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INTRODUCTION

This guide will help you understand and manage your WordPress-based web presence.

You can use it as a reference to look up information about your site as well as to assist when attempting to
update content or use custom features of your site.

SITE INFORMATION

Your site runs WordPress (http://www.wordpress.org) an open source content management system. You are
currently using WordPress version 3.7.1.

Additional plugins/modules:

* Allin One SEO Pack (SEQ for your site)

* Contact Form 7 (Contact form generator)

* Google XML Sitemaps (Generates a special XML sitemap which will help search engines)
* MCE Table Buttons (Creates table editing buttons)

* Revolution Slider (Home page slider)
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HOW TO ACCESS WORDPRESS

You can access your WordPress administrative panel from any computer that has an internet connection.
Administration Login URL: http://www.filler.com/wp-login.php
Username: pblair

Password: m3aQz3;S!

@WORDPRE SS

Username
Password

[ Remember Me Log In

Lost your password?
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ADMINISTRATION MENU

The main/welcome page of WordPress is called the dashboard.

Home The administration menu, which runs down the left side, is your access

Updates point for managing your site. The main sections you will be using is the
“Pages” menus.

Media The “Posts” menu shows the blog posts within

your site and allows you to edit their content,

Pages \ create new posts or delete old posts.

(=) Comments

Forms The “Pages” menu shows the content pages
— within your site and allows you to edit and
Appearance update their content.

f£# Plugins

&, Users

T} Tools

Settings
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EDITING AN EXISTING PAGE

Click on Pages in the administration menu.

A list will appear with all the Pages within the site. Pages that are sub pages will have a dash(—) in front of
them.

Click the title of the page or post you want to edit or click the word Edit.

SITE NOTES:
The main navigation can not be edited in Wordpress, to make edits or updates please contact Visible Logic.

On the main pages the left column sidebar is created by automaticly pulling in the content from that page’s sub
page. All of the subpages are labeled “sidebar.” The exception is the About section wich has sub navigation to
access the sub pages. The two pages under Mark’s page are accessable by links included in his page.

The footer is generated by pulling in content from a number of editable pages. All of the pages are labeled
“footer.”

1 Parent page admin
| — Subpage Click the page title or Edit
Edit | efliick Edit| Trash | View
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Editing a page
1. In the editor you can change the title, add new text or update existing text.

a. Title. This will be the title in the address such as www.yourwebaddress.com/about.

b. Optional Title Heading. Because the title is manually added it can be much longer and more descriptive, ex.
Instead of “About” use “About Our Company Name.” If no HTML title is added it will just be the same as the title
at the top of the page. In the Custom Field section choose HTML Title under Name, then add the title in the Value
field, then click Add Custom Field. (Note: In the footer list pages the heading is included in the content and styled
as Heading 1.)

c. Add content to the page. You can style similarly to the way you would in Microsoft Word.

2. Under Page Attributes, if the page is a sub page, set the parent page to the navigation section the page will be
under. If it is top navigation item set to (no parent). Example: Mark Filler has the parent page About.

3. Set the Order for the page to display. This determines in what order the page will display in relation to other
pages. The lower the number the higher in the list it will be. This will only affect pages that are included in the sub
navigation.

4. Click Update in the upper right corner to re-publish the page.

CTEST UpTiom FEp

Edit Page Adsnew

, : a. You can change the title here =
Mark G. Filler Publicat:sns g Publish
Permalink: http:/fwww.filler.com/about/mark-fillerpublications/| Edit || View Page || Get Shorllink Preview Changes
Add Media Visual | | Text Status: Published Edit
B I w5k «===[f=E revsiider - Visibility: Public Edit
Paragraph - U E A-B R & Q = @
E 1 2013 @ 15:11 Edil
4. Click Update when done 11 Edt
“The Role of the Accountant as Expert”, Maine Lawvers’ Review, May, 1096
—
“Measurement of D) ..
. c. Add new text or update existing text
Is There a Buy-a-Je Page ibutes
"Dark and Stormy Night-Determining Lost Net Income During Construction”, Th —
&l
. .
Contributor to NACVA's Quarterly Marketing Newsletter, “Insights on Valuation] 2 . YOU Can ed|t a page S Parent J
Mark Filler hd
"Revisiting Regression Analysis and the Market Approach”, CPA Expert, AICPA Nu
Path: p » a Template
Word it 419
arecoun Y Default Template ~|
: '
3. You can edit a page’s Order
Custom Fields pag Order
Name vaiue 2
Need help? Use the Help tab in th ight
HTML_title Mark G. Filler Publications St 4 Lcper.righ

Delete | Update

b. Change Page Header
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ADDING A LINK

You can add a link in the page editor.

1. Highlight the text that will be the link.

2. Click the insert a link button.

3. A new dialog box will open. Paste the Link URL into the field.
4. Click Add Link.

Upload/insert Visual | HTML
== |2 2. Click the link icon )
Paragraph ~» U = i" 2| | Q| E(xT— k=4

Lcﬁ =R EE EMES +|11 11*| | EE | A

B I x| o— i- & E

L 1. Highlight the text that will be a link ) To switch to
HTML view

Enter the destination URL
URL http:/ /www.yoururlgoeshere, html 4—(3 Paste the UHL )
Title

[[] Open link in a new window/tab
4. Click Add Link

» Or link ro existing cantent

e
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ADDING A LINK TO A PAGE IN YOUR SITE

You can add a link to a page or post within your site in the editor.

1. Highlight the text that will be the link.

2. Click the insert a link button.

3. A new dialog box will open. Click “Or link to existing content” to display a list of pages on your site.
4. Navigate to the page you would like your text to link to.

5. Click Add Link.

Upload/insert Visual | HTML
B I | ame

Paragraph -

==

Sample Text with a sample link

Enter the destination URL
URL 32.18.197/~wmedc/our-services/business-development/tax-credits/

Tile Tax Credits

[C] Open link in a new window/tab

3 Clle here | v Orlink to existing content
Search

YWOrKIOrce veveiopiment FAGE /—-
Technical Assistance PAGE
Pine Tree Zones PAGE
Business Financing PAGE
Sales Tax Exemptions PAGE

4. Navigate to the page : Tex Incentives il 1]

that will be the link Tax Credits PAGE &
Rusinazs Davalonmeant pacE LY

Cancel (5_ Click Add Link )ﬂ
AN
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ADDING AN EMAIL LINK

You can add a email link in the page or post editor.
1. Highlight the text that will be the link.
2. Click the insert a link button.

Upload/Insert [m] [0 2

Visual HTML
=|=||e= @4%—{2 Click the link icon )
Al (@|@]e](B]a]l=

*

B | F | s iZ

N
]
1]
Il

Paragraph -

The program includes a special problem-solving workshop where you will grapple with immediate issues emerging from the group's
structured discussions. (

1. Highlight the text that will be an email link

For more info contact us at info@mymail.com 4_

3. A new dialog box will open. Type “mailto:” and then the email address that the text will link to in the Link URL
field.

4. Click Insert.

Insertiedit link Ve

Lk URL maiteinfo@myemai.cor) Type “mailto:” before the email address
Target - Mot set - j

Title

Class — Mot set - ;I

- = 4_
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ADDING SEARCH ENGINE INFORMATION

At the bottom of any page you are creating or editing there is a box labeled ALL in One SEQ Pack, this is where
you can add valuable information for search engines to find your site.

Title: If this is left blank it will be what ever the page is titled. You can override the title to something more
detailed and use key words. Example: instead of “About Us” update the title to “ About (Companies name) a
(Location) based (Type of Business)

Description: This should be 1-2 sentences describing the page. This is the short text that will appear in a google
search under your listing.

Keywords: About 12 words people would use to search for your site separated by commas.

You do not need to update the other fields below Keywords. You will see a display of how your page will look in
search engine results in the Preview Snippet.

When done updating be sure to click Publish or Update in the top right corner of the page.

All in One SEO Pack

Upgrade to All in One SEQ Pack Pro Version

@ Preview Snippet

Meet Monique | Monique Ryan

hitp://75.103.79.1565/~-moniquer/meet-monique/
Monique Ryan, MS, RDN, CSSD, LDN For over twenty-five years Monigue Ryan has guided
her clients in translating and applying the science of evidence based

@ Title Meet Monique Ryan, MS, RDN, CSSD, LDN
37 characters. Most search engines use a maximum of 60 chars for the title.
Add the Tltle, A custom title that shows up in the title tag for this page.
Description and (@) vescrpton
Keywords
A
0 characters. Most search engines use a maximum of 160 chars for the

description.

Publish
@ Keywords {comma separated)

Preview Changes

Status: Published Edit

Visibility: Public Edit

«n 21, 2010 @ 20:30 Edit

Click Publish/Update when done




