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Updating Page Content
1. Select the “Pages” tab on the left side of the admin area:

2. Select the page you wish to edit by clicking on it's name.
3. Page areas:

(continued on next page...)

Editing text
Select the text you wish to edit or place the cursor in the main content area where you wish to add new
content and type the new text. Be sure to click the “Update” button to save your changes when
finished.
Creating a link
Select or type the text you want to become a link and click the “link” icon on the toolbar:

A popup will appear that allows you to type the URL address you want to link to:

Instead of typing a URL address you can click on the “link to existing content” and a drop-down
selection box will appear containing existing pages for your site to choose from and the URL
address will be inserted for you:

Click the “Add Link” button and you will see that your link text is now a link color and is
underlined:

Adding an image
Place your cursor in the main content where you would like the image to appear. Click the “Add
Media” button:

The “Add Media” screen will appear. You may either select from existing images in your media
library or upload an image.
To select from your media library images click on the image to select it (a check-mark will appear in
the upper right corner), then click the “Insert into page” button in the lower right corner:

To upload an image from your computer to use, instead click on the “Upload Files” tab:

Then click the “Select Files” button to choose a file on your local computer:

Navigate to your image, click on it once to select it, then click on the “Open” button. You will
then see your image has been uploaded to your media library. Click on the “Insert into page” button in
the lower right corner to insert the image:

When an image is selected, you will notice a pencil icon in it's upper left corner. Click on this icon to
adjust the image's alignment and “alt” text for screen reading devices:

Changing an image
Select the image you wish to replace in the main content area by clicking on it. Press the “delete” key
on your keyboard to remove it. Then click on the “Add Media” button and follow the prior instructions
to add a different image in it's place.

Updating SEO settings for a page
Scroll down to the “WordPress SEO by Yoast” section. Select the “General” tab. Here you can edit
your focus keyword and page title for this page:

Click on the “Page Analysis” tab to get some feedback on your SEO efforts and hints on improving
your ranking among search engines:

Updating Promotions and other sliders
The content for promotions resides in two different sliders: one for the Home page and another that
appears in the sidebar on all interior pages.
To edit the Promotions slider for the Home page, select the “Meta Slider Pro” tab on the left side of the
admin area:

Select the “Promos” slider tab:

The slides appear in top-down order. Click the “Launch Layer Editor” button for the slide you wish to
edit.

A pop-up window will appear that allows you to edit the existing text:

Drag your cursor over the text you wish to edit to select it, then type. Then save your changes by
clicking the “Save” button. Note: to retain the yellow colored text, select it separately from the rest.

To make changes to the Promotions slider that appears in the sidebar of the interior pages, select the
“Promos – Sidebar” tab:

The “Popup”, “Office Tour”, and “Home Page” sliders can also be edited by selecting the appropriate
tab for each and following the above instructions.

Updating Forms (Promotions and Contact Us)
1. Select the “Forms” tab on the left side of the admin area:

2. Select the form you wish to edit by clicking on it's name.

3. Form areas:
On the right side are the accordion-style menus of fields you may add to your form. Usually, you will
only use fields from the “Standard Fields” and “Advanced Fields” menus. Click on the type of field
you wish to add and it will appear at the bottom of the form. Your may then drag it to another position.
On the left side are the fields that have been added to your form.

Editing fields
When your cursor hovers over a field it will become highlighted with a blue box:

Click the accordion arrow to change field labels, enter selection options, etc for this field:

Deleting fields
A form field can be deleted by clicking it's “X” icon:

Moving fields
When hovering over a field you will notice that your cursor turns into a cross-hair type icon. This is
when you can click and drag the field to it's desired position. The other fields will slide down
automatically to allow you to place the field.

Add/change email addresses for notifications
To edit the email notifications for a form, click on the “Form Settings” link:

Then click on the “Notifications” tab:

Then click on the “Admin Notification” link:

Here are the various email addresses that can be set for a form:

Send to Email: send the notification to this email addresses
From Email: the notification will say it it from this email addresses
BCC: blind carbon copy email addresses, separated by commas
Note: the shortcode: {admin_email} will automatically pull the email address from Settings > General
> E-mail address field for your site.
View entries received
Click on the “Entries” tab for this form:

Click the name of the person whose entry you wish to see:

“Quick Answers” and Articles
Select “Posts” from the left side of the admin area:

Add an Article
Click the “Add New” button:

Article areas:

In the “Categories” box you can select where the article will appear on the site. You may choose more
than one. If “featured” it will appear on the Home page as one of the featured articles at the bottom of
the page. If “article” is selected, it will appear on the FAQ page at the bottom as one of the main
articles. If “Quick Answer” is selected it will appear as an accordion drop-down at the top of the FAQ
page.
In the “Tags” box you may enter in search terms that will help visitors search for this article. Enter
your tags separated by commas.

The “Featured Image” button will allow you to upload an image for this article. Click the “Set featured
image” link. The “Add Media” screen will appear. You may either select from existing images in your
media library or upload an image.
To select from your media library images click on the image to select it (a check-mark will appear in
the upper right corner), then click the “Insert into page” button in the lower right corner:

To upload an image from your computer to use, instead click on the “Upload Files” tab:

Then click the “Select Files” button to choose a file on your local computer:

Navigate to your image, click on it once to select it, then click on the “Open” button. You will
then see your image has been uploaded to your media library. Click on the “Insert into page” button in
the lower right corner to insert the image:

You may either save your article as a “draft” (won't appear on the site yet) or publish it when you are
ready. To save it as only a draft click the “Save Draft” button in the upper right hand corner. To
publish the article click the “Publish” button.
Edit an Article
To edit an article, instead of selecting the “Add New” button click on the name of the article you wish
to edit and continue as above.
Delete an Article
When your cursor appears over the title of an article you will see some links appear. Clicking “Trash”
will delete the article. This works like your Windows recycle bin and you can restore it at a later time
if needed.

Uploading an Image/PDF to your Media Library
Select the “Media” tab on the left side of the admin area:

Click the “Add New” button:

Click the “Select Files” button:

Navigate to the file on your computer that you wish to upload, click to select it and then click the
“Open” button. The file will then be uploaded to your media library and can then be linked to on your
website pages and articles.
There is a file size limit. If you have trouble uploading, please call me so I can adjust this to fit your
needs.

Changing Menu Items
Select the “Appearance” tab on the left side of the admin area:

Then select “Menus” underneath it. There are 4 menus for your site: primary, secondary, footer, and
mobile (which replaces the primary and secondary for small screen devices).

Edit menus with the following areas:

Individual menu item labels can be edited by clicking their accordion arrow:

Updating WordPress and it's plugins
From time to time you will see notifications that WordPress or its plugins have an update ready. I
strongly recommend that you do a site backup prior to updating anything. Please contact me if you
have questions, I will be happy to help.

User Management
You may give additional users access to the admin area of your site with different levels of edit
permissions. To add an admin user, select the “Users” tab on the left side of the admin area:

Click the “Add New” button:

You will then need to assign the user a user name, enter their email address, assign a password, and a
user role (permissions level). You can also choose to send this user their password automatically using
the provided email address.
User Roles:
Administrator – somebody who has access to all the administration features within a single site.
Editor – somebody who can publish and manage posts including the posts of other users.
Author – somebody who can publish and manage their own posts.
Contributor – somebody who can write and manage their own posts but cannot publish them.
Subscriber – somebody who can only manage their profile.

Site Backup
Select the “Tools” tab on the left side of the admin area, then click “Export” underneath it:

Then select “All content” and click the “Download Export File” button:

You will be asked if you wish to open or save the file (choose save).

Admin Email Address
To change the main email address for the site, select the “Settings” tab on the left side of the admin
area.

