If you have any questions please contact

Mike Reilly - MReilly@aaca.org - 717-534-2082
Pat Buckley - PBuckley@aaca.org - 717-534-1910

If you choose to contact HIG for help your region will be
charged their hourly rate
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Log In

Er— \

= (= template.aaca.com/wp-iogin. phpredirect_to=hitpK3AK2 PE2Ftemplate.2aca comM2Fwp-admin#2F &reauthe1 - nm Denr0ietag=|

R —————
Step 1: Append “/wp-admin” to the end of your URL.
Ex: http://www.hershey.aaca.com/wp-admin

Step 2: Enter your username and password.
Note: Do not use “Remember Me” unless it is a personal computer/device.

Step 3: Login

% 400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 2
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Your Dashboard

.0%@

Dashboard

Ata Glance

' Log

Mallchimp for WP

o

|
D gmEROiedAmE

Howdy, higwebacrin [l

Quick Draft

WorgPress News

WordFress 4.0 "Benny”

The dashboard is a tool to quickly access the most used areas of your website’s administration and

to provide a glimpse into other areas of the WordPress community. The Dashboard screen presents
information in blocks called modules.

Your Modules:
e Welcome to WordPress
* AtaGlance
e WordPress News
e Activity

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 3
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When you're writing a regular blog entry, you write a post. Posts, in a default setup, appear in
reverse chronological order on your blog's home page.

Adding A Post

You will want to use a post to for your News section. This is great for Press Releases, and Upcoming
Event write-ups.

There are multiple ways to get the same results.

Dasbaard | Tamplate 5

€ 9 ¢ | tempateaaca.com/wp-admin agB Lo Oiet A=

et
Easy Media Galery Quick Draft
User

Title

What's on your mind?

Activity

WargPress News
Recently Published

Comments

Al Pending (0] | Approved | Span Tash

Easy Media Gallery

MatChimp for WP

Step 1 (F:1): Hover over “+ New” and then on “Post”.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 4
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Howdy, higmebadrmin [l

Dashboard

AN IMPIOVernent o permisions handing 5¢ Vi PETESONS > Semngs > Core > Permisske

Quick Draft

Activity
£ WP Siider

Recently Published
& Appearance Ay 15th, 7:46 Hello world

K Plgins Comments

> Toals =
Al Perging (0] | Approved | Spar Tash

§ Sewngs

£ Media Settings Easy Media Gallery

™ S0

? Logo Sider

MatChimp for WP

Step 2 (F:2): Hover over Posts in the dashboard and click on “New Post”.

Puats « Teruplate Site -

[ € 5 & [0 nmplsreasca.compwp-aninjed.ph TR POt am=
F MyStes 4 Te sE0 Howdy, hgwebacimin [l
# Dashboard
A Pous Fests
ates AUl SEO Scores =}
3 8 s ot SEO EQ Tite Meta D Foous KW
bad ° ol wk - T
Sto
Q) Medla ‘. e
Categores Tags L J Date SEQ SEO Tile Meta Desc. Foous KW

Pages

o Easy Meda

£ WP Sider

 Appearance

% Plgins

Step 3 (F:3): Or Click on Posts and then click “Add New” at the top of the page.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 5
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Adding a News Post

Use a post to add a new News Post to your News Page.

crhe WE LB TCiNE ARE

yShes 4§ Template Site + New SEO Howdy, hgmebacimin [l

# Dashooard Add New Post

A Poss Enter title here g Publish
A Poess
. Save D131
e F:5
Catagori o vl T T semsorah
®

WordPress SEO by Yoast

General  Page Analys

Sripper Pravien - Template Site
e, aaca cami

F:8

Step 1 (F:4): Create a New Post.
Step 2 (F:5): Add a title that describes where/what the image pertains to.

Step 3 (F:6): Add a description of what the image is about.
This will only show up once the user has clicked on the homepage slider image.
If you have questions with adding content please refer to the Adding Content section.

Step 4 (F:7): Choose which category your post applies to (ex: News will go to the News section). All
of your posts will go to the News page no matter what the category is. Setting up a category will
allow your users to find like information easier. For example if you have an event that happens
more than once you may want a category with the name of that event.

A Parent Category is a simply way to organize your info. Say under News you would like to have a
category of Press Releases you will change -Parent Category- to News and it will appear under the
News section as -Press Release.

To add a new category simply click on the +Add New Category, type the name of the category you
would like to create, choose a parent category, or leave it as a top level category, and click Add
New Category button.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 6
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Step 5 (F:8): Scroll down, on the right hand side of the site, click Set featured image.

A New Paet « Temalaie

) - L
€3 Il ) template avca comfwp-admin/post-newphp LR POiagaAmME

ATTACHMENT DISFLAY SETTINGS

Jgment Nerw. §

Madiz Filo

Step 6 (F:9): Drag and Drop your new image into the media library, or choose an image already
added to the media library.

Step 7 (F:10): Click Set featured image.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 7
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Vomplate socs SorRIND-SARIS pob AN LR OieAmME

£0 Howdy, higmebadrmin [l

F:12

WordPress SEO by Yoast Tazs

General  Psge Anolysis Advanced  Sodhl

Sripoe Praview - Template Site F & 1 1
e, aaca camit

Focus uyward

Featured Image

& HIGHER
g INFORMATION
et Description § ] GROUP

The seta description wil be limited to 156 chars. chars left

Press Permmit Settings

emable custom prrmissiors for Fosts

Step 8 (F:11): Check to make sure the featured image is set. You will see a thumbnail of the image
and the “Set featured image” will now read, “Remove featured image”.

You will want to set a featured image if you want an image associated with this post to show to the
right hand side when all of your posts are listed on the news page.

Step 9 (F:12): Now you will want to scroll back to the top and click Publish.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 8
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Adding Events to Calendar

Casbbaard | Tamplate 5

I R

Houwdy, hignebadimin [l

« <

tempiate 3aca.com/wp-ac

Dashboard

AtaGlance

B Page:
Easy Meda
¥ Comments
% Contact
£ WP Siider

> Appesranc Comments

K Plgine

Nl Pending Approved | Span Trash

Easy Medla Gallery

' Log

MatChimp for WP

£ Dashboard

+ Poss
O Everts

Al Post Date Event date/time SE0 SEOTive Meta Desc. Focus KXW

Post Date Event date/time €0 SEQ Titke Meta Desc. Focus KW

Media Settings

™ s:0
! Logo Sider

) MaIChimp for WP

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 9
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Howdy, higwebadmin [l

Dashboarcii# F:15 v O

AtaGlance

Quick Draft
Title

What's on your mind?

Easy Media
¥ Comments
Recantly Pubished
Mey 15th, 746 pm Hete werfd
® Appesiance Comments

& Phgine Frim Ananyres on Hella wark #

o

L tervirane 5363, Com w30

Step 3 (F:15): Hover over “+New” click “Events”.

Add New Evemt | Tempta

€ - C [ temphate.saca.com/wp-acmin/post-new.phplpast_type=aliec_cvent 0 gR LB 70 L9t A=

P MyStes § Tem

R Add New Event

Enter title here * F: 1 6 Publisn

Event Detals

© EVENT DATE AND TIME

Event Categories

+ Add New Categary

Event Tags
Ad
Q) Add Modia Gt
B I «“ e a = = :_: e Som the mast vied gs
Parag Us A o N9 E o
Featured Image
Setfeatursd imags
! Logo Sider
y MalChimp for WP
K tingiane;adtd com v o0t A AW SBPOEE B LS and-ace- B

Step 4 (F:16): Enter in your Title.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 10
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s 4§ Template + New SEO Howdy, higwebadmin [l
Add New Event
Enter title here Publish

F:A7

Event Detalls

Event Tags

Featured Image

Setfeatured image

Step 5 (F:17): Add your Event Details by setting the start date and time.

When setting the start time, click on the drop down box, and use military time. Example if your
event is at 6:00pm it will be at 18:00. The start time will show up as 6:00pm for your users.

Some more options for picking the date and time:
* Ifyou choose the checkbox “No End Time” it will leave out a specific time for the event to
end.
* Ifyou choose an “All-day event” it will only allow you to pick the start date.
* Ifyou have an event lasting more than one day, you can pick a range of days.

Use the Exclude Checkbox to choose dates that the event does not fall on.
Optional Details:

You may fill in the Event Location, Event Cost and Tickets, and Contact information but this is not
required for every event.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 11
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Howdy, higmebadmin [l
Add New Event

Enter title here Publish

Event Detalls

© EVENT DATE AND TIME

Event Categories

F:18 . v agnea | Moot Uned

+ Add New Categary

Event Tags

F:19 S

Featured Image

et featured image

Step 6 (F:18): Choose the category that your event would be under.
The Category will help your user filter through the information that they want to find. You may
want to set up you own categories for things such as Car Shows or Events At AACA.

Step 7 (F:19): Write in the description of the event, and any event details you would like to
reiterate into the text editor.

Step 8 (F:20): Click Update/Publish, this button will change to update once it has been published.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 12
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Adding Media

Media consists of the images, video, recordings, and files that you upload and use in your website.
Media is typically uploaded and inserted into the content when writing a Post or writing a Page.

The Media Library Screen allows you to edit, view, and delete Media previously uploaded to your
website. Multiple Media objects can be selected for deletion. Search and filtering ability is also

provided to allow you to find the desired Media.

Step 1: Get to the New Media Upload Screen.
There are multiple ways to get to the upload a new image screen.

I T R

(F:21) Hover over “+ New” and then on “Media”.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 13
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Howdy, higmebadrmin [l

Dashboard

AtaGlance Quick Draft
1Past 16 Pages the
# Posts 1 nant
Pages owed B aed

Comments
WardPress News
wact

WordPress 4.0 Berny

£ WP Siider

& Appearance

K Plgine

3 Per

/- Tools

5 Secings Easy Media Gallery

£ Media Settings

© S0
? Logo Sider

MatChimp for WP

(F:22) Hover over Media in the dashboard and click on “New Media”.
‘ ;’-Z;i.:{.; Tomptatn - %

P MyShes # Te

dE LB Ci N AR

Houwdy, hgnebadimin [l

template.2aca.com/wp-admin/upload.phg

& Oashboard Media Library aesnew

F:23

+ Posts

B euksde  Mimedagag

£ | HIGHER
%‘ INFORMA’
| GROUP

Fasy Media

¥ Comments

WP Slides

# Appearance

K Phugins

5 Permissions
/ Tools

[ Settings

s MatChimp for WP

o

(F:23) Or Click on Media and then click “Add New” at the top of the page.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 14
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Add New Page

Enter title here Publish

£ WP Siider Pags Attributes

& Appearance Parent

K Plgine (no parent)

/- Tools

Orcer
§ Sewngs
£ Media Settings WordPress SEO by Yoast
Neod he upper
nghtafy

™ S0

’ Logo Sider Srippet Preview - Template Site

- Featured Image

MatChimp for WP

Setiesturedimage

The seta description wil be limited to 156 chars, chars left

Step 2 (F:24): If you are in a page already you may click on “Add New” at the top of the page and a
pop up box will appear without ever taking you off the page. For more info see Page 13 Adding Media

Flats

Madia Lisrary

\e— € | template.aaca.com/wp-acmin/upload.php gR LR NCigtA@E
# Templat [ 4 0 Howdy, higwebadimn [l
# Dashboard Media Library e« new
B euksdea  Alimedarems $  Aldxes
X
Drop files anywhere to upload
Select Fles
Easy Meda Marimim Lpisad file s20

¥ Comments

$ iP Sider £ | HIGHER
E| S
P Aopeirarcs [ F:26

K Phgins

F:25

Step 3 (F:25): Drag and Drop your image or PDF’s into the outlined box, or click on “Select Files” (F:26).

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 15
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Creating a New Pages

Pages are for content such as "About”, “Contact”, etc. Pages live outside of the normal blog
chronology, and are often used to present timeless information about yourself or your site --
information that is always applicable. You can use Pages to organize and manage any content.

In general, Pages are very similar to Posts in that they both have Titles and Content and can use
your WordPress Theme templates files to maintain a consistent look throughout your site. Pages,
though, have several key distinctions that make them quite different from Posts.

What Pages Are:

Pages are for content that is less time-dependent than Posts.

Pages can be organized into pages and subpages.

Pages can use different Page Templates, which can include Template Files, Template

Tags and other PHP code.

Pages may have a more complex array of readily available display adjustments when using
sophisticated Themes with extensive customization.

In essence, Pages are for non-blog content. It is possible to remove all or most Posts from a
WordPress installation, and thus to create a standard non-blog website.

Step 1: Create a new page. There are multiple ways to get the same results.

Dasbaard | Tamplate 5

dE LSO e AEE

Houwdy, hignebadimin [l

£ WP Slider

& Appearance

omments

K Plgine

& Users

i, Penmissions

/ Tools

§ Sewings

£ Media Settings

Easy Medla Gallery

? Logo Sider

MatChimp for WP

(F:27): Hover over “+ New” and then on “Page”.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112
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Dasbaard | Tamplate 5

o dD LB O M=

F MyStes @4 Temy 3 lew SEO Howdy, higwebadmn [l

® Distbard Dashboard

<« S template.aaca.com/wp-admin/in

AtaGlance Quick Draft
Title

an veur mind?

F:28
B

Activity

WardPress News

Recently Pubished
Mzy 15th, 7:46 pm Hete werld
Comments

& Appearance

& Plgine Frim Anonymeis on Hello warkd #

Easy Media Gallery

MatChimp for WP

o

L 04208 33 3.0 w304 DSE- P 50

(F:28): Hover over Pages in the dashboard and click on “New Page”.

Page < Tervgrte S48

« <

template.2aca.com/wp-admin/eda. phplpost_type=-page

Houwdy, hignebadimin [l

# Dashooard Pages s new

4 Posts Al

Published

Events SukActians  $ All SEO Scares 3
) Media Author v Date SEO SEO Title Meta Desc. Focws KW
B Pages he —> lawebadrri 20 B " o
[
Al Pages
et o About | Template Sit + ice Aot
Easy Meda Edit Quick Edit Py
AWPCP igwebad i 20 ° AWP an
ct A
£ WP Sikder
— Browse Ads O L Browss A emglate
> Appearance P
& Plgine
Srowse Categories 2 ° Brow ol
[y
— Cancel Payment ° Tedmp

- Edit Ad 20 3 Edit Ad - Termplate St
S
Payment Thank You 2014/0820 ° Payrment Thank You - Template Site
MatChimp for WP Puabiishe
o
— Place Ad L] Puce Ad - Tamplate Site
Renew Ad © Renew Ad - Template
— Reply Ta Ad

(F:29): Clicking on Pages and then clicking “Add New” at the top of the page.
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Adding Content

A Add New Page « Templ

- b3

template_2aca.com/wp-acmin

new.ph

a
MyStes 4§ TemplasteSite 8 New SEO
o] Add New Page
Posts. .,
= Enter title here
Bvents
Media F . 3 0
Q; ada wesia | . iy
8 Pages axt IHTML
b o | = = w
Add New
Easy Meda
Comments
o
WP Slider
word cuunt 0
WordPress SEO by Yoast
Media Settings 7
Coonal | B reais. Advamoatl Sokb

SEO

- Template Site

trelate anca com!

Srippet Praview
Logo

MatChimp fo

Focus Kurywerd

SE0 Tk

Mata Descrigtion:

Add New Page « Templ

template.2aca.com/wp-admin,

« ¢ new.ph ]
b My Shes Template Site New SEO
A Add New Page
Enter title here
Seqmainic br amif3-2) tit
Q) 4dd mecia | B Vil Tt (HTML

]

y {6 €t Morti cnsseindo, irsunt s phurver: gravidi, 0r sigs aces neqoe, 4 pabine ofio ke nos 1 sit ot eniot, Suspesdisse i1 velit e Tgul volutges
quis vedir. Nulli fsifai. Nulls libero, Vivamus phantrs posuire sapices. Nu consectoriuer, Sof a3quass, Uune ezt cu coepes, loctus e ulliescoepar ond, fersseatum bbestua eulim
. Massinas Vitas nula consequas [Beeo cisos venesatis. Nua mages enim, gesgms e s sed, agdit 4, eros.
za
WP Slider NCUS Ceninre, eut el consecteniier erst, id egestas pade ik eget o0, Proin tinddunt, velll vel porte decentum, ssgnz diss midestie sspies, noe

et saes sit anes igeda viverrs gravide. Eviam velileuls urna wé turps. Suapendie ginis ante & urna.

Appearance
Phygins
Users

F:31

Ward cour:

DAl sarved 3t 23939 pon

Seaings

Media Settin WordPress SEO by Yoast

General Psge Anolysis Advanced Sochl

- Template Site

tapiate anc cond/

Srippet Praview
MatChimp for WP

Focus Kuyward

The seta description wil be limited to 156 chars, chars left

Step 2 (F:31): Add in your Content into the text editor.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112
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More ta Trash
Page Attributes
Parent

(no parent) ]
Tamplace

Defaut Template &

Neod hep?
right. of your scn

e Holp tab in the upper
n.

Featured Image

Setfegtured itnage

Publish

Pressew

Save Dralt

¥ Scotus: Draft Eclt. Customize

® Visihimy: Public Edlt

[N

Moxe ta Trash

Page Attributes
Parent
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Tumplace

Defaut Template &
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Featured Image
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Add New Page « Templs:

- & template.aaca.com,

b Add New Page

Enter title here

Permadiniic bripi//templote. aacs.comiT3-2) Gt

Q) ada Meia | B

£ WP Siider Heading 1 L

Heading 2 Al

> Appearance Parent
Heading 3

(no parent)
Ueading 4

& Plgine

Menting s

Wi Cour Y58

WordPress SEO by Yoast

Nood hefp? Uze the Holp tab in the upper
General Psge Analysis Advanced  Soch! rght. af your screen.

Srippet Proview - Template Site
MatChimp for WP tplite. aaca com/ Featured Image
Setfegtured image
Focua ayward
SE0
peta Descrot o

The seta description wil be limited to 156 chars, chars left

(F:32)Format the text by clicking on the format drop down.

You can select:

¢ Format - Unformatted Text

e Paragraph - Use to write the body text

e Address - Italicize the information

* Headings1-6

0 Header 1 - Title of the page

Header 2 - Section header of Title
Header 3 - Section header of the Header 2
Header 4 - Section header of the Header 3
Header 5 - Section header of the Header 4
Header 6 - Section header of the Header 5

O OO O0OOo

Note: Using these header tags correctly will help increase Search Engine Optimization.
There are two ways to add in your content.
1. Type in the copy.

2. Copy and Paste from Word document, or Text Editor. Note you are going to need to adjust
the formatting.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 19
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Adding/Updating Links

Add New Page « Templats

&= S template 2aca.col

Add New Page

Enter title here

Permasinic brip:/te

e / Visual  Tesa T
-z =zlp=@ P

£ WP Siider

50, Proln tincidant, veit vel pocsa decneatum, magna dise moiestio saples, nos Page Attributes
7 Suspendisse sayits sume s urne

F:34 & F:35 / e

Defaut Templace &

* Appearance

DYl sases 3 23939 i Orcier
WordPress SEO by Yoast B

Neod heip? Uize the Holp tab in th upper
Genersl PsgeAnciys Adwanced Sods

right of your screen.

Srippet Proview - Template Site

wnplate. aaca com/ Featured Image

Setfegtured imnage

oywerd
SEO Tk
reta Descroti

The seta description wil be limited to 156 chars chars lef:

Step 1 (F:33): Go into your text area.

Step 2 (F:34): Type what the link should be read as.
Ex: View our updated policy.

Step 3 (F:35): Highlight the text for the link.

Step 4 (F:36): Click on the Chain Link.

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 20
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) - L
[y o ——— RO OCiNtA@E

Insert/edit link

AL hitpd www.yoururihere.com

Step 5 (F:37): Add the URL.

Step 6 (F:38): (Optional) - Title. It's supposed to provide additional / advisory information
(expand on the meaning of the link).

Step 7 (F:39): (Optional) - Check the box Open link in a new window/tab.
**Note: If you are adding an internal page you can search for the page and attach without

needing the URL.

Step 8 (F:40): Click Add Link.
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Add New Page « Templats « |

- < template.2aca.com/wp-admin/post

[P ———]

Add New Page

Enter title here Publish

Permadiniic bripi//templote. aacs.comiT3-2) Gt

3] Media

Q; add Meatia | W
8 Pages

Visual  Text (HTML

& omp
<
D

N st amet enlat, Suspoadisse i velit vitae Tgula volutget

etus e ullescoepar on, ferseatum Sbestim ealm
Contact

Quiaie fax]

Cras gravids, diam sit arvet rhoncus cenar, ecat ol consecretuer erat, Id agestan pade nfb eget oo, Proin tincidant, velit vl poria deenentum, reagna i meestie s2ples, nos
aliquet massa pe i uim et il tristique Taclisls, Dones et sem sit aner ligela viverr
> Appearance

Page Attributes

» gravide Exsam velicule urna ved mepis, Suspeodisse sals ante § ume,
Parene
\ E:44 ==

Tampice

Defaut Templace &

Savrg Dran, Order
WordPress SEO by Yoast -
Neod heip? Uize the Holp tab in th upper

General  Psge Anolsis Advanced Sodl nght of your screen,

Srippet Proview - Template Site

MatChimp for WP tuplate ance comd/ Featured Image
e Setfegtured image

Focus Keywerd
EO T

taeta Description

The seta description wil be limited to 156 chars, chars left

Step 9 (F:41): You can tell that the link is active by the text in blue.

Step 10 (F:42): Click Update/Publish.
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Adding Images

Add New Page « Templats

&= S template 2aca.col phplpast_type«page

Add New Page

Enter title here Publish

Visual  Tex (HTML
£ WP Sikder Page Attributes
> Appearance Parent
& Plgine (o parent)
Tamplace
Defaut Templaze $
o Orcier
WordPress SEO by Yoast =
Neod heip? Uize the Holp tab in th upper
Gentral | PogeAnclysin Advanced Sodel nght af your sereen.
Srippet Proview - Template Site
wnplate. aaca com/ Featured Image
Setfeatured imsge
ryward
EQ Tioe:
peta Deseroto

The seta description wil be limited to 156 chars chars lef:

Step 1 (F:43): Click “Add Media” button.

Note: You can also add images before you even start creating your page. For more information
please refer to page 13.
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Insert Media

ez Media Library

) | HIGHER
INFORMA
| GROUP

HIG, 15291080, p

Step 2 (F:44): Drag and Drop your images, or files into the media screen to be uploaded.

Note: If you do not like to drag and drop simply click “Upload Files” to the left of Media Library and
click “Select”. A dropdown box will allow you to select what files to upload.
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Step 3 (F:45): Choose what file you want to be uploaded.
Most cases the image or file you just uploaded will already be selected for you.

Step 4 (F:46): Fill in the title, caption (optional), alt text, and description (optional).

Note: We recommend filling in the Alt Text at the least. This is what screen readers use to read what
the image is to the visually impaired.

Step 5 (F:47): Choose how you want the image to be displayed through the dropdown menu
associated with the “Alignment” title.
Your drop-down choices in the alighment title:

* Left - Image displayed to the left, text to the right

* Right - Image displayed to the right, text to the left.

* None - Image displayed to the left with text above and below image.

* Center - Image displayed in the center of the page, with text above and below image.

Step 6 (F:48): Choose the size of your image. Depending on the size of your original image the
dimensions of your images may vary.

¢ Thumbnail will always be 150px (pixels) by 150px

* Medium will most likely be 300px by 300px

* Sometimes a large version is available

400 North Blue Ribbon Avenue, Harrisburg, PA 17112 Page: 25
B L 1.800.564.7002  717.652.3310 | www.higherinfogroup.com



WEB DESIGN &
DEVELOPMENT

*  You will always have the Full Image option that is the original size of the image
Step 7 (F:49): Click on the button “Set Image” or “Insert into Page”.

Step 8 (F:50): Review the placement of the image.

Changing the Position of a Placed Image

Add New Page « Templa:

b . template 2aca.co new.|

Add New Page

Enter title here Publish

Permadinic bripi//lemplote. aocs comiT3-2) Gin | View Page

Q) Media

8 Pages

Q) add metia | B

Add New
Easy Meca

¥ Commenrts

% Contact

£ WP Sikder

* Appearance

Defaut Template &

Order
WordPress SEO by Yoast

Neod hefp? Use the Help tab in the upper
General | PogeAnciysis Advanced Sodl propmileoda
? Logo Sider
» Srigpet Preview - Template Site
MatiChimp for WP tplate. aaca cand/ Featured Image

Setfegtured itnage

The seta description wil be limited to 156 chars, chars left

Step 1 (F:51): Click on the image. This will make a picture symbol appear in the left hand corner,
when you over the image.
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INFORMATION

HIGHER
B L | GrROUP

Step 2 (F:52): Change the position of the image.

* Left - Image displayed to the left, text to the right

* Right - Image displayed to the right, text to the left.

* None - Image displayed to the left with text above and below image.

* Center - Image displayed in the center of the page, with text above and below image.

Step 3 (F:53): You can change the size of the image by the percentage on the left side.

Step 4 (F:54): Edit the Alternate Text, Caption, or the link associated with it. You may add a new
link to have the image take your user to a different page if you would like.

Step 5 (F:55): Click Update button.
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Add New Page

Enter titie here

Sermainic brip:itermpiote. an:

/Bt | View Page
%) Modia
Q) Add Media -
B Pages -
BT “
Porsgragh v U W A o
Add New
Easy Meda do, | s phiasvers gravili, ons sk Mhoucs neque, G pubiive odio koo
lla ibero. Vivasmus phantes pesu ? extetuce. Sok

A ailarnocimer, foat

bero cursus venesatis, )

G WP Slider it 4T ALt PMnes cenk

ennt elit cosecse

 dlquet micsa pede o dison, Aliquas lacalis. Passe ot fpeam et nulls tristique fieiliads, Doves et ses st
urpiks Susgendises SREIE R1EA U,

* Appearance

& Pugine

Penmiss

F Tools

5l Seaings

WordPress SEO by Yoast
3 Media Setting:

General Page Anayms Advarced Socal

Seippet Preview - Template Site

trelats. anca comil
Foos Keyword

560 Tt

Wista Desc gt

The seta description will be fimited 1o 156 chars, chars lefl.

Step 6 (F:56): Click Update /Publish to save the Page.
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gz enim, gocmsn e, hlandit sed, biyndit a, ers.

Eroin tincidun, vt v
gl viversa gravida. Exiam vebicula

nane allasscorper ored, formeny

nom rurpls. NoBiam df @t enli. Saspesdisse i velit vitae Yguls volutper

dbeadie anlm

F:56

HIGHER
INFORMATION
GROUP

Draft siupd 3t 24200 pm.

Publish

Save Dralt Predow
¥ Status: Draft Ecit. Customize

= Vishiy: Public Egit

1 Pusiish immediately Eds

Hemoye from ¥

gocs cache

Page Attributes

pacant
tno parent) ’
Tompilace
Defaur Template 4
Orter
Need heip? Use the Help ta In the uppes
right of your scrmen.

Featured Image

Setleatured i
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Adding Tables

Ad New Page « Templ

« <

template_3aca.com/wp-admin,

MyShes 4 TemplateSite Ot @

shboard Enter title here

+ Posts Pormalinkc ami127:24 | ~
s lle v Edite insen > View Formats Table v Took
§ Pages B I & - - T v
Paagraph + = = 9§ BB O 0O :m .o

Licem fpeum dolor sit amee, consecterure adipiscing elit Marstc

odo, (psum sod pharvera gravida, ond magya rhoncus neqoe
m et volutpat. Sed quls velit, Nulla facitist, Nulla libero. Vivamus p
oettitor ligala s dridor. Maeoemas vits

Jorem nom tueple. Neilam st amet enim, Suspeadisse 4 velit vitae fgals volutpat

anvtra posuiero sapten. Nam consectotuer, Sed aliqu

el ooneequat libero cirvs veenatis. Nam magna enim, socomsan eu, blandit sed, blandit a, eros.

Contact

Heading 2

=

WP Siider

Quisqos faclisls crat o o

HIGHER e
INFORMATION **
GROU Top 10 Cars in America

. Nutn salesusda armare delor. Cres puvida, Sam ol amet ¢ ut el somsstiteer o

reclestic sapien, nan aliguet massa pado en dam. A¥quam

1, i epestis
Daee eget sem sit amet ligels viverra gravids, &

pete nibh ozt odio. Proi tiseids

£, veln vl

Appearance

[sbder Id='r24' naume="Top 10 Cars In America’ sive="full]

Tools

Settiny

Media Settings
SEO

Logo Sider

y Maic

WordPress SEO by Yoast

Ganeral

Srippet Praview - Template Site
tomgiat
e b 3 0. Morts commexio,
phar aniar oS0 borum NG 8.

Step 1 (F:57): Click the button to add a table.

Add New Page « Temgl

« [}

template.2aca.com/wp new.ph
Templat ite L New SEO
Enter title here
v berp asca.com27.20 | §

) Add Meds =

Flle v Edit v Format » Table v Took » F - 58

B I &« v v e =

Parag . - § B RO = 8 insert tatile

Lovem ipsum dolor sit amue, consecteruee adipiscing elit. Ma s neque, M pubvinar ndio Jorem non tueple. Nallam st amet enim, Suspeadisse ¥ velit vitae gala voltpat

comdimentum, Aliguam erat volpat. Sed qfs velit. Nulls fo ? sllamcomes, Iectys mne ullameoeper orct, fermontum B

nibd cpst ipstm. Donec porttitor ligala s dnlor. Maeomas v

cel B

Heading 2 E

WP Siider ng
Row .
Quisque fuclisis ¢ ILAL) 1, i st pedo nibh ot ol ¥ sux, veli v p
Appearance HIGHER clomentum, magr  Columw » 2%10 fisiz. Danee eget sem sit amet Hgals viverra gravida. Etiam w
urna vl tarpis. §
e % INFORMATION Th -
i GROU

Top 10 Cars in America
Users ? A
[sbider id=":24' name:

op 20 Cars In America’ sie="full]

Tools

Settings

Media Settings

SE
Logo Sider

s MaiC

WordPress SEO by Yoast

General Page Analysis Advnced Soda

- Template Site
tompiate. 553 COf

Srippet Preview

Draft sued t 204

)

nune eget oxtsmod sllsmeopes, lectys mne ullameocper arcl, bermentum bibesdum enim

et

s

Publish

Save Draft

P Stas: Deatt E

® Yisbiey: Public Lot

ish immediately £z

® SEO:NA

Remeue
Mense

Page Attributes
Parent

(o parent) :
Tempiate

Defauk Template £

Ordar

N

fight of your scroen.

8 M7 Use the Hely Lo i the upper

Featured Image

Satfeatured image

Houdy, hignebadimin [l
Publish
Save Oraft Prevew

? Sxaws: Deaft EQL C

= Wisbiey: Public Lot

& Publish immediately Ed&

Winrlence cathe

Teash

Page Attributes
Parerm
tno parent) $

Template

Defauk Tempiate
Ordar

D7 Use 1he Hel tad in tre upper

Need

fight of your screen.

Featured Image

Sat featured image

Step 2 (F:58): Choose how many rows and columns your table needs by hovering over the cells.
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Don’t worry you can always add or delete the rows and columns.

Add New Page < Templats < - Templam See

DTeNOiwgamo=

« € | template.aaca.col e« page

Flle v Edit~ insem > Viewv Format~ Tablea Took

EE insert table (B! F_sg
Table properties k =
dimeand r 2 rhonces

Delete table
Jocem nom tueple. Nalam sit et

WP Silder

Qui

Q arent
clementum, magra diam rolestic s in

s apsir, oot ellt sorsseteruer cout, I eyt seste nilih caet odio. Profe thekiss, velli vl posta P

> Appearance HIGHER i ” 1. ¥ et fpsum et e Danee apetsem st zoet
S % INFORMATIQN oo i dupmndismgiiay (no parent)
X a GROUP Top 10 Cars in Ameri ——

[alider d='r24' name="Top 10 Cas In America' sive="ull] Defauk Tempiate £

t Chavrolet Carvette

S
R
+ v F:58 - 1
-
T bl
5SS
g
Featured Image
R
e

Satfratured image
10 Ferd Thunderbird

Draft sanved 3t 211:99 pr,

How to add/remove columns and rows.
1. Click on Table.
2. Hover over Row or Column.
3. Choose any of the options: Insert Row/Column before, Insert Row/Column After,
or Delete Row/Column.
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Step 3 (F:59): Click “Table Properties”.
Step 4 (F:60): Add 5 into Cell Padding.
Step 5 (F:61): Add 1 into border if you would like to have your table be outlined.

Step 6 (F:62): (Optional) Check Caption if you would like to have a Title above your table. You
could alternatively use an H2 or H3 depending on your placement in the text.

Step 7 (F:63): (Optional) Table Properties Advanced tab you can add in a border color and
background color by clicking into the empty field. A color guide will appear to help you choose a

color. Alternatively, you can add in a custom style if you know how to write CSS.

Step 8 (F:64): Update your page.
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Adding Page Attributes

Parent Page

This creates a subpage within your Pages, creating a hierarchy of pages. An example of this is
Schools would have the subpages of High School, Middle School, and Elementary School under the
parent page of “Schools”.

£t Page « Temelste i .

menage-? LR OiNgaMO =

<« L template.2aca.com/wp-admin/post. p

My Szes C 1 9

# Dashboard Edit Page ssew
¢ Posts Page updated. View page
Test Page e
eikc hpu/teerglate.aazs comMest pagns BBt VewPage | Gee Shaasnk Sz

¥ Satus: Published £t C

WP Siider
® SEO:N/AChack

Remoywe Fom Wiordleoce Zathe
Mowe to Trash
Heading 2

2, velitvel porta
wvada. Etfam vehicola Page Attributes

isis ceat & dud. Nam malesuada amare delor. Cres gravida, dam ait amet rhoecos amare, ceat elit sonasctosser ceat,id egestas peda nibh ozt odi. Proin tie
g dlam cealestie saplen, non aliquet masse pede: ey diam. Aliam (aculis. Fusce et {psum et zula trieiger facilisis. Dunec eget sem sit amet ligal viverr

wrpiv. Suspeodisse sEENs ante 2 uma.

HIGHER e
/ 5 | INFORMATION parenn
o Grasr F:65 e
£ Media Settings
Tempise

De
Deaft e at 50520 prn. Laik 00K by DGWADSES orear 1 x
Orer
WordPress SEO by Yoast 0
Ge o Nee the uppH
s

Srippat Preview Test Page - Template Site
s 32:3 comiteet papa) vy Featured Image

Sat foatured imags

(F:65) To select a Parent Page click onto “Parent” and a drop down will appear
Click on the Page that you would like your page to be associated with
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Page Template
Templat Howdy, higwebadmn [l

Edit Page asdnew

) Media Test Page Publish

8 Pages

Al Pages

£ WP Siider

Heading 2
Quisqos facilisis crat  dud. Nam malesuada amsare delar. Cras gravida, dam sit amit rheecos amare, ceat elit sanassteeser coat, i egestas peda nibh oget odin. Proin tizeidure, velit vel porta
dlam cxalestie sapien, non aliquet masse pede eu diam, Aligram aculis. Fusce et {psum et ulla triseiqer faciliss. Duner eget sem stt amet ligale viverra gravids. Efem vehlesla

pzadisse Sagktis ante 3 uma

HER um
INFORMATION "™

% HIGHE
E GROUP

tings

WordPress SEO by Yoast 0
General Page Anahsis Advinced Soc Nee e Help L In the upper
o
Sreppet Preview Test Page - Template Site

Featured Image

st papa/

4 noque, 2 pubinar i Lo o
Sat foatured imags

(F:66) This allows you to set the page to follow a certain template. In most cases you will want the
default template because the Homepage is already created for you.

Your Options:
* Default Template - Sidebar on the right of the page
* Home Page - No Sidebar; the content fills the entire page. This should be you homepage.
¢ INDEX - Sets up a page that you will need to edit the information in the Appearance tab

under Elisum Homepage Options.
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Page Order

T .
. , R eOiegamo=
Howdy, higwebadmin [l

&= & template 2aca.co

§ o+ New
Edit Page asunew
Publish

) Media
8 Pages
All Pages

WP Siider

Sroon Vinrilunce cathe

Mowe 1o Trash

Heading 2
Quisqos facilisis crat  dud. Nam malesuada amsare delar. Cras gravida, dam sit amit rheecos amare, ceat elit sanassteeser coat, i egestas peda nibh oget odin. Proin tizeidure, velit vel porta
HIGHER diam realestie sapien, non aliquet masse pede: eu dam. Allgsam (aculis. Fusce et {psum et oulla tristiqee facilsts. Duner eget sem sit amet ligalz viverra gravida. Etiam vehicnla Page Attributes
um pzadisse syEtis ante a uma
% INFORMATION Parent
E GROUP
(o parent]

E67, ||

pra Defauk Template &
18 Draft e 3t 50520 D, Laik 080d) by DGweOSEI on Soptameer 10, 2014
Order
’

Werd count 169

WordPress SEO by Yoast

General Page Aaysis Adunced 505 Nee the upp
righe

Test Page - Template Site
Featured Image

Srippat Preview
st

1. Morts commento, qrmm s
Sat foaturad imags

(F:67) Pages will appear in order starting with 0. The default way to organize your pages is via
alphabetical order. This will override alphabetical order with the page order that you set.

This will show up on the side navigation on the interior pages in the order selected as well.

Page: 34
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©@

Comments

This is a section to check the comments that have been written on your website. We disable
comments by default. If you would like to have your comments enabled please contact any HIG Web
Team member. Our contact information can be found on the last page of this manual.

Once comments are enabled follow this step.

LR OiagaAmME

Howdy, higmebadrmin [l

& WP Siider
L] TebiePress
2 Appesrance
& Plugins

- Users

J Permissions

/ Tools

% Settings

& Media Sectings

' Logo Sider
s MalChimp for WP

o

(F:68) When a comment is written on any part of your website it will appear in the comments
section. No comment will be shown on the website until you go in and approve the comment.

Your options for comments are:

* Approve - Allows comment to appear under the post or page, if comments are allowed on
the section.

* Spam - Comments that are marked, as spam will be held in your database to educate
"intelligent" anti-spam plugins, can safely recover or permanently delete any comments
marked as spam.

e Trash - Deletes the comment; removes from WordPress.
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Contact Forms

This section will allow you to create contact forms that you can place on any page.

Step 1: Add A New Contact Form.

dB LB Ci N AR

Howdy, higmebadmin [l

Casbaard | Tamplate 511«

« c template.aaca.com/wp-acmin/index.php

Dashboard

Quick Draft

AtaGlance

Comments

©) 50

Logo Sider

3 MaiChimp for WP

(F:69) Hover over “Contact” click on “Add New”.
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st Contact Form | e

€ - G | tempiateaca.com/wp-admin/admin.phelpage-wpc? gR LR NCigtAfE

P MyStes 4§ Tem

£ Dashboard

Get Startad Did You Know?

act Foem 7 Spam Filtering with Akismet

Selecrable Recplent with Pipes

Tracking with Gacgle Analyties

Tite Shartcode Authee Date

Titke Shortcoda Authoe Daie

T Settings

4% Media Settings

3 MaiChimp for WP

(F:70) Click on “Contact”, then click on “Add New” on the sidebar or at the top of the page.

Add New Contact Form

€ - C ) tempate.asca.comwp-acmin/admin.phalpsge-wpct7-newdiacale~en_US M=ok Wii- B EE N
L New SEO Howdy, hgwebacimin [l
Add New Contact Form Docs- AR < Suppert - Do
Untitled
Easy Media
Form

¥ Comments

<p>Your Name (required)<br /> Genarate Tag ~

[text* your-name] </p>

Pross
<paYour Mess

» Appesrance [textares your-message] </p>

<pofsubmit *Send)</p>

5 P
/ Tools

W Settings

4 Modia Settings

) S50

) Logo Sider

Maschmp for wr [

ajlaganosky@highesinfogroup.corm

[your-name) <lyour-emaill> Message Body
[vour-message]

This e-mal was zent from a contact form on Templace Site (hitpy/template.aaca.com)

Step 2 (F71): Delete out all of the information if this is not what you in your contact form.
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Name] F N Generate Tag «
F-74 Text field
e el
.

{7 rstnemal

Step 3 (F:72): Click on “Generate Tag” and Select “Text".

Step 4 (F:73): This all depends on what you want to have on your contact form for this demo we are
adding the name to be separated by First Name and Last Name, have their Address, Email, Phone,
and a message. You can choose any of the “Generate Tag Options”.

We will first add a text field and name it First Name. You may choose to have the placeholder
show what the input field is labeled.

Step 5 (F:74): Add the shortcode to the right side where it will use the shortcodes to generate
your form on the webpage. VERY IMPORTANT - if you do not add this shortcode it will not show
on your form.

Step 6 (F:75): Add the second shortcode below to have the information display in the email that
will be sent to whom you specify. VERY IMPORTANT - if you do not add this shortcode it will not
show the information the user typed in your email.

Step 7: Follow the same steps 4-6 and add Last Name.

Step 8: Click on the “Generate Tag” and select “Email”. See F:73

Step 9: Follow steps 4-6 to add the Email information.

Step 10: Click on the “Generate Tag” and select “Telephone”. See F:73
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Step 11: Follow steps 4-6 to add the Phone information.

Step 12: Click on “Generate Tag” select “Text”. See F:73

Step 13: Follow the same steps 4-6 and add Address. Note that we re-ordered the way the form
reads. This is simply to show that you can always re-order the shortcodes to display the way you
want it to without re-generating the shortcodes.

Step 14: Click on “Generate Tag” and select “Textarea” this is your message box. See F:73

Step 15: Follow steps 4-6 to add the Message information.

Step 16: Click on “Generate Tag” and select “Submit” this is your submit button that will send the
form to you in an email. See F:73

p-adminfadmin,pheTpege-spcl7Amtrsage-cesodpost-95 R erCiagams

2es  f§ TemplateSite W New SEO Howdy, higmebacimin [l

Contact Form

Copy this code and paste it ino your post. page or text widget content

\ F:77 -—-* (5o |
= F:78

F:76

J Logo Sider

3 MaiChimp for WP

O Calsps

Message body:
a{aganoskydhigherinfogroup.com Name: (LastName], [FrstName]

Step 17 (F:76): Add the submit shortcode to your form portion only.

Step 18 (F:77): Click Save.
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Step 19 (F:78): Copy the shortcode that was generated for the form at the top of the page, and
paste it on your contact page, or whatever page your form is designated for.

Step 20 (F:79): Click publish on your page.

We understand that this can be difficult and confusing. If you need help please feel free to contact
any of the HIG Team Members. Our contact information can be found on the last page of

this manual.
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WP Slider

The WP Slider is to be used if you would like to have a rotating slider on any of your pages.

Image Specs
Image Size: 639px Wide by 300px High
File Size: 700KB at the max.

Free Photo Editing Websites
e http://pixlr.com/editor/
e http://www.befunky.com/create/

ype=s3p_sliderBirashed- 14idi~88 -l V- R R

Howdy, higwebadmin [l

Sliders 210
1 pest moved to tho Tra

\Fzso

Step 1 (F:80): Add a New WP Slider by clicking “WP Slider” then clicking on “Add New” at the top
of the page.
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Step 2 (F:81): Add a title for the slider group.
Step 3 (F:82): Click “+Add Slide” .
Templateaaca omfwp-adm —p : a gD LR Ci9tamE
ts sE0 Howdy, higwebacimin [}
Top 10 Cars in America Save

Shortcode

Plesse dick o

o1 the sider

F:83
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ek Type F 84 IMAGE
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npmS Ao
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Animatien
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Step 4 (F:83): Add a Slide Label.

Step 5 (F:84): Make sure Slide Type is set as IMAGE.

Step 6 (F:85): Add Slide Image with Add Image button.
*Please make sure that all images are the same size in width and height for your slider to
rotate as seamlessly as possible. If you do not have any photo editing software you can go to

any of the free.

e g Iyt e DO CiNtA@E

Step 7 (F:86): Drag images and click “Insert into Post”; or go to media library and click “Show”
on the image then click “Insert into Post”.
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Step 8 (F:87): After you get the amount of images you want to display click “Create Slider”.

Step 9 (F:88): The Shortcode will be created below, Copy & Paste that shortcode where you want

the slider to appear on your page.
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Step 10 (F:89): Click Update on the page.
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