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How To Add: A Page

Step 1: Go to ‘Pages’ on the left sidebar of the backend. Click ‘Add New’

[ e
5~ Posts
PE . All (26) | Published (26) | Trash (7
i ven
Media Bulk Actions | w Apply Show all dates | Filter
‘ [ERENTS )ﬂ Title Author
AL Eaoe [] AboutUs admin
m Edit | Quick Edit| Trash | View
(=) Comments ] — Funding Bodies & Partners admin
Feedbacks
& Slider ltems [] — Meetthe Board admin
57 Portfolio
] — Meetthe Board admin
Forms
Appearance [] — Meetthe Staff admin
£ Plugins o
— Meet the Staff admin
A, Users o
Tl Tools

1 — Our Community admin



How To Edit: A Page

Step 1: Hold the cursor over any specific page. 4 options appear — to edit/ quick
edit/ trash/ view. These are self-explanatory however to edit a page
select the edit function or alternatively just click on the page tittle and it
will take you straight to the editing module.

5~ Posts = -

2 Events All (26) | Published (28) | Trash (7

G Media BulkActions [v| | Apply Show all dates [v| | Filter

All Pages About Us admin

Add Mew Edit | Qick Edit | Trash | View

‘1‘__2' Comments O — Funding Godies & Partners admin

Feedbacks

& Slider ltems [ — Meet the Board admin

# Portiolio ] — Meetthe Board admin
Forms

Appearance ] — Meetthe Staff admin

£5 Plugins @
0, Users ] — Meet the Staff admin
m ezls o — Our Community admin

Step 2: once in the editing module (as seen below in the employment page) you can
edit text add a picture and modify the format using the toolbox. Alternatively you can
also edit text and formatting using the HTML code window.

Step 3: once finished editing make sure you hit the update. If the page is not updated
changes will not be saved. Note, if you make a mistake and don’t want to save

changes you can simply exited out of the page without updating.

-] Edit Page Agsnew

l There is an autosave of this post that is more recent than the version below. View the autosave

’ About Us

Permalink: htp://inalawangarra.com.au/about/| Edit

Add Media
B I ae 3= = «

Heading1 v U

Editing Toolbox

Inala Wangarra is a financially secure and culturally strong and credible community-based organisation. Our Board and
staff have an acute understanding of the negative aspects and impacts of Australian history and remain wholly
committed to moving beyond the problems of fear, blame, ignorance and denial to restore a sense of pride, dignity,

Get Shortlink

Add picture
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Inala Wangarra Incorporated

peace. happiness and harmonv amone all people.

Update
HTML Code Window
Publish
Preview Charfges
Visual | Text Status: Published Edit
Visibility: Public Edit

[#] Published on: Jan 23,2013 @ 12:4&

Update

Move to Trash

Page Attributes
Parent

(no parent) v
Template

Default Template v
Order

0

Need help? Use the Help tab in the upper right
of your screen.



How To Add: A Post

Step 1: Go to 'Posts’ on the left sidebar of the backend. Click ‘Add New’

{z} Dashboard You are logged in as 3 Membership Admin us
3 Jetpack A
W AN
e
PR All (7) | Published (7) | Trash (8
osts
Add New BulkActions |v| | Apply Show all dates |v | View all categories v| | Filter
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Tags [ Title Author
& Events [ Updates for the Board admin
Media
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Pages
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[Z Feedbacks
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2| Membership




How To Edit: A Post

Step 1: Hold the cursor over any specific post. 4 options appear — to edit/ quick
edit/ frash/ view. These are self-explanatory however note you can
backdate a post by selecting the quick edit and setting a predetermined
date. To edit select the edit function or alternatively just click on the post
you want to edit and it will take you straight to the editing module.

Step 2: Edit a post the same way you edit a page. Note make sure you update
post to save it.

s+ Edit Post  ssanew

Al Posts Updates for the Board Publish

] Settings

# BackupBuddy

Mombaership

Word count 109 Last edited by admin on February 11, 2013 81503 pm Setfeature



How To Edit: Home Page

Note: Individual sections of the home page are modified at different locations on the

backend.
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Editing the Home Screen Widgets:

Step 1: Hover over “Appearance” on the Dashboard menu and select “Widgefts”.

FOLYELIL Ok

s Portfolio
Theme Balance with 1
Forms
R ] e s mmry
Appearance Themes
[
£% Plugins @ |
Menus
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Step 2: Select which area you wish to modify by clicking on the dropdown arrow.

Step 3: Click on the editable widget that you wish to change and make your changes.

Click “Save” when you're finished to save your changes.

B0 Widgets

Available Widgets

Admin Menu

Admin Menu Widget

cforms

Add any cforms form to your sidebar

List Category Posts

List posts from a specified category

Product Categories

Product Grouping Widget

Recent Posts

The most recent posts on your site

Tag Cloud

Your most usedtags in cloud format

Inactive Widgets

Categories

ve them from the sidebar but

hem

Akismet

Akismet

Custom Menu

Meta

Log infout, admin, feed and WordPress
links

Product Donations

Donations Widget

RSS

Entries from any RSS or Alom feed

Text

This is an example of
making changes to the
contact us form in the

footer.

Name of Area to Edit \

Archives Calendar Categories

Amonthly archive of your site's posts A calendar of your site’s posts Alist o dropdown of categories

Event Locations Events Events Calendar

n Events Display a list of events on Events Manager. Display your

Latest Products Links
Latest Products Widget Your blogroll
My - Advanced Cycle My - Popular Posts My - Post Cycle

Show custom posts My - Popular Posts My-Post Cycle

My - Request a Quote Pages Price Range

My - Request a Quote Your site’s WordPress Pages Price Range Widget

Product Specials Product Tags Recent Comments

Product Specials Widget Product Tags Widget The most recent comments

Search Shopping Cart SimpleMap Search

A search form for your site Shopping Cart Widget Adds a customizable search widget to your

site

Wysija Subscription

Subscription form for your newsletters.

Footer Widget 1

Footer Widget 2

Footer Widget 2

Form: Contact Us

Title:
Contact Us

Select a Form:
Widget - Contact Form (¥

[ Display form title
L] Display form description

advanced options

Delete | Close

Dropdown
Arrow

der

Text

Slider Area

First Content Widget Area

Second Content Widget Area

Sidebar

First Footer Widget Area

Second Footer Widget Area

Third Footer Widget Area

Editable
Widgets




Editing the Slider:

Step 1: Click on “Slider Items” in the Dashboard menu. Select the slider image that you

wish to edit.

S Events
Media
Pages
& Comments

Feedbacks

+ Slider Items

Slider ltems
Add Mew
Order

s Portfolio
Forms

Appearance
£5 Plugins o
4, Users

T} Tools
Settings

% BackupBuddy
2| Membership
[E] WPtouch Pro

& Balance

Collapse menu

Bulk Actions Apply Show all dates [v| | Filter

[ Slide Title
[] SLIDER2
[] SLIDER1
[] SLIDER4

Edit | Quick Edit | Trash | Wiew

[] SLIDER5S

O shide Title

Bulk Actions Apply

Description

Murturing our Cultural Identity Inala Wangarra Welcorr
Ceremony

Indigenous Employment Portal, Finding Jobs, Changi

Indigenous Youth Sports Program, Inspiring Future Le

Indigenous Youth Sports Program, Inspiring Future Le

Description

Step 2: Use the code provided in the pre-made sliders as a template. Upload your
image layers to the media library, then copy their links into this example:

Background Layer:<img class="Is-bg" alt="layer" src="_

">

Sub Layer:<img class="Is-s2" alt="sublayer" src:”_

content/uploads/2013/01/IW_slider03_overlay0l.png’ />

Text Layer:<h2 class="text3"><span style="color: #FFCC33;">Nurfuring our Culfural

Identity</soan>

Span Layer<span style="color: #FFCC33fSlnalaWangarawelcome Babies folCountry
Ceremony</span></h2>
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Step 3: If you wish to add a new slider image, click on “Slider ltems” in the Dashboard
menu. Then click “Add New”.

ashboard

nbership Admin user, you will herefore see

stpack

= Slider Itq
& Poss e
AN(S) | Published Trash Search Posts
& Events
A 5] (Aomr u dates [ EE sin
o Bulk Actons ool | Showal dates BE
[ Pages [ SkideTitle Description Slide url Image
= Comments [] SUDER3 Nurturing our Cuttural Idendty Inata Wangarra Welcome Baties to Country
E1| Quick Edi | Trash | Viem Ceramony
[] SUDERZ Indigencus Employment Partal, Finding Jobs, Changing Lives
O SUDER1 Indigencus Yoush Sports Program, inspiting Fulure Leaders
i [] SUDERS Indigenous Yout Sparts Program. Inspifing Future Leaders
+ Portolio
SRR [] SUDERS
& Appearance
£ Plugins € [0 Shde Title Description Shide url Image
G Users Bukacuons (9] | Apply
T} Teols

) Settings

# BackupBuddy
Membership

[@ WPtauch Pro

1 Balance
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How To Edit: Contact Us Form

Step 1: Go to “Forms” Then “Contact Form”

[s]
{3} Dashboard You are logged in as a Membership Admin user, you will therefore see all protected content on this site.
D Jetpack .
(&> Jetp:

Edit Forms | asanew
5P Posts ’

All(2) | Active (2) | Inactive (0
5 Events
Media Bulk action v| | Apply
Pages (] Id = Views Entries Conversion .2)
@ Comments 0w 12 3 25%
Feedbacks
& slider ltems O w3 Widget - Contact Form 177 2 1.1%

O Id Titde Views Entries Conversion

Bulk action v| | apply

New Form

Entries
Settings
ImportExport
Updates
d-Ons

Help

Appearance
£ Plugins @
& Users

Td Tools
Settings

" and edit the details of the form

Step 2: Edit Details of the contact form and then hit “Save”

3 Wembership AAMmin use, y0u wil I

& Jetpack P y R
= Form Editor : Contact Form
£ Posts o
& Events [l rormEditor [I¥] Form Settings ' Notifications &) Enic 5 Preview Switch Form v
G Media
] Pages Standard Fields
Contact Form
& Comments Single Line Ta Paragraph Te:
8 Feedbacks e o hear rom yout Please il oul this form and we will gt i fouch with you
Drop Down Multi Select
& Slider hems
MNumber Checkboxes.

& Portfolio

Hame -
Email *
i Appearance Subject *
£ Plugins @
#, Users
T} Tools
Message *
(7] Settings

# BackupBuddy

Radio Buttans
HTML

Page Break

Advanced Fields

Past Fields

Pricing Fields

Hidden

Section Braak

Update Form
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How To Change: The Menu

Step 1: Go to ‘Appearance’ on the dashboard menu. Click ‘Menus’

s Portfolio
Forms Custom Links
‘ i Appearance ) RL http://

Themes R

Label
Editar
. Pages
£ Plugins €)

Most Recent  View All Searc
&4, Users
T} Tools []Contact

[]Inala Wangarra Communit
Settings Organization

Galle

+ BackupBuddy E ry
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Step 2: To add a page, search for it in the search area on the left. Click the box left of the page
‘Add to Menu’

WMedia
Pages

@ Comments
Feedbacks
s Slider Items
s~ Portfolio

Forms

E5 Appearance

Themes
Widgets
Menus
EditCss
Editor

£ Plugins o
&, Users

Th Tools
Settings

+ BackupBuddy
== Membership
[3 WPtouch Pro

[ Balance

ipports 1 menu. Select which
like to use.

menu you

Primary Navigation

Custom Links

URL http://

Labei

Add to Menu

Pages
Most Recent  View All  Search

[ contact

[Jinala wangarra Community
Organization

[ Gallery

[ Mewsletter

[] Protected Content

[] Account

[[] Reqister

[IMeetthe Staff

ST TR,

v

Select All Add to Menu

Events

MostRecent  View All  Search

M 2#Fvant

Delete Menu

About Us

Qur Community

Meet the Board

Meet the Staff

Funding Bodies & Partners

Projects

Events

Hews

Gallery

Members Area

President, Secretary & Treasurer

Board Members

Volunteers

Contact

Page

Page

Page

Page

Page

Page

. Click

Step 3: The menu item will appear at the bottom of the menu. Click, Hold and Drag the item to the
desired location on the menu. Click ‘Save Menu’.

Note that indenting a menu item creates a sub-menu.
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How Add an Event

Step 1: Go to 'Events’ on the dashboard menu. Click ‘Add new’

Apply Show all dates |« Filter

Add Mew

[] Title «

Event Categories
Event Tags [0 2#Event

Calendar Feeds

Settings [] T#Event

Media

[E] Pages m T

2 Comments Bulk Actions  |v| | Apply

Feedbacks
s~ Slider tems
s Portfolio

Forms
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Step 2: Edit the event like you would edit a page or post. Once edited, scroll down to
where it says “Event Details” and fill in all of the specific event details. Once complete,
click on “Publish”.

Event Details

All-day event? ]
Start date /time: 13212013 T:45am (GMT+10:00)
End date [ time: 131212013 2:45am (GMT+10:00)

[ IRepeat...

DE}(CILH:IE__ {Choose a rule for exclusion)

[

Exclude dates:
[Choose specific dates to exclude)

Wenue name:

Address:

Show Google
_ Ol
Map:

Cost:

Contact name:
FPhone:

E-mail:




