Ninja Beaver Sep 7th 2018, 11:07 ar

Sep 7th 2018, 11:06 at

To access the Customizer from your site, click Customize in the Admin Bar.

4+ New ( EditPage Smart Slider Beaver Builder ¢

! HOME STATISTICS REFERENCES w SURVEYS w CENSUS

My Demo > Test Page

Test Page

e one

o two



Customization

options Preview
x —
HOME STATISTICS W REFERENCES v SURVEYS v CENSUS ABOUT US CONTACT
You are customizing (2]

My Demo

My Demo > Test Page

Test Page

View PRO Features

Layout

Header o one

Footer o two 1
o three
Colors & Background
o four

Typography
Buttons
—
Menus ‘ a‘»
al

£ side conirale =

While this tool will look different from theme to theme, the layout is generally the same. Your
WordPress customization options will be on the left and the preview on the right. Below is a quick
overview of the menu and some of the customization modules available. We recommend exploring all
the different options and playing around with the settings. You can always come back and make changes
as you go along.

For information on the different customization modules (i.e., how to use the different options in the
menu), check out this article.

Note: If you are using a free theme, you will not have access to the “Pro” features; those you must pay
for.

Plugins

A plugin is a piece of third-party software containing a group of functions that can be added to a
WordPress website. They can extend functionality or add new features to your WordPress websites.
Plugins allow you to add new features to WordPress such as add a gallery, slideshow, etc. However,
there is such a thing as too many plugins. The more plugins you have, the slower your site, the higher
the risk of security breaches/getting hacked, and the increased chance of crashing your site (i.e. the
code from one plugin clashing with that of another plugin).

When researching a plugin, make sure to: look at how many people have downloaded, what kind of
reviews it gets, which version of WordPress it’s compatible with, and how recent its last update was. If

16


https://websitesetup.org/customize-wordpress-101/

its last update was 2 years ago, it could be that a) the plugin is very basic and requires little to no
maintenance (though this rare) or b) the developers are no longer maintaining it and could therefore be
a security risk.

Premium, or paid plugins, will almost always be more secure than a free plugin.

Install a Plugin

To explain how you install a plugin, we will use the example of the Short Codes Ultimate plugin. The
steps will be applicable for most of the plugins.

1. From the Dashboard you can either, a) mouse over Plugins in the Left Sidebar and select Add
New or, b) click Plugins and then click the Add New button on the page.

Background I Ok, | will gladly help

Simple CSS

WordPress 5.4 is available! Please update now.

Neve Options (1 % New version avail

Theme Editor Create anc p|ug|n "

Installed Plugins

- Hello! | see that you have the plugin Addons for Beaver Builder by Liveme

an Users

Plugin Edit If you like this plugin, please write a few words about it at wordpress.org or
ugin Editor

4 Tools

+ Thank you!

All-in-One WP TS
Migration Remind me later

Setting = Fhead peliie prajacts

vl i =

2. Inthe search box to the right, type in either the name of the plugin (if you know it) or a
keyword.

17



Featured Popular

Recommended  Favorites

Keyworz Search plugins ;

Plugins extend and expand the functionality of WordPress. You may automatically install plugins from the WordPress Plugin Directory or upload a plugin in .zip format by clicking the button at the top of

this page.

(B66)

5+ Million Active Installations

1474}

3. Locate the desired plugin and click Install Now.

Akismet Anti-Spam Active

Akismet checks your comments and contact
form submissions against our global database of
spam to protect you and your site from malicious
content.

Maore Details

By Automattic

Last Updated: 3 weeks ago

v Compatible with your version of WordPress

Jetpack by WordPress.com

The ideal plugin for stats, related posts, search
engine optimization, secial sharing, protection,
backups, security,...

More Details

By Automattic

Last Undated: 1 month aao

Search Results  Featured Popular  Recommended  Favorites

15,243) Last Updated: 3 weeks ago
800,000+ Active Installations

WordPress Shortcodes Plugin —
Shortcodes Ultimate

More Details

A comprehensive collection of visual
components for your site

By Viadimir Anokhin

¥ Compatible with your version of WordPress

(5)

WooCommerce Shortcodes

Adds a button in TinyMCE editor allowing use of
WooCommerce shortcodes. Beautifully.

More Details

By WooThemes, Claudio Sanches

Last Updated: 6 months ago

4. Once installed, click Activate.

800,000+ Active Installations

WordPress Shortcodes Plugin —
Shortcodes Ultimate

A comprehensive collection of visual
components for your site

By Vladimir Anokhin

(5,243)

©

(o)

5+ Million Active Installations

Classic Editor Active

Enables the previous “classic” editor and the
old-style Edit Post screen with TinyMCE, Meta
Boxes, etc. Supports all plugins that extend thi ...

More Details

By WordPress Contributors

Last Updated: 5 months ago

v Compatible with your version of WordPress

bbPress

bbPress is forum software for WordPress.

More Details

By The bbPress Contributors

Last Updated: 2 months age

Keyword v H shortcodes ]

The Events Calendar Shortcode &

Block

9,000 items <« <

of 2560

More Details

Adds shortcode and block functionality to The
Events Calendar Plugin (free version) by Modern
Tribe, so you can easily list your events

anywhere.

By Event Calendar Newslstter

(51)
20,000+ Active Installations

Meks Flexible Shortcodes

Add some cool elements to your post/page

Last Updated: 6 days ago

v Compatible with your version of WordPress

More Details

content with flexible shortcodes.

By Meks

Last Updated: 3 weeks ago

v Compatible with your version of WordPress

Last Updated: 3 weeks ago

18



5. Once activated, you will be brought to the Plugins page. You can now see the Short Codes
Ultimate plugin in the list. You should also be able to locate it in the Left Sidebar (as just Short
Codes).

[
@ content Blocks plugin it
SiteOrig
F=] Ninja Forms Version
o —
20 ARpeerance [_] Scroll Triggered Animations An grea
£ Plugins & Activate ' Delete Version
Installed Plugins ] Shortcodes Ultimate A comp
Add New Shortcodes | Settings | Deactivatg Version
Plugin Editor
() simple CSS Simply :
& Users Deactivate W
# Tools
] Smart Slider 3 The per
All-in-One WP . a
Deactivate Reactivate Go Pro i
Migration [ERrsion
Settings £} There is a new version of Smart Slider 3 available. View v
[] shortcodes
£+ NinjaB [] Ultimate Addons for Beaver Builder - Lite Ultimate
RIS SN Deactivate | Upgrade Standar
Version
** Beaver Addons
@ WP Cerber [] WP Cerber Security, Antispam & Malware Scan  Defend:
Dashboard | Main settings Deactivate a set of

Delete a Plugin

1. Inthe Left Sidebar of the Dashboard, click on Plugins.

Appearance
Plugins
Users

Tools

Settings

2. Mouse over the plug you would like to delete and select Deactivate.

[l Theme Check

3. The links below the plugin’s title will now display “Activate” and “Delete”. Click on Delete.

[l Theme Check

Activate
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4. A pop-up window will appear and ask you to confirm your action, click on Ok.

Are you sure you want to delete Theme Check and its data?

5. A message will replace the plugin’s previous location, confirming that the plugin has been
deleted.

Theme Check was successfully deleted.

Searching for and Selecting Plugins

Because the vast majority of plugins are free, it is important to note that they usually do not come with
tech support. For this reason, it is important to be careful when choosing which plugin, you want to
install on your site. Although there are plugins that can do virtually anything, some are much higher
quality than others.

In order to choose the right plugin, look for and assess the following information (in no order):

e last Updated

e Compatible with your version of WordPress (if not, do not use)
e Information given under More Details (are there good FAQs?)
e Rating

e Number of Active Installations

Akismet Anti-Spam Active

Akismet checks your comments and contact
(] ] form submissions against our global database of
spam to protect you and your site from malicious

content.

By Automattic

(866, < Last Updated: 3 weeks a;o >
5+ Million Active Installatiols @atible with your version of W@

The Askimet Anti-Spam plugin is an example of a very good plugin to install.
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Core Plugins

To meet the basic requirements for your site, you should consider installing the following plugins:

All-in-One WP Migration

Beaver Builder (Pro)

Breadcrumb NavXT (if a breadcrumb does not come with your theme)
Duplicate Page

Ninja Forms

Reusable Content & Text Blocks by Loomisoft
Shortcodes Ultimate

Simple CSS

Smart Slider 3

Last Modified Timestamp

YOAST Seo

Analytify (Google Analytics)

We have tested these plugins and highly recommend you install and use them. Due to the nature of
plugins however, they’re not always easy to find in your dashboard. Thus, once you have installed and
activated each one, check the information below for details on how to locate them in your dashboard
and a basic description their specific function.

All-in-One WP Migration

Use: This is your website back-up plugin. Use this plugin to download a copy of your entire site every
week. For instructions, go to Backups.

Location: Left Sidebar of the dashboard.

B content Blocks modules and add to cart modules-

products too. You can easily set ru
Ninja Forms

Learn More Documentation

Appearance

Plugins (3 Do you enjoy Neve? Become a contributor by opting in to our anony

aa Users Sure, | would love to help.

Tnnle

All-in-One WP At a Glance
Migration
A 4 Posts M 21Pages

Settings

WordPress 5.3.2 running Neve theme.
Shortcodes Search Engines Discouraged
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Beaver Builder

Use: Create and edit pages using drag and drop modules.

Location: Access this when you are creating and/or editing a page. Go to Pages > All Pages and mouse

over the page you would like to edit and click Beaver Builder. For instructions on how to use Beaver

Builder, go to Building and Editing a Page.

¥ Beaver Addons
WP Cerber

¥ Scroll Triggered
Animations

[/ WP SVG Icons

Smart Slider

All (26) | Mine (25) | Published (21) | Drafts (5) | Trash (56)

Bulk Actions

Title

About Us

About Us

~ || Apply All dates ~v || Filter I

— from template — Draft

=i " rash ' View{ Beaver Builder * ) Duplicate This

Basic Page - do not use — Draft

Blog — Posts Page

Blog

Census

Contact

Breadcrumb NavXT

Use: Gives your website a breadcrumb if your theme doesn’t already come with it. This plugin is

different because it is not accessible in the menu, rather it works in the back-end of your site once you

have integrated it into your theme. Follow the instructions in Install the Breadcrumb to integrate it to

your theme. Breadcrumbs help your user navigate your website and are also essential for Search Engine
Optimization (SEO).

Location: The Installed Plugins page.

E=] Ninja Forms
¥ Appearance
& Plugins 3

Installed Plugins
Add New

Plugin Editor

o Users

# Tools

All-in-One WP
Migration

Settings
Shortcodes

Ninja Beaver

Beaver Addons

All-in-One WP Migration
Deactivate

All-in-One WP Migration Unlimited Extension
Deactivate

Beaver Builder Addons by WPZOOM
Deactivate

Beaver Builder Plugin (Lite Version)
Deactivate Upgrade Change Log

Migration tool

Version 7.18 |

Extension for

Version 2.37 |

WPZOOM Adc

Version 1.3.1

A drag and dn
Version 2.3.1.1

¥ There is a new version of Beaver Builder Plugin (Lite Version) a

| Breadcrumb NavXT
Deactivate Settings

| Classic Editor

Deactivate Settings

Adds a breadc¢
NavxT.

Version 6.4.0

Enables the W
extend this sc
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Duplicate Page

Use: To create a copy of a page you have already created. This feature can save you time as you can
duplicate a page you already made with the basic styling you want and change the content.

Location: Under each page on the All Pages page when you mouse over the specific page you want to
duplicate.

Hide this notice

‘ W Pages

g APages g WooCommerce Introducing Woo Beaver

Aaa new Beaver Addon
You can create page templates for single product and category pages. you car

B comments modules and add to cart modules for woocommerce. You can create single prc
products too. You can easily set rules for it.
B Content Blocks

__ Learn More Documentation
[=] Ninja Forms

 Appearance Do you enjoy Neve? Become a contributor by opting in to our anonymeus data tracking. We guarantee no sensil
{ Plugins @ Sure, | would love to help. JEICEGERIES

Users

) All (25) | Mine (24) | Published (21) | Drafts (4) | Trash (56) | Beaver Builder (21)
ools
Bulk Actions v Apply All dates v Filter ]
All-in-One WP
Migration
E Title

Settings
[ Shortcodes EanGuick Edit  Trash  View  Beaver Builder
£t Ninja Beaver About Us — from template — Draft
¥ Beaver Addons

Basic Page

® WP Cerber

Ninja Forms

Use: To build forms, specifically the Contact and the Request Data forms.

Location: Left Sidebar.

WooCommerce
Comments Beaver Addon
Content Blocks
Ninja Forms
Appearance
Plugins (3 Do you enjoy Neve? Become :

Tools
All (25) | Mine (24) | Published

All-in-One WP
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Reusable Content & Text Blocks by Loomisoft

Use: To display content on various areas of your site using shortcode. This is particularly useful for
making accordions to organize and display your data. To make content blocks, go to Create and Add a
Content Block.

Location: In the Left Sidebar under the name Content Blocks.

[ ERES
Hide this notice

® Ccomments

I Content Blocks
WooCommerce
All Content Blocks Beaver Addon

Add New Content
Block

Usage & About

Ninja Forms

Do you enjoy Neve? Become &
¥ Appearance Y K

Shortcodes Ultimate

Use: This lets you create visual and functional elements on your page. Select what you want to make
from their list, e.g., tabs, accordions, boxes, columns, etc.

Location: In the Left Sidebar under the name Short Codes.

All-in-One WP
Migration

Settings

C] Shortcodes Heading Tabs

Available shortcodes

Settings

£} Ninja Beaver

" Beaver Addons

@ WP Cerber Label Quote
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Simple CSS

Use: Style/customize html elements on your page using Cascading Style Sheets. Instructions on how to
add CSS are found in Adding CSS.

Location: In the Left Sidebar > Appearance > Simple CSS.

¥ ConE ST} Beaver Addon -
) You can create page templates for single product and category

I Content Blecks modules and add to cart modules for woocommerce. You can ¢

[=] Ninja Forms products too. You can easily set rules for it.

Learn More Decumentation

® Appearance >

Do you enjoy Neve? Become a contributor by opting in to our anonymous data tracking. We guar

Sure, | would love to help.

Themes

# Plugins @

Users
Tools

All-in-One WP
Migration

Settings

Smart Slider 3

Use: Show a series of images one at a time, each automatically advancing horizontally. Check out Create
and Add a Slider for instructions.

Location: There are two locations, in the Admin Bar and the Left Sidebar.
Version: 3.3.27-free-r6012 - Changelog
[} ]

¢® WP Cerber

! Scroll Triggered
Animations

iff WP SVG Icons

Getting

™ Smart Slider

Started

© Collapse menu
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Last Modified Timestamp

Use: Shows users when (date) each page/post of the website was last modified. This plugin is different
because you cannot access it from the menu, but rather it works in the back-end of your site once you
have integrated it to your theme.

Location: The Installed Plugins page.

Yoast SEO

Use: Improves your website’s rankings on search engines by helping you optimize your site’s content
and keywords.

Location: Left Sidebar.

MEUITIANIVE aliu 3

Should be improved

% Plugins (1
Take a look at the !
Users screen.
Tools
All-in-One WP At a Glance
Migration
A 10 Posts I 12 Pag

Settings

WordPress 6.0.2 running Customify theme.

Shortcodes

_' Yoast SEO (3 ’

WP SVG Icons

o Search engines discouraged

Activity
Data Tables by

Supsystic Recently Published

Analytify (Google Analytics)

Use: Provides a dashboard to display your Google Analytics, which tracks your website analytics. You
must have a Google Analytics account set up for your site.

Location: Left Sidebar.
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@ Dashboard D3

Home

S
Updates (1

S
@ Analytify L
# Posts
07 Media ‘

[N Pages

® Comments

Install NavXT (Breadcrumb)

Many themes don’t come with a breadcrumb, so you must install and activate the plugin, and then
follow these instructions in order to integrate to your theme.

Before you start, make sure you have Breadcrumb NavXT installed and activated.

1. Onthe Plugins page, locate Breadcrumb NavXT and click Edit.

Deactivate Edit  Upgrade Version 1.10.6.3 | By The Beaver Builder Team | Vie

Bootstrap Integration For those templates which don't came with bootsti

Deactivate  Edit Version 2.1 | By Manuel Costales | View details

Breadcrurpk XT Adds a breadcrumb navigation showing the visitor

Deactivat el'tlngs Version 57.1 | By John Havlik | View details

2. This brings you to the components specific to this plugin. On the right, you will see a list of files

(php, js, css and txt). The one you are looking for is the “.../readme.txt”, click it. This is where

you’ll get the information on how to install it and where to do it. The content window to the left

will display the information from this file.
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3.

Plugin Files

breadcrumb-
navxt/breadcrumb-
navxt.php

breadcrumb-
navxt/uninstall.php

breadcrumb-
navxt/class.ben_network_admi
n.php

@u mb-navmre@

Look for the section with the heading “Installation”, read the instructions which will tell you
what to copy and where to paste it. In this case, it tells us to paste the codes in the file
“header.php”. Copy the codes below starting with “<div” and ending with “</div>".

== Installation ==

Open the appropriate file for your theme (typically header.php). This can be done

within WordPress’ administration panel through Presentation > Theme Editor or

through your favorite text editor. Place the following code where you want the

breadcrumb trail to appear.

“«div class="breadcrumbs® typecf="BreadcrumblList" wvocab="https://schema.org/">
<Pphp if(function_exists('bcn display'))

1
ben display();
HRE
<fdive’

Save the file (upload if applicable). Mow you should have a breadcrumb trail on
your WordPress powered site. To customize the breadcrumb trail you may edit the
default values for the options in the administrative interface. This is located in
your administration panel under Settings > Breadcrumb MawXT.

To access “header.php”, mouse over Appearance in the Left Sidebar and select Editor or Theme

Editor.

" Plugins

Installed Plugins

Settings
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5. On the right under Theme Files, click on Theme header (header.php), you may have to scroll

Neve: Stylesheet (style.css)

down a bit.

Selected file content:

1
2
3
4
5
6
7

@charset "UTF-8";

I+
Theme Name: Neve

Theme URI: https://themeisle.com/themes/neve/
Ruthor: ThemelIsle

Buthor URI: https://themeisle.com

Description: Neve is a super fast, easily customizable, multi-purpose theme. It’s perfect for blogs, small business, startups, agencies, firms, e-
commerce shops (WooCommerce storefront) as well as personal portfolio sites and most types of projects. A fully AMP optimized and responsive theme,
Neve will load in mere seconds and adapt perfectly on any viewing device. While it is lightweight and has a minimalist design, the theme is highly
extendable, it has a highly SEO optimized code, resulting in top rankings in Google search results. Neve works perfectly with Gutenberg and the most
popular page builders (Elementor, Brizy, Beaver Builder, Visual Composer, SiteOrigin, Divi). Neve is also WooCommerce ready, responsive, RTL &
translation ready. Look no further. Neve is the perfect theme for you!

2.6.3

GNU General Public License v2 or later

http://www.gnu.org/licenses/gpl-2.0.html

Version:
License:

License URT:
Text Domain:
Pro Slug: neve-pro-addon
WordPress Available: yes

neve

Requires License: no
Tags: blog, custom-logo, ce, rel-1 pport, post-formats, grid-layout, one-column, two-columns, custom-background, custom-colors,
custom-header, custom-menu, featured-image-header, featured-images, flexible-header, full-width-template, sticky-post, theme-options, threaded-

comments, translation-ready, accessibility-ready, wide-blocks, block-styles, footer-widgets, portfolio, left-sidebar, right-sidebar
=/
.wp-block-button a, a.button.close-responsive-search, .button, button, input[type=button], .btm, input[type="submit"] {
font-size: .8em;
font-weight: 600;
padding: 8px 12px;
transition: all .15s ease-in-out;
text-align: center;
vertical-align: middle;
border: lpx solid transparent;
border-radius: 3px;
text-transform: uppercase;

Select theme to edit:

style.min.css

gutenberg »
themeisle-hash.json
CHANGELOG.md
readme.md

404 Template
(404.0hp)

500.php
auteloader.php

Comments
(comments.php)

footer-pwa.php

Theme Footer
(foater.php)

globals »

Theme Header
(header.php)

findex.php)

offline.php
page-templates »

Single Page
(page. php)

Once the header.php file is open in the editor, go through the codes and go where it should go,
in this case to the very end. Click after the last code, then paste it there. Once it’s done, click

Update File.

N o P T e LT e TN S T Y e L e o)

<div class="breadcrumbs™ typeof="BreadcrumblList" vecab="https://schema.org/">
<iphp if(function exists('bcn display'})
{
mdisplay();
fi

£/dive

Documentation:  Function Name...

B Look Up

Now that the breadcrumb is activated, installed, and adapted to your theme, go to your
homepage and you will notice the breadcrumb. By default, the plugin puts the title of the site as

the “Home” in the breadcrumb.

To put “Home” instead of the title of the site in the breadcrumb, go back to the Dashboard and
on the Left Sidebar click Plugins. Below the Breadcrumb NAVXT plugin, click Settings.
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Plugins  Add new

e
Appearance All (9) | Active (8) | Inactive {1} | Must-Use (1) | Drop-ins (1)
Plugins Bulk Actions |Z| Apply

O Plugin Description
Users

[ Akismet Anti-Spam Used by millions, Akismet is quite possibly the
Tools Activate  Edit | Delete then go to your Akismet Settings page to set u

- Version 3.3.2 | By Automattic | View details

Settings | By | View

] Beaver Builder Booster Additional functionality for Beaver Builder lite.

Deactivate  Edit Version 1.0.6 | By The Beaver Builder Team | Vi

[C]  Beaver Builder Plugin (Lite Version) A drag and drop frontend WordPress page b
Deactivate = Edit <

Version 1.10.6.3 | By The Beaver Builder Team |

[C]  Bootstrap Integration For those templates which don't came with bo

Deactivate  Edit Version 2.1 | By Manuel Costales | View details

Adds a breadcrumb navigation showing the wvi

Version 5.7.1 | By John Havlik | View details

9. This page gives you the opportunity to customize the way the breadcrumb is displayed. The top
part shows that by default, breadcrumb items are separated by a greater-than sign “>". We will
leave it as is.

Breadcrumb NavXT Settings

General Post Types Taxonomies Miscellaneous

General

Breadcrumb Separator @

Placed in between each breadcrumb.

10. Below, simply replace the code highlighted in yellow with the “static” word “Home”.

Home Breadcrumb

Home Breadcrumb

[¥] Place the home breadcrumb in the trail.

Home Template

<span property="itemListElement"” typeof="ListItem"><a
property="item" typeof="WebPage" title="Go to Htitle%."
href="%1link%" class="%type%"><span property="name" >%htitle®
</span></a><meta property="position" content="%position¥%"></span>
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Home Breadcrumb

Home Breadcrumb

Place the home breadcrumb in the trail.

Home Template

<span property="itemListElement" typeof="ListIten"><a
property="item" typeof="WebPage" title="Go to %titlek."
href="%1ink%" class="%typek"><span pr‘oper‘ty:"name">Home|<fspan>
</a><meta property="position" content="%position®"></span>

11. In most cases, you don’t need nor want any breadcrumb on your homepage / index page. The

easiest way to do it is to apply the “invisible” class in the window below.

&

Home Template (Unlinked) J
<span property="itemListElement"” typeof="ListItem"¥<span
property="name" >%htitle¥</span><meta property="position"”
content="%position%"></span>

The template for the home breadcrumb, used when the breadcrumb is not linked.

Home Template (Unlinked)

<span property="itemlListElement® typeof="ListItem"
class="invisible"><span property="name">¥htitle%</span><meta
property="position" content="%position¥"></span>

The template for the home breadcrumb, used when the breadcrumb is not linked.

12. To implement the change, go to the bottom of the page and click “Save Changes”. Now, if you

go back to the browser and refresh your page, you will notice that the breadcrumb now starts
with “Home”.

13. If you click on a page, you will see that the breadcrumb contains “Home”, and the items are
separated by a greater-than sign.
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Home > Subjects > Economic accounts

By default, the page you are in is part of the breadcrumb, but it is not linked.
Create a Page

Note: Barbados, please skip this section and follow instructions in Create a Page — Barbados.

Although WordPress has different types of inputs, we will be using Pages to structure our site. Before
creating any pages however, you must first install and activate the “Beaver Builder” plugin.

Many themes come with a few ready-built pages such as “Home”, “About Us” and “Contact Us”; feel
free to use them! To access them, go to Pages > All Pages in the Left Sidebar of the Dashboard. If you
would like to use and edit these, follow the instructions in Building and Editing a page.

1. Now that Beaver Builder is installed, you can either click (or mouse over) “Pages” > “Add New”
in the left sidebar or click on “+ New” > “Page” in the admin bar of the dashboard to add a new
page.

Dashboard
@ & mypemo
At a Glance -
Updates (5
W 35 Pages @ Dashboard

A Posts X i

£ word £ 5.3 Customify
\-,c:.uples, 532 ur:r’lng TJ,,um fyy the Home

q] Media Search Engines Discouraged

Updates (5

All Pages from gettingtoy

' Comments

A Posts

03 Media

WordPress 5.3.2 running Customify theme,
Search Engines Discouraged

>
2 Appearance Activity
"

I B Pages Akismet blocks spam from getting to your blog.
There's nothing in your spam queue at the moment

& Users . .

- Comments

2. Give the page a title and click Publish.
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Add New Page

Publish

e E R =] -

Page Attributes

Customify Settings . s ured image
Elleyoct Content Layout

You now have a page! Now it’s time to start editing it. Head over to Building and Editing a Page.

Building and Editing a Page

To edit pages, we use the Beaver Builder plugin. More specifically, we use different types of modules to
load and edit different types of content on each page. The Beaver Builder plugin comes with some basic
modules, but we highly recommend downloading the following addons to maximize your editing:
“Livemesh Addons for Beaver Builder” and “PowerPack Lite for Beaver Builder” — check out their
benefits in Beaver Builder Addons.

Note: Beaver Builder does not work for editing posts/posts pages, but we don’t tend to use posts for
these sites.

Accessing and Using Beaver Builder Editor

1. To edit a page, first navigate to your Pages page in the left sidebar of the dashboard.
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@ & BarbadosStatistical Service <> 4 B8 0 < New Smart Slider

@ Dashboard
@@ Leave A Review?
Home
Updates (@ 0 We hope you've enjoyed using WordPress Instagram Fee:!.
& Sure! I'd love to! 2 I've alreadly lefta review [
A Posts
Timeline Stories Dashboard
At a Glance
)?‘ 4 Posts |_l 42 Pages

fyy theme,

- n 65 spam comments already.
Comments at the moment.

% HubSpot
po

L Activity

2. Mouse over the page you want to edit and click Beaver Builder, this will launch your page in
Beaver Builder editing mode.

\:I — Canadian Partnership Against Cancer (CPAC) / Partenariat canadien contre le car
\:I — Cancer in Young People in Canada (CYP-C) / Cancer chez les jeunes au Canada (C

() — Public Health Agency of Canada (PHAC) / Agence de la santé publique du Canac

=D
Edit  Quick Edit | Trash | View( Beaver Builder

() Test Page
[ User

M Title

3. Click the grey plus sign button on the top right of the screen to open your options menu. Select
the “Modules” tab and click and drag one of the options onto your page. If you have installed
any Beaver Builder addons, you can browse more module options by clicking through the drop
down under “Group”.

® You can use the Text Editor module for entering code, shortcode text, and images.
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v.oa

MY DEMO
HOME NANCE COUNCIL AND COMMITTEE
LoGout TER OGIN

Test Page

STAKEHOLDERS ¥ PTCR RESOURCES ANNUAL GENERAL MEETING

DROP A ROW LAYOUT OR MODULE TO GET STARTED!

TEMPLATES

CONTACTUS  PASSWORD RESET

STANDARD MODULES

>l

Q

Once dragged to the page, the module will open and you can add your content. Once you’ve
completed adding the content to your module, click Save. Now you have a block of content on

MY DEMO
HOME ~ GOVERNANCE  £OlNCI NN COMMITTEE U GTAKEHNINERS v PTCRRESOURCES v ANNUAL GENERAL MEETING *
Text Editor =]
LOGOUT
General Style Advanced
Test Page
ADD MEDIA VISUAL TEXT
vBIEEKEZEZ=LE

Replace this wid
to Appearance
Footer — Footf
widgets into thi

FOOTER WIDGET 3

Replace this widget content by going
to Appearance — Customize —

Footer — Footer 3 and adding

widgets into this widget area.

CANCEL

You can add additional content above or below your current content by clicking and dragging a

module to the area.

CONTACT US PASSWORD RESET

FOOTER WIDGET 4

Replace this widget content by going
to Appearance — Customize —
Footer — Footer 4 and adding

widgets into this widget area.
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Test Page

Test Page

If you would like different blocks of content side-by-side on the page, you must start by adding columns.

6. Click the plus button and select the Rows tab. Click and drag the number of columns you would
like.

v e o x N
.

MY DEMO e C ) -

Test Page < e
EEEEE EEEEEE
EEE

FOOTER WIDGET 1 FOOTER WIDGET 2 FOOTER WIDGET 3 FOOTER WIDGET 4

& Get

MY DEMO

HOME  GOVERNANCE  COUNCIL AND COMMITTEE »  STAKEHOLDERS ¥  PTCRRESOURCES v  ANNUAL GENERAL MEETING ¥ CONTACTUS ~ PASSWORD RESET

LOGOUT  REGISTER  LOGIN

Test Page
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Click the “Modules” tab in the Beaver Builder menu and click and drag the module you would
like to use into one of the columns.

MY DEMO
ANNUAL GENERAL MEETING ~  CONT)

PTCR RESOURCES v

HOME GOVERNANCE COUNCIL AND COMMITTEE STAKEHOLDERS -
LOGOUT  REGISTER  LOGIN Text Editor ]
General Style Advanced
Test Page .
TBIEEGWEZ=E=SL

Testing Testing

Testing Testing

FOOTER WIDGET 1 d
Replace this wid CANCEL

Replace this widget content by going

8. You can use a different module in each column.

LOGOUT  REGISTER  LOGIN

Test Page

Testing Testing

Testing Testing

9. You can move your module on your screen to see the content on the page (in editor mode).
Mouse over the light grey menu of the module, click and drag to your desired location.
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HOME  GOVERNANCE  COUNCIL AND COMMITTEE~  STAKEHOLDERS v  PTCR RESOURCES ¥  ANNUAL GENERAL MEETING ~

LOGOUT  REGISTER LOGIN Text Editor =]

General Style Advanced

:st Page

SAVE CANCEL

Add an Image

1. To add animage to the Photo module.

B ww B wsuw

Photo = |

General Style Advanced

Photo Source

[ Media Library v

Photo

Select Photo

Show title attribute on mouse
hover

No v

v Caption

Show Caption

Save Cancel

2. Click Select Photo and either select an image from your Media Library or upload one from your
computer. You can also add an image to your page using the Photo module. Click Insert into
Post.
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Action

ADD MEDIA upLoADFILES J MEDIA LIBRARY

CREATE GALLERY
CREATE AUDIO
PLAYLIST
CREATE VIDEO

PLAYLIST

INSERT FROM URL

ATTACHMENT DETAILS

e, 115500970 scaledipg

DELETE PFERMANENTLY

3. Your photo will be added to the Photo module. You can change the alighment of the photo

under the Style tab under Alignment.

Photo = Photo = i
|
General Style Advanced General Advanced C
C
Photo Source Crop i
Media Library e None M
Photo Width &1
ﬂ Full Size - 2560 x 1706 v px
!
L ¥, Edit Remove
Show title attribute on mouse
hover
No i Border
> General
v Caption
» Radius & Shadow
Save Cancel Save Cancel I

To add text to your page using the text editor, type directly into the text box. You can stylize the text by
clicking the Style tab and playing with the options in the drop-down menus.
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GOVFENANCE COUNCI AND COMMITIRE % STAKFHODE]

Text Editor B Text Editor =]

General Style Advanced e General Advanced

VISUAL TEXT orer

Typography &

> Font

> Style & Spacing

> Text Shadow

SAVE CANCEL

Add a PDF

1.

2.

In the Text Editor module, place your cursor where you want to load the PDF. Click Add Media.

Text Editor =

General Style Advanced

‘ 0 Add Media ) [1 insert shortcode Visual  Text

~v B I ZiE6€Z=
vy —A-@EOQ

PATVINE 1T LML IMAMLIA MY e e 1 s e

tellus. Luctus accumsan tortor posuere ac ut
consequat semper. In hendrerit gravida rutrum
quisgue non tellus orci ac. Sed sed risus

dapibus ultrices in. Auctor negue vitae tempus :cl
quam pellentesgue nec nam aliguam sem. ne
Fames ac turpis egestas maecenas pharetra

; S : . Iri
convallis posuere. Adipiscing enim eu turpis

egestas pretium aenean pharetra magna ac. K
Adipiscing vitae proin sagittis nisl. I
p
Save Cancel

If the PDF is not already in your Media Library, upload it manually by clicking Upload Files. Once
it’s loaded it will be saved under the Media Library tab. Select it and click Insert into Post.

Note: By default, the system incorporates the file name into the Title Box, so rename it properly
(on the right side under Attachment Details) since this is what will be displayed as text on the
link. For example, | renamed mine “Test”.

Make sure to note the file size since it is a best practise to add the file type and file size
information beside the link (also under Attachment Details).
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Actions Add Media

ADD MEDIA JEDIA LIBRARY
CREATE GALLERY
GREATE AUDIO
PLAYLIST
CREATE VIDEQ
INSERT FROM URL
Drop files to upload
SELECT FILES
Select a folder (Optional)
First select the felder, and the upload the files
- Unassigned &
Masimum uplcad file size: 32 MB.
Actions Add Media x
ADD MEDIA UPLOAD FILE MEDIA LIBRARY
CREATE GALLERY Filter Media Search
ATTACHMENT DETAILS
CREATE AUDIO All media items s| | Andates 4| | All Folders

PLAYLIST

CREATE VIDEO
PLAYLIST

INSERT FROM URL

Invoice-Nightwood-
Studio-003.pdf

3

m Neve
& ;

}
P M

1item selected

CLEAR

Description ‘ ‘

Copy Link
hittp://statsdemo.cor

Required fields are marked *

3. The PDF is now inserted into the text, displayed as a link with the title you gave it. Now add the

file

type and size in brackets beside it. Click Save and you’re done!
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-_= 2 N

Text Editor = ‘
General Style Advanced
0 Add Media  [] Insert shortcode Visual  Text
~BIEEs«===2H et
o [— nc
-~y —AE QO QESO i
Iri
a
e

Save Cancel

Embed a Link

1. Inthe Text Editor module select the text into which you want to embed a link and lick on the
link icon in the tools menu.

Heading 8
General Separator Typography ses
Visual Text
"Br=Ewsz XS
wvy — AR Q@ QEFO Sii
C -
Lorem ipsum dolor si@met, Donsectetur 3
ipiscing elit, sed do elusmod tempor 3

v Structure

Save Cancel



Heading =
General Separator Typography sse
Visual Text
~¥|B I EE
h{]
vy = A v ﬁ g
- " 30
Lorem ipsum dolor sit amet, consectetur i
Paste URL or type to search
v Structure
Save Cancel
— |

3. Anoverlay “Insert/edit link” will appear.

A link box will appear directly below the text you selected for the link. Click on the gear button.

If the link you are embedding goes to an external site, type it in the URL bar.

If you want to link to another page on your site, select the page from the list at the bottom. The URL
box will automatically update with the link to the page.

Insert/edit link

Enter the destj

Link Text amet

Open link in a new tab

I No search term specified. Showing recent items.

Subjects CONTENT BLOCK
FAQs PAGE
List of Surveys PAGE
Surveys PAGE

Census PAGE

CANCEL ADD LINK

Insert/edit link

Enter the destination URL

URL http://statsdemo.com/surveys/list-of-sruveys/

Link Text amet

Open link in a new tab

No search term specified. Showing recent items.

Subjects CONTENT BLOCK
FAQs PAGE
| —

List of Surveys PA

Surveys,

Census PAGE
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Click on the “Add Link” button.

Insert/edit link

Enter the destination URL

URL http://statsdemo.com/surveys/list-of-sruveys/

Link Text amet

Open link in a new tab

No search term specified. Showing recent items.

Subjects CONTENT BLOCK

FAQs PAGE

List of Surveys PAGE

Surveys PAGE

PAGE

Census

CANCEL ‘ ADD LINK '
-

Add Code

To add code, click the “Text” tab and type/insert the code directly into the text box. The “Text” tab will
also show you the source code of whatever you put on the “Visual” side. Often, when you insert code, it
looks strange on the page. Make sure you Preview your work to see that it worked (check out Preview
your Work). If it still looks strange, then the text editor may not be accepting the code, this happens
sometimes. If this is the case, you will have to put the code into a content block and insert the content
block’s shortcode into the text editor. Find the instructions in Content Blocks.

GOVERNANCE COLINCI AND CORMBMITTEE STAKFHNI NE|
Text Editor = Text Editor =
General Style Advanced P General Style Advanced P
3
ADD MEDIA VISUAL @ ADD MEDIA VISUAL TEXT
o 17 T e | eovore [ oa [ e | o 17 T | povore [ 0w | s |
[(mc [w ] o] u | oooc | wor | [ we [ o o] u cooc | wor |
CLOSE TAGS Q7.>ETAGS
<div> </div>
D
q
SAVE CANCEL CANCEL
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Create and Add a Slider

To make a slider, make sure you have installed and activated the Smart Slider 3 plugin. Click here for a
video tutorial.

Note: For best results, use landscape/horizontally oriented photos as opposed to portrait/vertically
oriented images.

Create a Slider

For more detailed information, check out the video provided on the Smart Slider dashboard.

1. On the admin bar, mouse over Smart Slider and select Create Slider.

\@ﬂ A MyDemo &6 B 4+ New

T LUl

Welcome (s

B Content Blocks :
If you are n Create slider

E= Ninja Forms Edit slider

Hide this no
X Appearance
K¢ Plugins @ | WooCommerce Introducing W
- ——— naa..

2. Give your slider a name and select a slider pre-set, we recommend Default. Click Create.

Create Slider

Slider name
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https://www.youtube.com/watch?v=lsq09izc1H4

3. Scroll down and click Slide #1.

Note: At the beginning of the page there is a video tutorial on making a slider, check it out!

Learn Smart Slider 3

GCetting
Started

@ -
F® Smart Siider ADD SLIDE
]

4. The Media Library will appear. Select your photo and click Select.

Media Library x
Upload Files  Media Library
Filter Media Search

All media items v | | All dates v

For this slider, images must be 1200px by 500px. If you image is larger, you can either re-size it or crop it
(or both) or click here.

5. Add more images by clicking Add Slide click Image.

ks Plugins @ i Comments
- : Add Slide
Users ll Content Blocks
#~ Tools " [ [= Ninja Forms

All-in-One WP
Migration A Appearance

Settings & Plugins @

Shortcodes Users

Ninja Beaver [ Tools

All-in-One WP
Migration

Beaver Addons

WP Cerber
B Settings
1! WP SVG icons
= []1 shortcodes
Smart Slider

o

£} Ninja Beaver
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https://www.befunky.com/create/resize-image/

6. To edit a slide, mouse over the image and click Edit.

B Content Blocks

(= Ninja Forms

A Appearance

£ Plugins @
& Users
Tools

All-in-One WP

£+ Ninja Beaver

7. To delete a slide, mouse over the image, lick the ellipses and select Delete.

A

8. Once your images are loaded, you can review/change various features of the slider. Browse
through the tabs.

=

Library

Page or Post editor PHP code
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9. To Preview your sider, click Preview at the top of the page.

&

@ MyDemo O 6

® Dashboard

Posts

4] Media

Pages

Comments

B Content Blocks

Ninja Forms

Appearance

& Plugins @

Users

@ MyDemo &6 B

% Dashboard

Posts

47 Media

Pages

Comments

3 Content Blocks

£

Add

1.

Ninja Forms

Appearance
Plugins @

Users

a Slider

4 New Smart Slider

A o

Getting
Started

4+ New Smart Slider

©

Getting
Started

Learn Smart Slider 3

Learn Smart Slider 3

Howdy, Carla Sullivan [l

Howdy, Carla Sullivan [l

Before you can add your slider to a page, you need to mouse over Smart Slider in the admin bar,
go to Edit slider and select the slider you created.

A MyDemo O7 B

Dashboard

Posts
41 Media
Pages

Comments

§ Content Blocks

WordPress 5.4

Welcome to version 1.4.3 of Re [l

Hide this notice

Blocks by Loomisoft

If you are new to the plugin, full usage instructions can be found on the Usage & About page ... Enjoy!

Tndencdisniom lan Dancine

Under the Publish tab (you may have to scroll down a bit) you will see a box that says Shortcode
with a code highlighted in yellow below. Copy that code, including the square brackets.

PUBLISH
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3. Navigate to the page where you want to insert the slider, make sure Beaver Builder is launched.

Pages > All Pages, mouse over the page and click Beaver Builder.

A MyDemo O 7 B 4 New Smart Slider

Dashboard
WordPress 5.4 is available! Please update now.

Posts

1 Media ‘Welcome to version 1.4.3 of Reusable Content & Text Blot

to the plugin, full usage instructions can be found on !

Comments =

l Content Blocks s
-g WooCommerce Introducing Woo Beaver

piNnia Eolts Beaver Addon ,
You can create page templates for single prc
Appearance modules and add to cart modules for wooco
products too. You can easily set rules for it.
i Plugins @
Learn More Documentation

[ — e —

Users

* Tools

Trash v. Duplicate This

Tools "
— List of Surveys
All-in-One WP
Migration
Template page
Settings
Shortcodes
Test
Ninja Beaver
* Beaver Addons Test Page
- EQIT QUi Edit
WP Cerber
Test Page
f; WP SVG Icons o
= Smart Slider
Title

4. From the Beaver Builder editor, click and drag a Text Editor module to where you want your

slider placed.

@ e
h

Test Pogo

%estPage

HOME SIANISIIGS v  REFERENGES v  SURVEYS %  CENSUS

Basic
&7 sudio
[
5} video

Layout

WPZOOM Modules

© eutton & Clons
3¢ Food Menu S Heading
- —

* Test Page ¥oQ
o> Tostpogs

festPage

49



5. Paste the shortcode into the text editor and save

diting Page
2

HOME STATISTICS v
Text Editor =)
" General Style Advanced
® &) AddMedia [] Insert shortcode

Visual  Text

vy —AYE Q Q%

[smartslider3 slider=2]|

O
| R F 4

as well.

6. You will either get a preview of your slider, or just see the code on the page (that’s totally
normall). Click Done > Publish to see how it looks. Sometimes you must refresh the page after

Currently Editing Page

" 1estrage

Edited @

-
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Create and Add a Content Block

In order to make content blocks, you must have the Loomisoft’s Reusable Content & Text Blocks plugin
(shortened to Content Blocks on your dashboard) installed and activated. Content blocks allow you to
define and publish content for use on multiple pages, posts, and other places. You can make edits to the
content block which will apply to all its locations on your site, this avoiding making changes in multiple

places.

On these sites, we use content blocks most often to organize data (which appear in multiple locations)
either in the form of lists or accordions.

Create a Content Block

1. Onyour dashboard, mouse over Content Blocks and select Add New Content Block.

& & Mypemo S 9 B + New Smart Slider

@ Dashboard
Home

Dashboard

Post:
T WooCommerce
3] Media Beaver Addon
Pages

Commante

WordPress 5.4 is available! Please update now.

Introducing Woo Beaver
You can create page templates for single product and category p:
modules and add to cart modules for woocommerce. You can cre

products too. You can easily set rules for it.

Learn More Documentation

Ninja Forms
N
Appearance
da W 22 Pages
& Plugins @ .
‘WordPress 5.3.2 running Neve theme. Update to 5.4

s Users Search Engines Discouraged ]

Tools Akismet blocks spam from getting to your blog.

All-in-One WP
Migration

Settings Activity

There's nothing in your spam queue at the moment.

2. Give your content block a name and input the content you want in the block in the text editor.
You can build content blocks with shortcodes. For this example, we will input a list. When

finished, click Publish.

=] Ninja Forms

r

A Appearance

€ Add Media ‘ I3 Add Form H L1 Insert shortcode | | ® ada tcon ‘

£ Plugins @

pasgan v B I [E] i
~ - A-@ Q00 FE

& Users
# Tools

All-in-One WP
Migration

Settings
Shortcodes

Ninja Beaver

" Beaver Addons
€@ WP Cerber
1] WP SVG Icons
= Smart Slider

uLs U
(<] " Werd count: 3

-
EN

g o
(]

s=sos=EEBO

Publish a

Save Draft Preview |
T Status: Draft Edit
@ Visibility: Public Eit

1T Publish immediately Edit

Last modified on: Apr 1, 2020 @ 10:31am

&

Duglicate This

Move to Trash
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You now have a content block!

Add a Content Block

If you are already on your content block, follow these instructions. If you are not already on your
content block, skip to step 3.

1. scroll down a little bit to Content Block Usage Codes.

Publish

Move to Trash

I Content Blocks

All Cantent Blocks.

2. Copy the full code under No Paragraph Tags /Run Shortcodes. Now skip to step 5.

Usage & About

F=] Ninja Forms

¥ Appearance codes

i Plugins (@

ortcodes
Users | [ls_content_block id="¢ |

Tools Add Paragra_ph Tags / Run Shortcodes
: | [Is_content_block id="¢

All-in-One WP )
Migration Add Paragraph Tags / No Shortcodes

! [Is_content_block id="¢

Settings

Full Content Filtering
Shortcodes | [Is_content_block id="¢



If you are not already on your content block, mouse over Content Blocks on the left sidebar of your
dahsboard and select All Content Blocks.

Post:
osts WooCommerce
Media Beaver Addon

Pages

Introducing Woo Beaver

You can create page templates for single product and category
modules and add to cart modules for woocommerce. You can ¢

products teo. You can easily set rules for it.
Comments
Learn More Documentation

Ninja Forms

Appearance
sl W 22 Pages

¢ Plugins (@

WordPress 5.3.2 running Neve theme Update to 5.4
Wieets Search Engines Discouraged —

Tools Akismet blocks spam from getting to your blog

There's nothing in your spam queue at the moment
All-in-One WP

Migration

Settings Activity -

All (2) | Published (2)

Search Content Blocks

[ Ninja Forms Bulk Actions ~ || Apply All dates v 2items
Appearance Title Basic Shortcode Date
: Plugins (@ Subjects [is_content block id="768"] Published
; 2020/03/25
Unisty (Edit post for full list)
s
Tools [Is_content_block id="824"] Published
: 19.mins ago
\\
All-in-One WP
Migration Title Basic Shortcode Date
B Settings
Bulk Actions v || Apply 2 items

[] shortcodes

£} Ninja Beaver

Navigate to the page where you want to insert your content block (Pages > All Pages in the left
sidebar) and launch Beaver Builder.

% Dashboard
WordPress 5.4 is available! Please update nov

Posts

Media Content Blocks [ Add ew content sioc

Introducing

Comments Add New
You can create

Content Blocks modules and ad
products t0o. Yi
All Content Blocks

Learn More D¢

All (2) | Published (2)

P2 Ninja Forms Bulk Actions v || Apply | | Alldates v

Thia

A
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[J —Subjects Carla Sullivan - Published

Content Blocks 02003125
z| Ninja Forms () surveys Carla Sullivan = Published
2020/03/25
Appearance
() —Listof Surveys Carla Sullivan —_ Published
Plugins @ 2020/03/25
Users
() Template page Carla Sullivan - Published
Tools 2020/01/07
All-in-One WP () Test CarlaSullivan ~ — Published
Migration 2020/03/11
Settings
Carlasulivan  — Published
] Shortcodes T dit  Trash Vie Duplicate This 2020/03/11
Ninja Beaver (] TestPage CarlaSulivan ~ — Published

22 hours ago
Beaver Addons

T [ Title Author » Date
v e

6. Inthe Beaver Builder editor, click and drag the text module to your desired location on the page.

- x oo
Wy Dema » Test Page .
Modules Rows Templates
Test Pa ge o
Basic
49 Audio € HTML
A e |
¥ & rrow
[B video @ Smart Slider
Layout
Bl sidebar
| WPZOOM Moduies
O Button & Clents
I X Food Menu Heading
- =
> fal +  Done

7. Paste the shortcode into the text editor, click save.



My Dama s Taet Drna

Text Editor =
General Style Advanced
I 07 Add Media  [] Insert shortcode Visual  Text
+BIEE«E==LE
QERD

p
Cancel
I -

To view the new content block, click Done > Publish.

Currently Editing Page

Test Page

My Demo » Test Page

Test Page

o two
o three

o four

'_'\‘a-

Repeat the same steps to add the same content block on other pages. Any changes you make the
content block itself (in the content block plugin) will automatically update on all the pages where
the content block is updated.

@& Dashboard
WordPress 5.4 is avai Please update nov

A Posts

Content Blocks [ e cotr s

merce Introducing
¥ Comments A J iddon
You can create
modules and ac
products too. Y

Content Blocks

All Content Blocks
Learn More D¢

All (2) | Published (2)

=] Ninja Forms Bulk Actions v || Apply Alldates v

»



— Subjects Carla Sullivan - Published
2020/03/25

B Content Blocks

[=] Ninja Forms Surveys Carla Sullivan ~ — Published
2020/03/25
Appearance
— List of Surveys Carla Sullivan ~ — Published
K- Plugins @ 2020/03/25
Users
Template page Carla Sullivan - Published
Tools 2020/01/07
All-in-One WP Test Carla Sulivan ~ — Published
Migration 2020403111
Settings
Test Page Carla Sullivan — Published
Shortcodes CPCR Edit  Trash \ueDuuhuw This 2020/03/11
Ninja Beaver Test Page Carla Sullivan ~ — Published

22 hours ago
* Beaver Addons
Title Author [ | Date

WP Cerber

Adding CSS

You can style HTML elements on your site using Cascading Style Sheets (CSS). We only recommend
applying CSS if you know how to use it.

For this, you will need to have installed and activated the Simple CSS plugin. To access Simple CSS, go to
Appearance on the left sidebar in the dashboard and select Simple CSS.

products too. You can easily set rules
¥ comments

Learn More Documentation

I cContent Blocks

=] Ninja Forms

At a Glance
W 22 Pages
b Fiugii's ing Neve theme.
Users puraged
Tools from getting to your blog

ur spam queue at the moment

All-in-One WP
Migration

Settings

Shortcodes

Recently Published

When adding CSS, make sure to include pseudocode to label your work and that it is placed in the
appropriate media query. The CSS will only show up on your site once you have clicked Save CSS.
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% @& MyDemo ©9 B + New Smart Slider Howdy, Carla Sullivan [lil

Save CSS

=) NIjE FONms

M Appearance

Themes
&
Widget Dark v
A
ound GeneratePress
ple CSS
Check out our free WordPress theme,
Neve Op 1 GeneratePress.
Thes tor
A Plugins @ Customizer
.
a Users Want to live preview your CSS changes?
Check out the Simple CSS textarea in the
Tool
# Tools Customize area.
All-in-One WP
Migration
) Tips
Settings

Simple CSS should not be used for huge

[] shortcodes
documents. If vour CSS is laraer than

Creating and Adding a Form

There are many free plugins for creating forms, but we strongly suggest using Ninja Forms as we have
tested; make sure you have it installed and activated. At minimum, your site should have a contact form
as well as a data request form. Here we will show you how to make a contact form, after which you
should be able to make a data request form on your own.

Create a Form

1. On the Left Sidebar click on Ninja Forms. Or mouse over Ninja Forms and select Add New.

Comments

® Comments At a Glance

Content Blocks

B Content Blocks
Dashboard

E=] Ninja Forms

Appearance puraged
Submissions

)’ Appearance Plugins @@ Import / Export from ge

aa Users Settings

A Plugins (8

Tools Get Help

9 Add-Ons

as Users All-in-One WP
Migration .
Recently Published
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2. Click Add New.

Forms Services Apps & Integrations

TITLE

Contact Me

3. Select Contact Form.

Blank Form

The blank form allows you to create any type of
form using our drag & drop builder.

Contact Us

Allow your users to contact you with this simple
contact form. You can add and remove fields as
needed.

Delete Data Request

Includes action to add users to WordPress'
personal data delete tool, allowing admins to
comply with the GDPR and other privacy
regulations from the site's front end.

Q Search Forms

SHORTCODE DATE CREATED

[ninja_form id=1] 03/26/20 8:26 AM £

Collect feedback

Collect feedback for an event, blog post, or
anything else. You can add and remove fields as
needed.

Create a Post

Allow users to create posts from the front-end
using a form, including custom post meta!

Edit User Profile

Allow WordPress users to edit their profiles from
the front-end, including custom user meta!

4. A basic contact form will be loaded. Click the + button to additional fields.

Form Fields Emails & Actions Advanced

Contact Me
Name *
Email *
Message *

Create multi-column form layouts with Layout &
Styles...learn more now!
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5. Click on the field you would like to add, and it will appear at the bottom of the form on the left.
To change its position, click and drag it to your desired spot.

6. To delete a field, mouse over the field and over the gear icon. Select the trash icon.

7.

Form Fields

Contact Me

SUBMIT

Address

Address

For security purposes, make sure to add the Recaptcha field and place it above the Submit

button.

Create multi-column form layouts with Layout &
Styles...learn more now!

Form Fields

Contact Me

T Recaptcha

Emails & Actions

SUBMIT

Emails & Actions Advanced

Advanced

I

COMMON FIELDS

USER INFORMATION FIELDS

Il

LAYOUT FIELDS

LAYOUT FIELDS

MISCELLANEOUS FIELDS

or more technical feature
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8. When you have completed adding the fields, click Done, then Publish.

Filter

FAVORITE FIELDS

COMMON FIELDS

- - N

1IGED INENDMATIAN EIEI NG

9. Click the paperclip icon and copy the shortcode under Embed Your Form. Click Done. Click the X
button on the top right-hand corner to exit the form.

Display Your Form
@ PUBLISH =

ALLOW A PUBLIC LINK?

You now have a form!

Add a Form

1. Go to the All Pages page and mouse over the page you plan on adding the form to; in this case,
it should be the Contact page. Click Beaver Builder.

07 Media (J Census
|4 Pages
Edit Quick Edit Trash Vidw Beaver Builder ® )Duplicate This
Add New
() FAQs
® Comments
I Content Blocks () Home — Front Page
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2. From the Beaver Builder editor, click and drag the Text Editor module onto the page.

M= Text Editor =
- General Style Advanced
0 Add Media  [] Insert shortcode Visual  Text
v BIEEKEE=PE
v — Av Q@ QE

Save Cancel l
I . T

3. Paste the shortcode into the Text Editor module and click Save.

* - Text Editor B
H General Style Advanced
q; Add Media  [] Insert shortcode Visual  Text
B I EE&E

[ninja_form id=5]|

°

ceneel

You now have a form on the page!

Text Editor Toolbar

The Text Editor module in Beaver Builder has various editing options. By default, the editor displays the

most common editing functions along with a toggle to display or hide the second or lower toolbar.
Below is a quick reference guide to both toolbars.
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Text Editor = Text Editor
General Style Advanced ves General Style Advanced vee
vBIEE6==E=2E ---‘BIEE%E“::i::é’
v-AvYEOQESS
Text p—
Alignment
Italic Block
Insert
Bold Quote ) Insert
. Link Special
Text Format Ordered List Font Redo
. Colour Character
(i.e., Header, Show/Hide °
. . Remove
paragraph) Unordered Kitchen Sink . Undo
List Divider Formatting
Line
Font Toggle: paste Indent
A Size text in “plain Outdent
“or “rich” mode
SAVE CANCEL SAVE CANCEL

Preview Your Work

When using Beaver Builder editing mode, your page doesn’t always reflect what it will look like once it’s
published. You can preview your work in real time without hitting the Publish button to see if you
should make some changes. This is a good practice to get into, especially when you are adding code or

shortcodes to your editor.

1. To preview your work, navigate to the top left corner of your page where you see anicon of a
beaver, it will say “Currently Editing Page [name of page]” with a downward arrow beside it.

Click the arrow.
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Currently Editing Page
Annual General Meeting

HOME GOVERNANCE ~ COUNCIL AND COMMITTEE ~  STAKEHOLDERS ~  PTCR RESOURCES -

PASSWORD RESET ~ LOGOUT  REGISTER  LOGIN

Annual General Meeting

Edited @ +m
Q

ANNUAL GENERAL MEETING ~  CONTACT US

This is where you should answer the mast common questions prospective customers might have. It's a good idea to cover things like your

return policy, preduct warranty info, shipping and returns, etc. Check out the examples below.

Currently Editing Page
Annual General Meeting

Tools

PUBLISH LAYOUT

DUPLICATE LAYOUT

<

RESPONSIVE EDITING

REVISIONS

HISTORY

LAYOUT CSS & JAVASCRIPT

GLOBAL SETTINGS

CHANGE Ul BRIGHTNESS

WORDPRESS ADMIN

#U

ICIL AND COMMITTEE v  STAKEH

REGISTER LOGIN

d answer the most common ques
arranty info, shipping and return:

urn policy?

To see how it would look on a tablet or a phone, click on the different screen size options on the

top left corner. Your preview defaults to desktop screen size. To go back to editing your page,

click Continue Editing.
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D O& CONTINUE EDITING
Wil wewiw Q

HOME  GOVERNANCE  COUNCIL AND COMMITTEE v  STAKEHOLDERS ~ PTCR RESOURCES v ANNUAL GENERAL MEETING v CONTACT US

PASSWORD RESET  LOGOUT  REGISTER  LOGIN

Annual General Meeting

This is where you should answer the most commen qguestions prospective customers might have. It's a good idea to cover things like your
return policy, product warranty info, shipping and returns, etc. Check out the examples below.

What's your return policy?

Return any of our products--no questions asked--within 30 days of purchase. We even pay return shipping

¥

HOME GOVERNANCE COUNCIL AND COMMITTEE v STAKEHOLDERS v PTCR RESOURCES v ANNUAL GENERAL MEETING ~  CONTACT US

PASSWORD RESET  LOGOUT  REGISTER  LOGIN

Annual General Meeting

This is where you should answer the most common guestions prospective customers might have. It's a good idea to cover things like your
return policy, product warranty info, shipping and returns, etc. Check out the examples below.

What's your return policy?

Return any of our proeducts--no questions asked--within 30 days of purchase. We even pay return shipping.

Publish

Once you’ve added all your content, click “Done” and then “Publish” at the top right of the
page.

v oQ

MY DEMO Q

HOME  GOVERNANCE  COUNCIL ANDICOMMITTFE - STAKPHOLDERS - PTCRRESOURCIS = ANNUAL GENERSL MEETING ~  CONTACTUS

LOGOUT  REGISTER  LOGIN

Test Page
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Although your WordPress site will automatically save your work on a regular basis, and you will be
offered the option to use that version if you like (top of the edit screen for any individual post or page),
it is best to use the Save Draft or Publish button once you are done with your edits. You will also always
have the option to revert to a previously saved version. Check out Revisions to learn how.

Note: The publish options will differ depending on the role you have been assigned. Authors are not
allowed to publish, so they will only be able to save as draft. Learn about the Roles and Capabilities.

v Dicad  SmeDrac  Publih . el
Q

MY DEMO

Test Page

Beaver Builder Addons

Using modules within Beaver Builder cuts down on time looking for plugins that do the same thing, as
well as keep your website loading speed faster.

Once you have installed these two plugins, you can see what they have to offer in the Beaver Builder
editing options menu under Modules > Group.

ROWS TEMPLATES

STANDARD MODULES

LIVEMESH ADDONS

POWERPACK MODULES

UABB MODULES

WORDPRESS WIDGETS

Layout
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Livemesh Addons

Livemesh Addons has many useful modules for page building. For many of the websites, we have made
use of the Carousel, Heading, and Posts Carousel modules (posts carousels may only be used if you
have a posts page).

Powerpack Modules

Some useful modules here are Info List and Icon/Number List.

MODULES ROWS TEMPLATES

GROUP Q

o
POWERPACK MODULES

‘ Content Modules - PowerPack

. MODULES ROWS TEMPLATES

GROUP Q

cor
LIVEMESH ADDONS

‘ Livemesh Addons

@ Clients
@ Odometers

@ Piecharts (+) Posts Carousel

® Business Hours = Dual Button

Smart Headings

@ Posts Grid @ Pricing Table
Creative Modules - PowerPack
@ Services @ Stats Bars
[=] Divider [ Facebook Button
@ Team Members @ Testimoenials
[§ Facebook Com... [f Facebook Embed
@ Testimonials Sli...
Jata [# Facebook Page E Fancy Heading
ta
)é Spacer &7 Twitter Buttons

[£ Get more time-saving features, modules
ade Gata Wi e ayelivies

€ Gata nuni e ayenivics

Adjust Margins

To adjust the margins around your content on your page, click the Advanced tab and increase or
decrease the size by clicking inside a box (top, right, bottom, or left) and shifting the circle on the bar left
or right.
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SOVERNANCE FOLINCI AND COMBMITTEE

Text Editor
General Style
~ SPACING
Margins &P
q[ )
A
Top jh
~ VISIBILITY
Breakpoint
Always
Display

Always

SAVE

Adval

nced

CANCEL

STAKEHAI DE

o]

Text Editor

General

~ SPACING

Style Advanced

Margins El

20 20

0]

Breakpoint
Always
Display

Always

SAVE

Right

e

px

CANCEL

To adjust all the margins simultaneously, click on the chain link button.

Revisions

To revert to a previously saved version of a page, you must be in the Beaver Builder editor of that page

you want to revert.

1. Click on the downward arrow beside the Beaver button in the top left corner. Select Revisions.

Tools
PUBLISH LAYOUT
DUPLICATE LAYOUT

PREVIEW LAYOUT

RESPONSIVE EDITING

HIS

LAYOUT CSS & JAVASCRIPT

GLOBAL SETTINGS

CHANGE Ul BRIGHTNESS
WORDPRESS ADMIN
HELP

KEYBOARD SHORTCUTS

Y

xY

®xu

4CIL AND COMMITTEE

REGISTER

LOGIN

STAKEHOLDERS

PTCR RESOURCES

ANNUAL GENERAL MEETING

CONTACT US
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2. A window will pop-up with a list of previously published revisions including the data when they
were published and the person who made the changes. Select the revision you would like to

view.
£ Promotion - Z-for... Yy Info-Jonathan Wi... & About!
Currently Editing Page
Test Page ¥
V.
+ Revisions
iC
1 WEEK AGO (MARCH 11) F

BY CARLA SULLIVAN

3. If you want to switch your current page to the revision page, select Apply and your page will
revert to what you selected; otherwise select Cancel.

1 week ago (March 11) § CANCEL APPLY

HOME GOVERNANCE COUNCIL AND COMMITTEE v STAKEHOLDERS ~ PTCR RESOURCES ¥  ANNUAL GENERAL MEETING ¥~ CONTACT US

PASSWORD RESET LOGOUT REGISTER LOGIN

Test Page

DROP A ROW LAYOUT OR MODULE TO GET STARTED!
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Additional Notes

Themes

Some themes have additional templates that you can use to create pages with additional features or
custom layouts. You can see if your current theme has any additional templates by going to Appearance
> Themes on the Dashboard and selecting the options button (the button name may differ depending
on the theme).

G CUSTOMIFY o . . Fl

Customify veseross

WELCOME TO THE FUTURE

Everything you need for a website that works for you.

¢ s

Text Editing Tips
Single Spacing

When you use the carriage return (Return or Enter key), generally the formatting of your website will
create spacing to exist between your paragraphs. But what if you want to have several rows of text
under each other without the spacing, such as with an address? In order to drop down a line without
starting a new paragraph, you would use the following keys together: Shift + Enter (or Return). So, you
would hold down the Shift key on your keyboard and hit the Enter button (or Return button).

Use the Indent Tool

It is a great tool for formatting by separating out sections of content with ease.

Nested Bullet Lists

If you want to create a nested bullet list, such as an outline with 1, 2, 3.1, 3.2, 3.3, 4, 5, etc. You would
first
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1. create your bullet list (see buttons above for ordered list and unordered list — place cursor
where you want it, and click the corresponding button);
2. then to create your next level, use the “Indent” button (see buttons above) to create your next

level (from 1,2,3to1, 2,3.1);

3. when you are ready to move back out to your top level (i.e., from 1, 2, 3.1, 3.2 to 4), hit your

Return (or Enter) key twice;

Nest a page under a parent

1. Select the page you want to edit.

and when you are done with your list, you can again hit your return key twice.

Assigning a Parent to a page has been covered when we went over in Create a Page. The following
example is a subject page (e.g. Business) that is a sub-part (or sup-page) of the Subjects category.

2. The controls are present in the right-side of the page editor, under the “Page Attributes”

section.

Page Attributes

Parent

(no parent)

Default Template B

Order

0

MNeed help? Use the Help tab above the
screen title,

Template ﬁ

[
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3. Select the parent, in this case, “Subjects”.

Page Attributes “

Parent

Subjects B

Template

Default Template IZI

Order

0

MNeed help? Use the Help tab above the
screen title,

The relationship with the parent will be obvious in two locations:

1. Inthe breadcrumb which will be automatically modified, showing the linked parent before the
title of the page;

Home = Subjects = Business

Business

2. On the page list.

[ Subjects
k4
[[1 — Agriculture — Private

[[] — Business — Draft

Note: Only pages that are published will appear under Parent. Draft pages will not be part of the drop-

down menu.
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Menus

In WordPress, the choice of the Theme will dictate how many menus are available for the site.

The Courage theme offers four menus:

1.
2.
3.
4.

Their location is displayed below (not covering Social Icons).

My Statistics on the
Main Navigation

a0 01

Main Navigation;
Top Navigation;
Footer Navigation;
Social Icons.

Latest indicators

Subjects

footer Navigation

When minimized for smart phone view, The Top Navigation and Main Navigation menus are replaced by
an icon, but for the Main Navigation, the word “Menu” is inserted. The Footer Navigation is not
compressed.

Top Navigation =

My Statistics on the Bahamas

vew  Main Navigation=
— =

Latest indicators

Gallery

Footer Navigation

Powere: ress and Courage.
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The menu to choose as the predominant is the Main Navigation menu: it is close to the content and in
mobile view, the word menu will get the user’s attention.

Create a menu

There are two ways to access the menu editor, both from the left menu under Appearance: by clicking
on Customize or by clicking on Menus.

1. Click on “Menus”.

» Appearance

Themes

Customize

2. On this page, you can edit an existing menu, or you can create a new one. If you want to create
a hew one, click Create a new menu.

Edit Menus Manage Locations

Select a menu to edit: . Main Menu |Z| Select o

3. Enter the name of the menu to the right of Menu Name and then click Create Menu. We will
use a Test menu for this example.
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Edit Menus Manage Locations

Select a menu to edit:  — Select — |Z| Select | or create a new menu.

0 O

Max Mega Menu Settings - Merit Norme Create Menu

Give your menu a name, then click Create Menu.

Create Menu

Once the menu has been created, a new tab appears called Manage Locations. Select Main
Navigation.

Menu Wame  Testing Menu Save Menu

Menu Structure

Add menu items from the column on the left,

Menu Settings

Auto add pages [C] Automatically add new top-level pages to this menu

Display location [F] Main Navigation [Currently set to: Main Menu 2 [RL)}
[ Top MNavigation
[ Footer Navigation (Currently set to: Contact)
[ sodial Icons

Delete Menu
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5. Once your selection is made, you must now add content. To do this, you can either expand the
Pages section or Custom Links in the left-part of the page.

Max Mega Menu Settings L2
Pages Y
Posts v
Events i
Custom Links v
Categories v
Event Categories hd

6. Choose which pages to appear in the main menu, then click on the Add to Menu button.

Pages &

Most Recent  View all  Search

| *

[C] we couldn't find that Web page
(Error 404)

¥ Home I |3
¥ Request Data

[# Transportation

m

O] Labour
[[] Income, pensians, spending

anrl wealth

Select All Add to Menu

7. Once the pages have been added to the menu, they will be present under Menu Structure in
the central area.

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of

Home II Page ¥

Request Data Page ¥

Transportation Page ¥




The page that will be your homepage should be identified as Home, but since the system will
grab the page title and insert it as the Navigation Label, we need to change it from Home Il to

Home. To do this, click on the down arrow beside it in the Menu Structure section. This will

open up a new section which you can use to rename the Navigation Label to Home. Close this

view by clicking on the Up arrow.

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right o

Home Page 4

Navigation Label

|H0me|

Move Down one

Origino: Home Tl

Remove | Cancel

We are now ready to save the menu and view it on the site. Click on the Save Menu button on

the right, open your browser and view the website with your new menu. This is what it looks

like.

My Personal Statistics

Home Request Data Transportation

e

Move menu items

In this example, Transportation should be displayed beside the Home button on the site.

In the Menu Structure window, click and drag the menu item. Transportation and move it to
above Request Data. Once you are at the correct spot, let go of your mouse button.
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Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of]

Home Page ¥
Transportation 4%} Page ¥
Request Data Page ¥

2. Click Save Menu and look at the menu in your browser.

My Personal Statistics

Home Transportation Reguest Data

Transportation is now next to the Home button.

1. Inthe Menu Structure window, click and drag Request Data and move it to the right. You will

Nest a menu item under one of the mega-menu buttons

You just found out that Request Data should be under the Transportation menu item.

notice that a dotted rectangle below will show that the menu item becomes a “sub item”. Once

you are at the correct spot, let go of your mouse button.

Menu Structure

Home Page

Transportation Page

Request Data 4%) Page

Drag each item into the order you prefer. Click the arrow on the right off

w

v

w
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Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of the item
Home Page

Transportation Page: ¥

Request Data 4{-} Page ¥

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of the

Home Page ¥
Transportation Page ¥
Request Data sub item 4%' Page ¥

Click Save Menu and look at the menu in your browser.

My Personal Statistics
Y

Home Transportation -

Request Data is now a sub-item of the Transportation menu item. You will notice in this case

the small “down-arrow” to the right of Transportation.
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Custom Link in @ menu

You can also create a Custom Link in the menu that will point to a page not residing on your site. This is

the main reason why you would use this option.

1. On the left-hand side of the page, expand the Custom Links section > enter the URL and the Link

Text that will be displayed in the menu.

Pages v
Posts b
Events hd

URL http://

Add ta Menu

2. Click Add to Menu.

Pages v
Posts »
Events v

Custom Links - ‘ Custom Links A

URL p://www.help-desk.com

Lirk Text ‘ Help Desk{

Add to Menu

3. Once you click on Add to Menu, it will be visible in the Menu Structure window. This menu item
will be identified by Custom Link instead of Page.

Menu Structure

Home

Transportation

Request Data sub item

Help Desk

Drag each itern into the order you prefer. Click the arrow on the right of the |

Page ¥
Page ¥

Page ¥
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4. Click Save Menu and view your menu in your browser.

Home Transportation = Help Desk

Delete a menu item

1. Inorderto be able to delete a menu item, click on the drop-down arrow to expand the item. To
illustrate this, we will choose the Request Data sub-item.

Menu Name  Testing Menu

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of the itg

Home Page ¥
Transportation Page ¥ O

Reguest Data sub item Page ¥
Help Desk Custom Link ¥

2. Inthe Request Data sub-item panel, click Remove. This will remove the item, but it will NOT
delete the element itself. In this case, the page Request Data is still on the site, you’ve simply

deleted the menu item.

Request Data sub item Page =

MNavigation Label

Reqguest Data

Move Up one Down one Out from under Transportation

Criginal: Request Data




3. Under Menu Structure, you will now notice that the Request Data sub-item has disappeared.

Menu Structure

Drag each item into the order you prefer. Click the arrow on the right of

Home Page ¥
Transportation Page ¥
Help Desk Custem Link ¥

4. Your changes will not be effective until you click on Save Menu. If you want to abort the
deletion, simply leave the page, using the browser back arrow, or by clicking elsewhere in the
dashboard. A pop-up window will open, click Leave Page.

This page is asking you to confirm that you want to leave - data you have entered may not be saved.

[Leave Page ] tay on Page

Media Library

Media is used to manage user uploads (images, audio, video, and other files, such as Word, XLS and PDF

documents).

To access all your media, mouse over Media in the Left Sidebar and select Library.

__}? Posts

Library

[N Pages Add New

P Comments Media Categories
Rate plugin

& Content Blocks

E= Ninja Forms

| 8% woncnmmnes

81



Upload Media

1. To add media to your library, mouse over Media and select Add New.

A Posts

Library
M Pages Add New
® Comments Media Categories
Rate plugin Remil

B Content Blocks

E=] Ninja Forms

I ﬂ “fnnl"nmmnr
2. Click Select Files and load your media file(s).

Select a folder (Optional)

First select the folder, and the upload the files

- Unassigned v

Drop files to upload

or

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 32 MB.

3. Once the media is uploaded, go to the library, and select the file, Media > Library to
view, organize and use it.

Organizing the Media Library

When organizing your Media Library, it’s important to keep it organized and to follow naming
conventions in order to make it searchable, but also to follow best (web) practices.

Already installed on your site are two plugins called Folders Pro and Enhanced Media Library for
managing your media using categories and folders. As you are creating your site, think about how you
would like your files structured, and what categories are most useful for organizing your media. There
are many ways to do this, but we suggest creating a folder for each page of your site, as well as an
Images category and a PDFs category.
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1. Once you have established your file structure, go to your Media Library. On the left in the

Folders bar, you can create your folders by clicking New Folder.

T T T S
also specific products 10o. You can easly set rules for it

Folders B New Folder
Learn More Documentation

Zrename W Oslee v

iR e @ [mimedstoms | [mioses | [Airoaers v

& All Files [ 1 ]

3 Nirya Forms Unassigned Files

#* Appearance

Plugins @

& Users

& Tools

= Smart Siider

2. Give the folder a name and click Submit.

Add Folder

< Fn\dsrname)
‘ submit ) Cancel

3. Now make your categories. Mouse over Media in the Left Sidebar and select Media Categories.

Library
Pages Add New
Comments

Content Blocks

Ninja Forms

Appearance

4. Under Add New Media Category, give your category a name and click Add new Media

Category. Your new category will show up on the right.
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Add New Media Category ‘ Bulk Actions ~ |

N —
= 0 Name
Imagesu I

The name is how it appears on your site. WDELEFILI NS

Slug [J Name

l - . - : l | Buik Actions + |
The “slug” is the URL-friendly version of the name. it is usually all

and contains only letters, numbers, and hyphens.

Parent Media Category

‘ None v ‘

Assign a parent term to create a hierarchy. The term Jazz, for example, would
be the parent of Bebop and Big Band.

D

4

The description is not prominent by default; however, some themes may show
it.

5. Go back to your Media Library (Media > Library). Click on a photo and on the right side in the
Attachment Details bar, check the Media Category it belongs to.

ATTACHMENT DETAILS

= flowers-2.jpg
April 7, 2020
RN 111KB
R 614%796
) Editimage
Delete Permanently

Test

More Details &

1A
= i
] # Required fields are marked *
"l Media Categories

(I PDFs

6. To add it to a folder, click and drag the checked photo into the folder on the left Folder bar.
Tip: Select multiple photos at once. After clicking the first thumbnail, hold the Control key
(Command on Macs), then click the rest of the thumbnails you’d like to select.

Folders D m Home W About Us M Contact

Zrename | Woeiete v [

You have used 3/10 Folders. Upgrade WooCommerce Introducing Woo Beaver
Beaver Addon
You can create page templates for single product and category pages. you can also use single prouct module, product ist module, grid modules and
B All Files add to cart madules for woocommerce. You can create single product template for specific category products or alse specific producs foe. You can
oasily set ruies for it

Learn More Documentation

B About Us

B Contact

M | anmediaitems || atdates | [ anroders | | Fiter by media Category ~ | | finter by Foider v

ATTACHMENT DETAILS

tiowers-2.jpg
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7. Toview the items in each folder, you must switch your Media Library from Grid View to List
View. When you click a folder in Grid View, it will not work, you will see all the media in the
media library.

WooCommerce Introducing Woo Beaver
Fotders p| 3§ leommiet

You can ereate page templates for single product and category pages. you can alss use single product madule, product fist module,
arid modules and add to cart modules for woacommerce, You Can create single product template for specific category products or
Lrerame  Wosiete v also specific praducts too. You can easily set rules for it

: Leam More Documentation
& AllFiles w

Unassigned Files

Hey, it's great to see you have Neve active for a few days now. How is everything going? If you can spare a few moments 10 rate [t on WordPress.org it would help us a lot (2nd boost &
my motivation). Cheers!

~ Bogdan, developer of Neve

thanks

limediaitems v | | All dates v

I Foiders | [ Filter by Media Categary « | | Fitter by Foiger v

Grid View

Test

WOOLOMMErce 11U UULGIY WUU DEaver

K New Folder Beaver Rddon
grid madules and add to cart modules for weocommerce. You can create single product template for specific category products or
2 Rename W Delete > also specific products too. You can easily set rules for it.

Learn More Decumentatien
B AllFiles 1

Unassigned Files 0

ey, s areat 1o see you have Neve active for  few days now. How s everything going? ffyou can spare a few moments (o ate it on WordPress.org it would help us a ot (snd boost @
my motivaton). Chearst

- Bogdan, developer of Neve

Xy |

Allmediaitems v || All dates ~ || Filter by Media Category v || AboutUs (1) v || AboutUs (0) v [ Filter H Reset All Filters.
Search
Bulk Actions ~ || Apply 1item

Autnor Media Categories  Folders Uploaded to ] Date

Carla Sullivan Images About Us (Unattached) - 2020/04/07
Attach

+ File Author Media Categories  Folders Uploaded to . Date

Bulk Actions ~ || Apply 1item

Version 5.4

8. To search for items in your Media Library, use the search bar. You can search for items by name,
author (the person who uploaded it), file type, and folder.

28] [ All media items v ‘ ‘ All dates ~ | I All Folders v ‘ [ Filter by Media Category v | | Filter by Folder v Reset All

N
- . EFSRe 84 allN |
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Editing Images using the Media Library

1. When you have a photo selected, the Attachment Details bar shows up on the right. Below the
thumbnail of the selected image, you have the option to edit the image. Click Edit Image.
Alternatively, you can mouse over the selected image and click the pencil icon.

Test

Test

2. Click the Edit Image button on the image.

ATTACHMENT DETAILS

dreamstime_m_165046456.jpg
March 24, 2020
2 MB

Edit Image
oy - anently

More Details 4

Required fields are marked *
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Attachment Details < > ox

Dimensians: 2145 by 1397 il

Aternative Text

Tite | greamstime_m 165046456

Uploaded 8y Carla Sulivan

To  AboutUs

httpjstatsdemo.com/wp-contentjuploads/2020/

Required fieids are marked *

Macia Categeries
mages

PDFs

Sideliok |

3. You have a few editing options for your image. On the top of the screen you can crop, rotate,
and flip your image. On the right of the screen, you can scale your image using dimensions or

aspect ratio. When you’re done, click Save.

Attachment Details < >

‘ # crop ‘ | £ Rotate left ‘ I & Rotate right ‘ | B Flip vertical | I B Fiip horizontal SCALE IMAGE @

Original dimensions 2145 x 1397
New dimensions:

| 2145 <1397

IMAGE CROP @
Aspect ratio:

Selection:

( x

THUMBNAIL SETTINGS @

|

Apply changes ta:

Current thumbnail

® Allimage sizes
_) Thumbnail

) All sizes except thumbnail
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Delete a media file

Single file: To delete any files or uploads from your Media Library, mouse over any of the image
files that you wish to remove from your library. You will notice that a group of options appear

directly under the image title.

Click the Delete Permanently option to remove the image. You will receive a confirmation
prompt. Click OK to confirm the image’s deletion.

B All media items EI All dates

Bulk Actions E Apply
[ Fie

il @%ﬁ 404-AB

ERROR 404-AB-1.png
04!

Edll[DeIete Permanemlﬂ‘.-‘ie'.u

E Filter

Bulk Deletion: There is an easy way to remove multiple images from your media library. To do
this from List view, select the checkbox next to each image that you wish to remove.

Once you have selected all images that you wish to delete, click open the Bulk Actions drop-
down menu above the file listing. Select Delete Permanently and then click the Apply button.

All media items B All dates

Bulk Actions

Apply

Bulk Actions

\ P={ 404

ERROR 404-AB-1.png

census_employment_formverS

— census_employment_formverS.pdf

E Filter
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You can do the same from Grid view, where your Media Library is displayed in a gallery of
thumbnail images without text.

First, click the Bulk Select button.

B Al medsa nemsB All dates B

q q
census_employment_f mdg_summary_report
ormver3.pdf 2009.pdf

Next, click on one or several images.
Tip: Select multiple photos at once. After clicking the first thumbnail, hold the Control key
(Command on Macs), then click the rest of the thumbnails you’d like to delete.

When you’re ready to permanently delete the files, click Delete Selected, and OK when the
confirmation prompt appears.

Cancel Selection Delete Selected

= = —
ERROR il il
4041 census_employment_f mdg_summary_report
M armver3.pdf 2009.pdf

Media File Naming Conventions

By default, the system incorporates the file name into the Title box, so rename it properly since this is
what will be displayed as text on the link.
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ATTACHMENT DETAILS

table_03.jpg
January 26, 2018
- EC

480 = 480

Edit Image

| Delete Permanently

URL  fwp-content/uploads/2018,0

¢ Title  table 03
¢ Caption

¢ Alt Text

Description

1y

ATTACHMENT DISPLAY SETTINGS

Alignment  None |Z|
LinkTo  None |Z|

Size  Full Size — 480 = 480 |Z|

o0 The Caption is the text traditionally displayed underneath the image though the exact
placement will vary depending on your theme. The caption is not tied to the attachment
post but to where you choose to place the image in a post. That means if you use the
same image in several different posts or several different places within a post you can
have individual captions for each.

o The alt attribute (in the Alt Text box) is the text that displays when an image does not
display. The general rule of thumb when applying alt text to an image is to describe in
text what the image is communicating.

o There are specific rules that govern how the alt attribute should be used:

m If the image has communicative content (either says something or is illustrating
something that has relevance to the content on the page) the alt text should
describe the content either by repeating the text in the image or describing its
content.

m If the image is wrapped in a link the alt text should describe the target of the
link.

m If the image is purely for decoration and has no communicative value, the alt tag

can be left blank (alt="")

People often think that the alt text is for visitors with accessibility issues. That is true, but it’s just part of
the story: The alt text is there to describe image content and relate it to your overall content. While
most visitors don’t see the alt text, search engines do, and they index the images based on them. And as
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we move into a world of wearable devices that don’t always show images the alt text will become more
important than ever before.

Bottom line: Always describe your images in the alt text field unless they are purely for decoration.

O The Description field is probably the best kept secret of images in WordPress. If you add
text to the description field, that text will be stored as post content for the attachment
post. For our example, we will type “Round solid-maple table with 3 chairs for sale. They
are located in the dining area of a kitchen. They are for sale.”

O At the bottom of this panel, you could choose an alignment, insert a link on the image or
modify the size. Because our image had a 1 x 1 size ratio, we could select a smaller size.
In other cases, if the image’s width is greater than its height, the predetermined sizes

would distort your image. Use with care. We will leave it at its original size.

O Once you are done, click on the Insert into page button.

Google Analytics

Google analytics is a great tool for tracking and reporting traffic on your website. In order to use google
analytics for your website, you will need to create an email account with google and install the Analytify
plugin onto your WordPress site.

For a basic overview of how to use and understand the tool, follow this free course course.

SEO

Search Engine Optimization (SEO) is the process used to improve a website’s ranking during a (google)
search.

Installing Yoast SEO plugin - Premium version

Before you begin the steps:

e Loginto your Yoast premium account from https://my.yoast.com/.

e loginto your WordPress site.

1. Install the free Yoast SEO plugin on your WordPress site.
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https://analytics.google.com/analytics/academy/course/6how
https://my.yoast.com/

2. Onthe homepage of your Yoast account, click on Sites, located on the menu on the left.

My yoast Improve your SEO skills Add site

Yoast SEO for WordPress training Add a website to your account to manage your subscriptions and get insights

. thodz lamare@statcan V. Don't waste time figuring out the bes! settings yoursell about your websital
gcca
.

| sign out ‘

SEO copywriting training
P J Vilte awesome copy that ranks.

.""‘ Site structure training
’ ».‘} | Leam how to improve your site structure to rank higher in Google

Structured data for beginners

Learn how to get great-looking rich results that stand out in the
search results.
Courses

Learn more about SEO

Support
Downloads PP Writing with Yoast SEQ and Bertha — a content Al tool
If you have a question, if you need help, or if you just want to contact us, Have you ever considered using a content Al 100l? Yoast and Bertha
there are several ways 10 get in touch collaborated on this post, and we were pleasantly surprised by the resultl
Account
Knowledge base » Bot traffic: What it is and why you should care about it
The Yoast Knowledge Base s always & good place ) What do you know about bol Iraffic? Do you know that it ffects the
to start if you have a problem or a question. You can . environment too? Read on to leam why you should care about bot trafficl
check the list of arlicles, or easily search the
knowledge base lo find the answers you're looking
for. ——

You will be directed to the page displayed below. Click the Add Site, type the URL of your
website and select the platform that your website is running on (WordPress). Your site will then

appear as shown below. Click Manage.

Site name

@ stalcanbox com

Courses

Downloads

Account

You will be directed to the page below. Click on the download link for Yoast SEO for WordPress

Premium.
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statcanbox.com

Open WordPress admin >

Subscriptions

Plugin subscription
© Get a subscription

Yoast SEO for WerdPress Premium
11used © Get another subscription

Yoast SEO news
© Get a subscription

Yoast SEO video
© Get a subscription

Qalart tha nlatfarm vnnir cita ie rminninAa An ~
5. Click the Download button and a zip file will be downloaded.
My )Ioast a
rhodz_lamarre@statcan.
gcca .
. Plugins - Need help installing these? Read our installation guides.

= |

Yoast SEO for
WordPress Premium

Home
plugin

version 18.8

Sites

Courses '
4

Downloads

-“g Download
Account
>

or install with Composer
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6. Save the zip file in a folder on your computer that you can easily access.

7. Go to your WordPress dashboard. Go to Plugins in the Left Sidebar and click Add New.

&) @A Prasc Staging

@ Dashboard

@ Analytify

A Posts
07 Media
[N Pages
® Comments
1 M.E. Calendar

Contact

> Appearance
Reaver Builder
K¢ Plugins 3
Installed Plugins

Add New

Plugin File Editor

Users

o3 P

Puing [

Are you enjoying

| don't want this site to show in the search results.

=+ New @Analytify [" 1 QUnderConstruction.

? Would you consider a k

Huge SEO Issue: You're blocking access to robots. If you want search engines to:

All (35) | Active (28) | Inactive (7) | Recently Active (1) | Update Available (3) | Mus

‘ Bulk actions v H Apply ’

D Plugin

[j 404page - your smart custom 404 error page

Activate | Delete

[j All-in-One WP Migration
Deactivate

D All-in-One WP Migration Unlimited Extension
Deactivate

Description

Custom 404 the ea

Version 11.3.1| By F

Migration tool for a

Version 7.62 | By Se

Extension for All-in

Version 2.46 | By S
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8. Click Upload Plugin.

SCCN  Add Plugins((Tremsrios)

Analytify

Featured Popular Recommended Favorites

Plugins extend and expand the functionality of WordPress. You may automatically install plugins from the WordPress Plug

Classic Editor

Enables the previous "classic" editor and the old-style Edit More Details
Post screen with TinyMCE, Meta Boxes, etc. Supports all
plugins that extend this screen.

By WordPress Contributors
Appearance

Beaver Builder (1,074) Last Updated: 12 months ago

R Millinn Artiva Inctallatinne I lntactad with vanir varcinn nf \WnrdDrace R

9. Click on Choose File and upload the zip file that you downloaded from your Yoast premium

account onto your computer. After the zip file has uploaded successfully, click on Install Now.

Add Plugins

If you have a plugin in a .zip format, you may install or update it by uploading it here.

Choose File

o 'file chosen
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10. WordPress will now upload the plugin file from your computer and install it for you. You will see

a success message once the installation is finished. Click Activate Plugin.

Installing Plugin from uploaded file: google-analytics-premium-v7.10.0.zip

Unpacking the package...
Installing the plugin...

Plugin installed successfully.

Activate Plugin Return to Plugin Installer

N~

Configuring the Yoast SEO plugin

Before using the Yoast SEO you must configure the wizard. You only need to do this once, and then

you're all set.

1. On the Left Side Sidebar of your dashboard, mouse over Yoast SEO and click on General.

¥ Comments

o L ) ™ First-time SEO configuration -
4 Contact m Get started quickly with the Yoast SEQ mklration wizard!

Themify Ultra

»¥ Appearance © Problems (1)

i Plugins

3 (s We have detected the following issues that affect the SEO of your site.

Tools You still have the default WordPress tagline, even an empty one is probably better. You can fix this in the customizer.

Settings

¥l seo @ |= Notifications (1)

General
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2. You will need to fill in the requested information within these five options which will help the
web pages be indexable. It is important to make your web pages indexable if you want people to

find them through search engines.

° SEO DATA OPTIMIZATION Edit
° SITE REPRESENTATION Edit
° SOCIAL PROFILES Edit
° PERSONAL PREFERENCES Edit
° FINISH CONFIGURATION

3. Click Edit beside SEO Data Optimization and it will display as shown below. Click Start SEO data

Optimization > Continue. Note: you can click continue when the loading bar is still filling up.

@ SEO DATA OPTIMIZATION

Let's analyze your site just like Google does and get those
indexables into action by running the SEQO data
optimization! Our indexables will immediately improve
technical issues without you needing to do anything!

If you have a lot of content, that optimization could take a
while. But trust us, it's worth it! Want to read more, check
out the benefits of the indexables squad.

Start SEQ data optimization
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4. Repeat this step on the options displayed above, that is, Site Representation, Social Profiles,
Personal Preferences and Finish Configuration. Click on the Edit button beside each option and

input the requested data.

Connect Yoast to Google Search Console

The Yoast SEO dashboard integrates Google Search Console, a must-tool for site owners. It provides you

with information about the health of your site.

1. From the Yoast general dashboard, click on Webmaster Tools.

# Prasc Staging % 3 New (] Analytify § 1 4% UnderConstruction

% Dashboard General - Yoast SEO
Analytify

Huge SEO Issue: You're blocking access to robots. If you want search engines to show this site in their results, you must go to your Re
uncheck the box for Search Engine Visibility. | don't want this site to show in the search results.

Posts

Media -
Dashboard Features Integrations Qbmaster Tool Crawl settings Beta First-time configuration
Pages
—
Comments
1 M.E. Calendar v Problems (0)
Contact
Good job! We could detect no serious SEO problems.
¥ Appearance
|5l Beaver Builder |= Notifications (1)
Plugins (3
Users Because of a change in your permalink structure, some of your SEO data needs to be reprocessed.

Tools We estimate this will take less than a minute.

All-in-One WP Start SEO data optimization
Migration

Settings

Shortcodes Credits

iChart See who contributed to Yoast SEO.

Visualizer

Yoast SEO 1

search Appearance
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Click on the Google Search Console.

Dashboard Features Integrations Webmaster Tools Crawl settings Beta First-time config

Webmaster Tools verification @

Baidu verification code { ]

Get your Baidu verification code in Baidu Webmaster Tools.

Bing verification code J

Get your Bing verification code in Bing Webmaster Tools.

Google verification code [ Xrz-HLQVNwIFJtoDWrB7Rqgfa3ViBF-DUnud_alLxC7A0 J
Get your Google verification code irf Google Search Console
Yandex verification code [ ]

Get your Yandex verification code in Yandex Webmaster Tools.

The link will take you to a new page. Select the HTML tag option and copy the link that is

displayed. Go back to the Yoast SEO general dashboard page, keep this page open.

Go gle
Webmaster Central -

© Verification failed for https://statcanbox.com/ using the Meta tag method (1 day ago). We couldn't find the verification meta tag.
Verify your ownership of https://statcanbox.com/. Learn more.
Your Google Account will be recorded in Google's systems as an official owner of this property.

Note - your ownership information will be stored and be visible to other owners (both current and future).

Recommended method Alternate methods History

@‘ TML tag

Add a meta tag to your site's home page.
1. Copy the meta tag below, and paste it into your site's home page. It should go in the <head> section, before the first <body> section.

Copy —“')qneta name="google-site-verification" content="Xrz-HLOVNWIFJtoDWrB7Rqfa3ViBF-DUnu4_aLxC7A0" />

» Show me an example
2. Click Verify below.

To stay verified, don't remove the meta tag, even after verification succeeds.

) HTML file upload
Upload an HTML file to your site.

) Google Analytics
Use your Google Analytics account.

) Google Tag Manager
Use your Google Tag Manager account.

VERIFY Not now
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Paste the link into the Google Verification Link text area.

Dashboard Features

Integrations Webmaster Tools Crawl settings Beta First-time config

Webmaster Tools verification @

Baidu verification code

Bing verification code

| |

Get your Baidu verification code in Baidu Webmaster Tools.

| |

Get your Bing verification code in Bing Webmaster Tools.

Google verification code ( [ Xrz-HLQVNwIFJtoDWrB7Rqfa3ViBF-DUnu4_alLxC7A0 D

Yandex verification code

———

Get your Google verification code in Google Search Console.

| |

Get your Yandex verification code in Yandex Webmaster Tools.
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5. Go back to the page of the Google Search Console link and click Verify.

Google
Webmaster Central

© Verification failed for https:iistatcanbox.com/ using the Meta tag method (1 day ago). We couldn't find the verification meta tag.
Verify your ownership of https://statcanbox.com/. Learn more.
Your Google Account will be recorded in Google's systems as an official owner of this property.

Note - your ownership information will be stored and be visible to other owners (both current and future).

Recommended method Alternate methods History

HTML tag

Add a meta tag to your site's home page.
1. Copy the meta tag below, and paste it into your site's home page. It should go in the <head> section, before the first <body> section.

Copy _"><meta name="google-site-verification" content="Xrz-HLQVNwWIFJtoDWrB7Rqfa3ViBF-DUnu4_aLxC7A0" />

» Show me an example
2. Click Verify below.

To stay verified, don't remove the meta tag, even after verification succeeds.

) HTML file upload
Upload an HTML file to your site.

O Google Analytics
Use your Google Analytics account.

) Google Tag Manager
9 Use your Google Tag Manager account.

|
@ Not now

How to use Yoast SEO Plugin

This video explains how to use Key Phrase, Google Preview and Readability tools, the main aspects of

the plugin.

Make keyword research easier (Focus Keyphrase)

1. From the Left Sidebar of your WordPress dashboard, click on Posts or Pages and select an
already existing post or page.

2. Scroll down to Yoast SEO Premium. In the Focus keyphrase, enter the keywords that you are
actually targeting for that specific post/page. You could put the title of the post or page in the

text area.
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https://www.youtube.com/watch?v=yVlVQh9hU04

Yoast SEO Premium

@® SEO @ Readability | 232 Schema | «& Social

Focus keyphrase @

Improvements to the Statistics Division Website

Get related keyphrases

MRAannla nraviaw

Click on the ‘Get related keyphrases’ button. A login window for SEMrush will appear as shown

below. SEMrush is a leading visibility management and content marketing Saa$ platform; it is an

all-in-one tool suite for improving online visibility and discovering marketing insights. Register if

you do not have an account and a verification code will be sent to the registered email.

Once you log in, you will immediately see the SEMrush keyphrase tool. First you will see an

option to select a country. Select the country that you would like to rank in. Look for it, select it,

and then click on the Select Country button.

L IO ] SEMrush OAuth

@ oauth.semrush.com/auth/login?client_id=...

eri( = = ie?

Log in Register

Log in to your SEMrush account to integrate with Yoast

l SEO and get all the keyphrase insights you need while
he about th writing your content.

‘o think everyc Email

1ewbies, a rich I =
*tly? Time to e
Password
ant for SEO a
Forgo@
Login
arich ¢

sult Google shoy
zarching for a g
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| Related keyphrases

Show results for:

Canada - CA

Related keyphrase

statistical methods for quality
improvement

statistical methods for quality
improvement pdf

statistical methods for quality
control and improvement

basic statistics tools for continuous
improvement

® Look through the related keyphrases and select the ‘Add as related keyphrase’ button to the

related key phrases you would like to your sidebar in your Yoast Premium general page.

v Select country

Volume @& Trend &

number of
headers
and
header

Add as related keyphrase

Add as related keyphrase

Add as related keyphrase

Add as related keyphrase

® You can now do your keyword research IN Yoast SEO, how cool is that!? To help you find and use the

most relevant keywords, we integrated the amazing Semrush keyword overview tool into Yoast SEO.

In a few steps, you can get valuable keyphrase insights within the post editor.

e All these steps are found in the linked Youtube tutorial below. How to use the Semrush keyphrase

tool in Yoast SEO

Customize meta data for Google Preview

1. On the Yoast SEO metabox, click on Google preview and the section shown below will

appear. It displays what your post/page.
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Google preview ~

Preview as:

@ Mobile result O Desktop result

(D) statcanbox.com > improvements-to-the-statistics-divisi. ..

provements to the Statistics Division
Website > Prasc Staging
Oct 14, 2021 — Please provide a meta description by

diting the snippet below. If you don’t, Google will try to find
‘Z relevant part of your post to show in the search results.

SEO title Insert variable
Slug

improvements-to-the-statistics-division-website

\Meta description Insert variable

The SEO title displays the site title, the name of the page, a separator, and a tagline. You can change the
appearance of the separator by clicking on Yoast SEO on a sidebar and then clicking on Search
Appearance. In the general page, select the separator you would like to use. In this example, the

separator chosen was “>’.
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Media

General Content Types Media Taxonomies Archives Breadcrumbs RSS
Pages
Comments
M.E. Calendar Title Separator ~

Contact
Choose the symbol to use as your title separator. This will display, for instance, between your post

title and site name. Symbols are shown in the size they'll appear in the search results.
Appearance

Beaver Builder - . . * * ~ « »

Plugins (4

as Users

Tools

All-in-One WP

Migration Homepage & Posts page ~
Settings

You can determine the title and description for the homepage by editing the homepage itself.

[] Shortcodes

a1l iChart
® visualizer Knowledge Graph & Schema.org ~
@A Yoast SEO 1
This data is shown as metadata in your site. It is intended to appear in Google's Knowledge Graph.
e You can be either an organization, or a person.
Search Appearance Choose whether the site represents an organization or a person.
Social Organization v
Tools
Premium Organization
Workouts EEITD Organization name Statcan Box

BEGHETSEY premium ]

" Beaver Addons

Make posts of pages more readable using SEO Analysis

Just below the metadata textarea, click on SEO Analysis. From the list, you can rectify the issues

analyzed and optimize your post or page.
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SEO analysis gives you feedback on how you can optimize your text. It gives you an SEO score and
readability score. SEO score consists of individual assessment and each assessment will give
you a feedback bullet which is either red, green, or orange which forms the SEO score. These bullets will
point you to the areas that need improvement.

o This YouTube video SEO analysis: what does Yoast SEO check? | Yoast SEO for WordPress

explains in detail how to use it. It does a text length check, checks related to your keyphrase,

checks about links, feedback regarding your snippet and the overall SEO score.

® SEO analysis A

Keyphrase synonyms @

Analysis results

~ Problems (6)

Qutbound links: No outbound links appear in this page. Add some!

Internal links: No internal links appear in this page, make sure to add some!

o
@® |mages: No images appear on this page. Add some!
]
o

Keyphrase length: No focus keyphrase was set for this page. Set a keyphrase in order
to calculate your SEQ score.

Meta description length: No meta description has been specified. Search engines will
display copy from the page instead. Make sure to write one!

@ Text length: The text contains 129 words. This is far below the recommended minimum
of 300 words. Add more content.

~ Good results (1)

SEOQ title width: Good job!

—
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The picture below showcases what the SEO score analysis looks like.

Analysis results

~

Problems (8)
Outbound links: No outbound links appear in this page. Add some!
Images: No images appear on this page. Add some!

Internal links: No internal links appear in this page, make sure to add some!

Keyphrase in introduction: Your keyphrase or its synonyms do not appear in the first
paragraph. Make sure the topic is clear immediately.

Keyphrase in SEO title: Not all the words from your keyphrase " tables" appear in &
the SEOQ title. For the best SEQ results write the exact match of your keyphrase in
the SEOQ title, and put the keyphrase at the beginning_ of the title.

Meta description length: No meta description has been specified. Search engines V4
will display copy from the page instead. Make sure to write one!

Keyphrase in subheading: Use more keyphrases or synonyms in your H2 and H3
subheadings!

Text length: The text contains 2 words. This is far below the recommended minimum of
300 words. Add more content.

Improvements (1)

Keyphrase in slug: (Part of) your keyphrase does not appear in the slug. Change &
that!

Considerations (1)

Keyphrase distribution: Include your keyphrase or its synonyms in the text so that we
can check keyphrase distribution.

Good results (3)

Keyphrase length: Good job!

Previously used keyphrase: You've not used this keyphrase before, very good.

SEQ title width: Good job!
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Security

Maintaining a secure site is extremely important; it protects it against hackers and malware. Nothing is
100% secure, so take the time to follow our recommended precautions. For a more detailed
explanation, click here.

WordPress Updates

While WordPress automatically installs minor updates, major updates must be manually updated by
you. The same goes for all your installed plugins.

WY & MoumaanYsgeob W 15 4 New Wl Purge 50 Cache

& Dashboard WordPress Updates

Updates

Last checked on March 1, 2019 a1 640 am.  Check Again

T e You have the latest version of WordPress. Future security updates will be applied automatically.

"—"__J Modia H yous s ko ro-install verassn 5.1, you can do 80 har

.. Pages Rg=install Now

P Comments [ :

Plugins

TA ThirstyAfiiliates

¥our pluging e oll up 1o dabe,

5 WrForms

F¥ Appearanch Themes

i Pluging Weur thamas S6e 88 up 15 4.

Passwords and User Permissions

The most common form of hacking is through stolen passwords. Make sure you set strong and unique
passwords for your website, your hosting site, and your associated email. If you, like most of us, are
worried about forgetting your passwords, we highly recommend using a password manager. Password
managers securely store all your passwords which you can access using one master password. A solid
and free option is “Last Pass” which you can check out here.

Limit the number of people who have admin accounts with your site as this creates greater risk of
hacking. Learn the different user Roles and Capabilities in WordPress and assign them to your staff
accordingly.
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Backups

Backups are a strong line of defence against hackers, they allow you to quickly restore your site if
needed. You must regularly save full-site backups to a remote location, i.e., not your hosting account.
Save a copy to your WordPress account, as well as cloud. At a minimum, we recommend backing up
your site every Friday before finishing your workday.

1. To back-up your site, you must have the All-in-One WP Migration plugin installed and activated.
Mouse over the plugin on the Left Sidebar and select Export.

Appearance

0 o= 0

Users failed attempts in 24 hours lock
(wiew all) (vien

Plugins (&

Tools
ent 0

4 days ago
Import
Dl Backups 4 users
Shortcodes
White IP Access List 1 entry
Folders Settings Black IP Access List 0 entries
Beaver Addons Citadel mode not active

2. Click Export To and select File.

2 EXPORT SITE

Find <text> Replace with <anotner-text> in the database

* Advanced options {click to expand)

( EXPORT TO j—
& 3
N

FTp

DROPBOX
GOOGLE DRIVE

AMAZON $3

BACKBLAZE B2
ONEDRIVE

BOX

MEGA
DIGITALOCEAN
GOOGLE CLOUD
AZURE STORAGE
AMAZON GLACIER
PCLOUD

WEBDAV

53 CLIENT 109




3. Your site will take some time to export.

©

Exporting database...

0% complete
0 records saved

@ STOP EXPORT

4. Onceit’'s complete, click the “Download [title of site]” button and select the location on your
computer for download. We recommend renaming the file to include the date of download.

DOWNLOAD STATSDEMO.COM
SIZE: 71 MB

@ savehs
— v 4 E > ThisPC » Documents v o

Search Documents

Organize v New folder

Manual A Name Date modified Type
= Network Drive (+

#myKEY AM  File folder
= This PC Custom Office Templates M File folder
30 Objects Remote Assistance Logs v File folder
I Desktop

5| Documents

4 Downloads

D Music

&1 Pictures

B videos DOWNLOAD STATSDEMO.COM
&% Windows (C)

- Network Drive (+
~

T pp—
F\\en@.mm_Marthjﬁ_ﬂ)lﬂ )

Save as type: WPRESSTT

~ Hide Folders
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SSL/HTTPS

Security Sockets Layer (or SSL) encrypts data transfer between your site and the user’s browser. Make
sure to purchase an SSL certificate for your site.
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