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Dashboard WordPress
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When in edit mode,
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when you are viewing a
page from the dashboard.
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Click to return to Elementor
and edit this page.

Menus

Site Kit Leave

updates to Admin

UBE Elemants

\

Pasts

+ Generally Posts are not used

Standard media and PDF files added here

Media €=

MextGEN Gallery

T

Ecommerce

¢ NextGEN is the Photo Gallery addon

Pages, click here to edit a page.

Pages

Comments

The M.E. Calendar tab is where all calendar are created

\

All Groups are created and edited here
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Policies and /

Probus Galleries used for Photo Gallery page, do not touch

Probus Galleries

Contact All forms are created and edited here

Documents /
Contact

\

TablePress creates tables eg. Management Committee

TablePress ‘

MailPoet € ——

MailPoet is where all emails are setup

[Wary SEarch G ——

Ivory Search used to setup searches

Hementar
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Elementor used to create and edit pages.

HIMega Addons

Templates manages site appearance, do not change
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Elementor - Editing existing pages

In the dashboard select Pages and then All Pages. You will see listed all the pages on your website. Tick the
box next to page you want to edit and, in the choices, select Edit with Elementor.

Tick and select
Select Pages | s e Edit with
All pages
pag . T e—— e e S Elementor.
[ ]

The page opens in editor mode. Don’t worry about the list on the left just select the small blue tick box in the text box
where you want to make changes. Follow the two steps. NB don’t type on the main page section.

2.
Type/alter text n""" Nistory Select the blue
e/alter text in -, o )
y.p - preve edit button.
this area not on . b
the page. - r
pag \ | /The Text
. .- Editor column
o ...- :- g Frokas D Colir' Ao refie i O daen -l _| . n |...---'\...---.- pacpis [Thus e O0ioF P | s will open on
e e o My CETYTRny merane in Brborm in 9RE. Protam in lesfroln mesinbinted uncer e Eomeswork
By P vacHic Lam s the left.
iy Thisrsaory' Gl 1, 300 thar Besokfost Fent Roory Cub sponsonsd This Found oiom kaseteg ol This Probs Ciub of
T —'Il_l e <1 Henciec Dy TeeTeE Roianan ssdmul Beas, the = .'I'I'-_ it Fohis g lintg
g Figtory cred GicFaayer e ol Bty e othonol angd T ok ond groseh of Probs

The Text Editor column is where any text changes are done. It has the normal editing tools needed.

% — Home m Meetings/Members ~  Dutings  Groups ~  Contact Us »

Bold, Italics, v

etc. \b . Club History

.
t beras 1 =1
Add text, S r—— 1 ;
h T W - — j I’
paragrap Fom jilistan afiure gl e b o=
SpaCeS 011 Phats Gallery). Hole
i) Bt tha L Probus Clubs coler for retimed ond serrd-retired business ond prolessional pecple (thus the ecmevym Pro- Bus) ond
Changes etc met] T wiElé lonmed 08 O Rolany cormmunity S&rvice in Briboes i B85, PFrobus @ Ausinolia is estobishad under the romeswork
S0, spode on The R i
4 T Mty proviced by Probus Soush Pocific Lim@ed
e wd On Thursciay April 4, 2001 the Breakiast Paint Rotary Club sponsorad the Foundation Mesting of the Probus Ciulb of

LAST - tICk the Breckias) Point. The Probus Club of Breakiast Point alers feendship, lellowshap, and fun to all memibers
green Update ~ This inaugueal Fessting was oftended by 89 1% (b @ P privotan abave plud iaee in 2011 Phats Sallery ).

Rolorian Helmut Buss, the Incoming District Probus Cholrnan Destrict 9880, spoke on the history and cchiaverments of

button to save
and publish.

If toolbar is missing items paacrach v | B = | ur
press here to expand e——yp = I T T T

Publishing the page -To make a page live and accessible you will need to publish it. Click on the green update button
in the bottom corner to make it live.

Lyn W
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Elementor - Inserting Hyperlinks

Open the page you wish to work in with Edit with Elementor.

To insert a hyperlink into the page

1. In the left hand text box, type the address eg below webmaster@probusbp.org

Paragraph + B I W = FE &
= =
Concord West NSW 2138 -

Email address: secretarypcbp@gmail.com

Newsletter: Cantact
comspcbp@probusbp.org

Contact Us
The Probus Club of Breakfast Point Inc. Clut
9003922 District: 98675

Mailing address: The Secretary, PO Box 107
Concord West NSW 2138

Website {Gn@ster@pmbusz {Emall address: secretarypcbp@agmail.com

Ratarv and Prahne Cantarte:
F—

Drap Cap

.2. Highlight the address and click link button.

Newsletter: Contact comspcbp@probusbp.org

Website contact: webmaster@probusbp.org

Rotary and Probus Contacts:

- —r - [ e

g e e Ly AOT uEne o
Paragraph v Fow ’
o Cont Us

Mailing address: The Secretary, PO Bax 107 The Probus Club o
Cancard West NSW 2138 9003922 District: 9
Email address: secretarypcbp@gmail. com Hlilil'lﬂ address: T

Concord West NSW .

Mewsletter: Contact i
Email address: sec
comspcbp@probusbp.org .

Newsletter: Contac

4. In the link box popup, note for Mail add Mailto: Website contact: [T
before email address, for Internet links just enter

the address.

5. Click on the blue key to complete link.

Newsletter:

Website contact: webmaster@pr:

Website contact: w

ct comspcbp@probusbp.org

ailto:webmaster@probusbp.org ;}
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Elementor Insert an Image

Open the page you wish to work in and choose Edit with Elementor. To insert and image into the page,
either drag the Image widget into the box identified or onto the blue bar inside an editing frame.

m Home About Us + Meetings/Members « Dutings Gr

BT Wl A 00 VR, Dl I L

ocipincing sit. U sl el Lychas ner: lamoorper

=wis, [ i B0

g

! — In the edit image click ‘Choose image’ (dark bar below the
grey graphic).

This opens the Wordpress Media Library where all imported
photos, pdfs are stored before being used in the site.

Select the photo you want. Click Insert Media

\

cticen Insert Media

Insert Madis Uploasd fles Mo Libwary

Pature? png

Finally UPDATE your page from the green box in the
bottom left of the screen to save and publish your

The MEDIA LIBRARY will eventually hold many photos and files. Folders are used to manage them.

|n5ert—ing a photo into a page. October 2021 Lyn Wi Probus 2021 Website Webmaster Instructions Page 5 of 42



Elementor - Inserting PDF file

To insert (embed) a PDF into an Elementor Web page following the following steps.

1. Once installed and Activated, click Add Media from any page or post, just like adding an image,
but drag and drop a PDF file instead.

2.

3. When you insert into your post, it will appear in the editor as a ‘shortcode’ as follows:

4.

5. [pdf-embedder url="https://mysite.com/wp-content/uploads/2015/01/Plan-Summary.pdf’]
6.

7. You can change the default appearance — e.g. width, and toolbar position/appearance through
Settings -> PDF Embedder.Open an elementor page and a blank box

8. Drag an image from the sidebar into elementor the same as adding an image.

60

Hewd w3
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Elementor - Usage Tricks

== (T
Inner Heading
. —
1~ =
mage Texd Editar

— ‘.
e R
111 Busttar

LY

Click + and select
layout options

There are another
166 objects that can
be added to a
Elementor object

00

oy weigadgre

Click folder and select
from your and available
templates layout options

3 column layout

1 column layout

Just drag object into Elementor object and drop when blue line appears |

- -

Right click here for this menu

Add New Caolumn

Copy
Pasle
Paste Style

Reset Style

Mavigator

Delete

\ -
dd Your Heading
Edit Column Text Here
Duplicate

Right click here for this menu

_—

ol

Edit Heading

e
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Emails - Introduction

At initial setup the following accounts were created.

All emails will be forwarded automatically to your personal email address.

Your email can also be added to your existing email program, accessed directly
from your browser or

Role Name Email Address
President Rick president@prebusbp.org
Vice President/President Elect Maria senvicepres@probusbp.org
Immediate Past President Tanya pastp@probusbp.org
Vice-Prasident Michael vicepres@probusbp.org
Secretary Jane secretary@probusbp.org
Treasurer Bernadette treasurer@probushp.org
Membership Laurel members@probusbp.org
Outings & Activities Tony outings@probusbp.org
Guest Speakers Rod speakers@probusbp.org
Groups Jan groups@probusbp.org
Communication Lyn coms@probusbp.org
Care & Support Ailean cands@probusbp.arg
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Emails - Sending to all members

To send an email to all members

1. Open MailPoet and select Duplicate under Proforma Email to Members. This will created a
new “Newsletter, actually not a newsletter but an email)

WLL. Calendar

MNevedetbers ‘Walkcoma Emails Post Notfications
A+ Goups
A Polries and - _ - ;
Dacumeants Al & Oraft Schaduled srcing Spmt
-
A probus Gallenas
B Lists
&l Contact
B mblepra et
Emal Sabject
Hovember updabe
=F Predorma Ersall te M
2 o = [ECRT » Dup
S, wory Search

Erler tax b, acdd arry contant fram butbans on the fight

A wou r postal 3ddress. el

3. Press Save Next

rash &

CLICKED, OFENED

Mk et yet ‘WondPreas iseia

Pl g Y ‘WhendPrast Lisan

4+ -

CONTEMNT "
A ] ™
Dibsicdr Spacer  Socis

Probus 2021 Website Webmaster Instructions Page 9 of 42



4. To send Email to Members

A) This is optional

Copy of Proforma Email to Members

Type preview lext (usually displayed underneath the subject line in the inbox

B) Select all member or other lists. C) You can schedule when to send email

Lists Schedule it
Subscribers immultiphe lists will ondy recesws oL #Ma
WordPrese Users -
Sender Google Analytics Campaign
Vour name and ema For example, “Spring ema
]
Ladire
T iy - nesacs | etier - statement-re-vaccinaticn_T5

mambersiBprobeshp.ong
Reply-1o
When your subscribers reply fo your emals, thesr emals
will go o this address

|
Lare

or simply T ;
members@probustpuong

Lists Expanded

Lists

Subscribers in multiple lists will only receive one email.

WordPress Users & v
D) Select Send when ready

Members (208
Mewsletter mailing list
Webmasters (2

WooCommerce Customers @
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Email - Adding to Gmail Account

Adding Probus email to a Gmail account

2. Open Accounts and import

3. Select Send Email as and Add another Email
address
4. Complete details below

% I.:I"-;I| --.-mu amothesr @mall sddreid thst you o — Mo O X

:.: 5 2 iy Tl

Add anather emadl address that you own

Erans cednim ation MUl poul sier amal sidress
S350 FTH W T B3cere Wil 34 mhown on v aens

goagle comymal/wDTui =28k = dbdd ﬁr|

Fudatier  wyabrrasie (Eoeabusin o
Ermasi ardtrmsy. watrmaster fijpratunstp org
B Trearas an alas Lesn i

Sppby g SMpient gy ANFEEE SEEERRI

Carcel  Nat Steg »

5. A confirmation email is sent to the

email.

1. Go to settings slect the gear icon and select see all settings.

Webmaster@probusbp.org, email, enter code or click link in

When sending an email, dropdown arrow lists all emails

a

o
Cmms s —-... Foramriagasi FOPFE  Aeticwn Cra mvi i resee
S T - T

FrotrrE B remo

st et chrmie s fapein ssve
Brers Buv Lo lmsa= bellpe s Lane
Bt e D LT B T

R T e

R 1 ]« e e

Crran rrem Ve g ek ot e e e b
mrirmasi @ ehans b e BEED

Send amally through your SMTP server

Corfigure your emals io be sent through probuste org SMTP servers

L&arm moes

SMTP Sarve | mail proushp ong & Pon: |587 ~
Lsemanms. gy by tar 25
L = — 455

@ Baowed connection usng TLE [ecami a7
() Secured connection usng 551

Cancel « Back Add Accounts

Add ancther emall address that you cwn
Coafifm verification and ndd your amall asdreas

Congimslatons, wu'we sucoessiully boied you o servar and varifled youi
credeniisls. Jusi o o stap

tha cordimalion Gode wes wel o webmasenZercbuibp, ong
i

[Flisnasnict snmm i
T add yaur email sddress, o one of tha lellswing

i Enlee and vordy e confrmaian

o —

Chizk the Bk s @a
CorlE TG wal

Clorks Wi

K Geest wetmasterpoopilgTal. oo
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Email - Webmail Access

1. From website, select

from Contact Use Menu.

Committee Webmail Link Meetings + Outings + Groups v Contact Us v

2. Enter your Probus Email
address and supplied
password

| © o |
LWebrmnail

Emml dcddrens

1 E ] t a

Fasamond

1]
Legin
(e 5

Email Account
being used

mebmanterperobusbp org
el b
F -
o Gl

Compose Mail
Display Mail

Display Contacts ||l

B e

Display Calendar [

Mail Settings

Back to home
screen

RoundCube
Details

Committee Webmail Link

3. If the box below opens, click the blue box so in future logins,
go directly to the webmail.

Cigmart pon mIS0K Gl op sl O pEr Cirer
S ———
roundcube v T —
o #1412 AEaTEl wAtAR
vt B g ar o B e e b
.
=
Chsnige s’ vealuiad chal Oe=—
fEhorde
Wi Vo e
hrraswrins Fral Files Fereuvin=
= e —_— prrer e e
Edi v Sartinges
e T P
e it i stz il O
Fighl Spam
Her Vasbera | Fasfures
& TTINTL L CHll s R
[rs T
- | Email options |
| Options
Rk & = o “ % & @ E ® -
Seleet Opkars Rechicat Feply Ricgly o Farmerd Dciclz Archive Mok Mlax
0 G =~
My mistake &=
- From L 1 an 20219023 1114
& Ry metons —_— =
= Jimal Gonfrmetion - Send Mal ey webmastenprotes Sorry 1 son that serer amail 5o okl wobmasier ncdroos
Fvvin Cest
by bt s gl HTJT 00

Selected email
displayed here

¥ [rooush p g Cleni confguiaton satngs for “wabm 3

| Emails, bold unread |
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Email - Send emails from Webmail

wiebmastergprobusbp.org 1 5.’ |
Committer emails can be used to send an email to other Inbax B Q sescn
committee members of all committee members. 2 Doatte o
L
. . 4‘,’ Serl
1. Log in to your Webmail account ek Gue
. & Jurk My mistake
2. Select Create a new message Icon M Tresh e
# e = Gmall Confin
3. Enter subject and write Email message
a & e . Options and attachments
Eawe Atlach Responses
webmasleniprabusbp.org F sk allowed e size is 50 ME
I oo+ o ittach a file
Return receipl
Defivery status notification
Priarity Harral

Save senl message in Sent

4. Select who to send to by entering Email address into To: box, or select ;ss to select from
contacts.

From webmaster@probusbp.or rd
To &+
5. Plus sign is to select CC or BCC address boxes. & ce
6. Committee addresses £ Bee
B3 Reply-To
Role Email Address
President president@probusbhp.org &2 Followup-To
Vice President/President Elect senyicepres @probusbp.org
Immediate Past President pastp@probusbp.org
Vice-President vicepresi@probushp.org
Secraetary secretary@probusbp.org
Treasurer treasurer@probusbp.org
Membership members@probusbp.org
Outings & Activities outings@ probusbhp.org
Guest Speakers speakers@probusbp.org
Groups groups@probusbp.org
Communication coms@probusbp.org
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Email - Setup Mail Client

Set Up Mail Client for

“webmaster@probusbp.org”

Whan you access an amall aceount through a deskiop emall application such as “Micresol Outlook 20108 for Windows®",
the email application will require specific information about your email account. You can use the auto-configure options below
o attempt 1o automatically configure your emasl application. |f the avallable options are not compatible with your application,

you will need to use the Manual Settings information

Mail Client Automatic Configuration Scripts

Listed below ara the available mail clisnt sutomatic configuration scrpts, Select the script for your mail client and operating

systam,

Application Protocols

Mail for WindowsE 10 Auto Discovery

Microsoft Qutlook 20106 for WindowsE Auto Discovery

IMAF over SSLITLS POP3 over SSLITLS

Windows Live Mail® + Office Protocol v3)

Microsaft Cutlook 2007H for Windows2 Auto Discovery

103 for iPhonelfiPadiPod and MacOSE

IMAF over SSLITLS

Mail_appm
Mazilla Thundarbirds Auto Config
KDE Kmail Auto Config

IMAP  POPS (Post

IMAP

Mail Client Manual Settings

If you do not s2e an auto-configuration script for your cliegnt in the list above, you can manually configure

account rather than ActiveSyne unless you are on Android and need calendar and contacts support or

push updates.

Secure SSL/TLS Settings (Recommended)

Uszarnamae: webmaster@probusbp.org
Fassword: Lise the email account’s password.
Incoming mail.probusbp.org

Server: IMAP Port; 993 POP3 Port; 985
Dutgaing mail.probusbp.org

Server: SMTP Port: 465

IMAPR, POP3, and SMTP require authentication.
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Emails - cPanel redirect (Admin only)

1. Login to cPanel

el
1 by
Petswors 2. Select Email filters .

e . P
cPanel 2 |
Filters by Users
Account Actions
candsiffiprobusbp. org & Managa Fiba
momsEpratushg, og # Mansage Fillers
groupsiiprobuchp.org & Manaqo Filtars

4. Create new filter

3. Select Manage
Filters from Email
you want to redirect.

Fane A) select any recipient .
/B) Select Does not Contain and

" > o o /enter some garbage text in box.

m C) Select Action Redirect to

Redrect m Emal . 44— email
T 4= D) Add email address
\ E) Press plus, added deliverto _—"
m— ‘\Iolder, browse and select Inbox

rom list.

\

F)select create and you will see

cPanel s green OK message. usmts  Fi pocy .
Lo o B ® L0 @ 0=
L - ] LS PR ) T —— B drweatin e [ Ry it A e
» % o= o - ®. . °. 8 B You can also check
e stinnin | -

what mail is received

: from RoundCube
Ao TR webmail.
[ T

(-]
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Forms - Create New Contact form

These forms are used to send Meeting Apology, EOI, Outing Registration etc directly from the
website to the appropriate committee member.

M Probus Gallenes

Links

= TablePress

:1 hailPoet

Selecting add new will open the
default form shown on the right.

The blue test is an enlargement
of the code that is automatically
added to the form. This can be
edited as required with help
available on the form.

Enter a name for the form and
press Save, a shortcode will
appear under the name.

If you copy this shortcode into
a page the blank form to the
right will be displayed and is
ready to accept information.

The second tab on the form is
called mail and here you
determine where the form is
sent and what data is included
in the form. The fields in the
form eg [your-message] can be
added to the mail details.

<label® Your name
s . - L [text®* your-name] </label> S
1<t far Do
s <label> Your email
[email* your-email] </label: =
. ¢label> Subject rae?
Frm [text™ yoyr-subject] < label> [ :
ran <labal> Your massage (optional) -
) ) . [textarea yAur-message] </label:
bkt tmesskeet] A1l [submit "Submit®
\ \
Yo Mo
Yo armncal
Subrjescct
Your magsage [sptional)
Enter the address of the
committee member who
should receive this form, eg
outings@probusbp.org ;
form Pzl Fcasom Addiional Sotbnga
To | [ =ite adnin email]
From | [ zite title] <wordpress@probuzbp.orgs
Sulbbject | [_=ite_title] “[your-subject]"”
additional Reply-To: [your-email]
headers
Message bgd?- From: [vour-name] <[your-amai
Subject: [ywour-subject]
Mozcage Body:
| your-message |
This e-mail was sent from a contact form on [_site #itle] ([_site_url])
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Rack to Top
Forms - Creating - Advanced

Below is an example of a complex form code and output

Form

You can edit the form template here. For details, see Editing form template.

[ text

ED

email URL | tel date

number l

[ text area drop-down menu “ checkboxes “ radio buttons || acceptance H aqui

<label> Your name [or names if booking is for more than one person]
[text® your-name] </label:

¢label> Your Email <sup><FONT COLOR="4FFa@a@">*Required
[email® your-email] < label:>

FONT» </sup>

«label> Outing or Event
[text® your-subject] </label>

<«label> Date[date* Outing date placeholder]

<labels> Other Info eg special dietary\reg. (opticnal
[textarea Message rows:2 maxld\gth:1§8]</label:
<label> CONDITIONS- THE PAYMENT Al

REFLRID CONDITIONS d on the OUTINGS PAGE.

<labelsPayment. Cheque, cash or EFT\payment accepted.</\ab
[checkbox checkbox-834 use_label elefent

ingle Single L\55Y "Double™)
<labals> TOTAL AMOUNT TO PAY.

Outing Registration

[text* your-subject] </label> ¥
[submit “Submit" ] Your nawe [or names 1Ebooking i for more than cte
|
e Emai] “Assd
Ouhegs or Event
Date
Otther lodo ep special deetary reg. (optsonal)
V.

COXDITIONE- THE FAYMENT AND EEFUIND
CONDITICRNE are listed on the OUTINGS PAGE

Paymant Chegoe, cezh or EFT pavment scceapied

O O 0
—> Single  Sizgleme. 5% Double

TOTAL AMOUNT TOPAT.

—

Submit

[
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Forms HTML codes

<label> Other Info eg special dietary req. (optional)
[textarea Message rows:2 maxlength:100]</label>

To insert into Email enter Additional information (optional)- [Message]
<label> Number attending<sup><FONT COLOR="#FF0000">*Required</FONT> </
sup>

[text® your-subject] </label>

<label> Complete the following, if you want to register your interest in a Outing or Trip
</label>

<label> Your name or names <sup><FONT COLOR="#FF0000">*Required</FONT>
</sup>

[text* your-name] Your Email <sup><FONT COLOR="#FF0000">*Required</
FONT> </sup>

[email* your-email] Outing or Event <sup><FONT
COLOR="#FF0000">*Required</FONT> </sup> [text* your-event] </label>
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Forms - HTML Complex example

<label> <strong> Outing Registration Form </strong> </label>

<label>Your Name <sup>(or names if for more than one person) <FONT

COLOR="#FF0000">*Required</FONT> </sup>
[text* your-name] </label>

<label>Your Email <sup> <FONT COLOR="#FF0000">*Required</FONT> </sup>

[email* your-email] </label>

<label> Outing or Event <sup> <FONT COLOR="#FF0000">*Required</FONT> </sup>

[text* your-outing] </label>

<label> Event Start date
[date date-718]</label>

<label> Other Info eqQ special dietary req. (optional)

[textarea® otherinfo rqws:2 maxlength:100 placeholder "Enter any extra detail here"]
<label> <sup> [count otyerinfo down] Characters remaining </label>

<label><strong> Conditi
Cheque, cash or EFT payment accepted.</sup> </label>

s- </strong> Payment and Refund conditions are below form. Payment -

<label>[acceptance acceptaihce-148] I/We accept terms and conditions [/acceptance] </label>

<label> Select type of Accommodatpon required </strong> </label>

[checkbox checkbox-22 use_label
<label> Total payment due:

[text* your-payment] </label>
[submit "Submit"]

ement "Single" "Single SS" "Double" "Twin"]

Quting Registration Form

The red bold text labels above are used to p\ass information to
the mail box below. The field, for example your-outing is a
text fields quoted in [] eg [your-outing]that is used in the mail
program.Note these fields are p{aced is [your-payment]

Your name (or names if booking is for more than

one person) TETAEd

Your Email ™

Mail

N\

ta-713) [etharinta] |

aptance-148] [checkbon=22] | your - paym

Sulbyect

Additicnal
headers

Meswage body

Quting or Event ™
% start date

Other Info eg special dietary req. (optional)

100 Charocters remomning

Conditiong= Poymant and Refund conditions ong in firgt colurmn

Poymant. Chaqua, cosh or EFT poymant aooeptad
Single Twinshare Single+ss Double

TOTAL PAYMENT DUE:

Sughamndt
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Groups - Add or Edit a Group

OPEN Groups from the Dashboard. Select the group to be edited to open the editing page. Or Add New
group by clicking heri /p

f RIS

Al Groum

Edit the text in relevant boxes. This image shows only the top half of the form. The text box contains the
additional details about the group published. You can include an image if you want.

Add
photo
Update
Linked button
detail text
Convenor
e)

IMPORTANT NOTE: to bold a word insert this code: <strong>Convenor</strong>
Finally select the BLUE Update button on the top right of the screen to publish. See box above.

Lyn W
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HT Mega Addons

For details go to their website at https://wordpress.org/plugins/ht-mega-for-elementor/

This is the free version of this addon that
adds 88 extra objects that can be added to , _ -
Elementor. W [l
- it
B )
| Q
Eh
n 1 -
t | [
o0 l
. 1
= A | fia)
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MailPoet stores and controls mailing lists

To remove a members email from list,

1. Select Subscribers

Note there are in the example below, 210 members in 11 pages
Find the member you want to remove or change

Place mouse over the name

o &2 0PN

Select Edit or Move to Trash from options that pop up eg

‘ Statistics « Edit » Resend confirmation email = Move to trash

. MaillPoet |+ aa- e &
.!','!. MailPoet -
210 1,000 subseribars in your plan @
Emails
Lisws and Segments sulbscibers coums wers ool cobated {inegies a0
Farms
A Sudrriined 18 Ureomlomed Uikl nhat b Beuncal
Lists o h O
Settings
Mick @mmail. R st
Help oy re oo e
K Trouble@r I. A1V
A -
The edit mailing list, at step 5 above, The create new member, select Add New from top
select either Edit (to update information) of page and complete form below, click save when
click save when finished finished ,
MallPoet ¢ sione o
Subscriber
E-maail Furst name
Last narme Status
Submcribed L
Lists
This sdscriber will feceme Welcame Emails il any e actim
Peaf i lists
L=t L
Tip: Meed 1o add new fislds, lioe & tzlephone numiber or street sddress? You can add custom fields by editing the subscription form on the Forms: page
-
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MailPoet - Create a newsletter

On the Dashboard menu, click MailPoet > Emails

Welcome Emails

I

Chilchier neweksTher sl

sy Search

C} 5 WY Fr K
D : o
C} 3 \hipbmacier

Hover cursor over one already done/sent and click duplicate to make a template to edit and save.

e

Copy of October nowsletter test v2 Mot sent yet
Prissuiw = Eclatl = Dupdscate = Move 19 tragh
October newsletter test v2 QO sis

WordPress Lsers

ook 04112001

WordPress Lser
" Sl am

On the right side of the screen you'll find the content types that can be added to your newsletter such
as Text, Image, Button etc. Click and drag to add these to your newsletter.

Text tool: Drag and drop on the bar to add, edit text.

e Make the text bold or italic

e Change the text color

e Add or remove a hyperlink

e Align the text left, right, centre, or justified
e Use a bullet or numbered list

e Add quoted text

e Add newsletter shortcodes

e Directly modify the HTML of the text block

/

Divider: The divider separates content blocks. Use as
many dividers as you like! You can increase top and
bottom margin of the divider, relative to the content
above and below it. Simply hover over the divider block
to see the ruler then drag up or down to change the
margin value in pixels:

e

Spacer: The spacer works much the same way. . The only
difference is the lack of a visible image (there is no visible
divider bar.) It is useful for adding empty spaces or
margins between your newsletter content.

-

Text Image Button
Divider pacer Social
Automatic Header

Latest

Content
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Adding Photos to a Newsletter The image button allows you to insert an image saved in the Media Library

MailPoet does not embed images instead it links to images already on your website. This saves space and
speeds up email delivery.

Button is used to insert and design different buttons.

When you drag the button tool into your newsletter, you'll need to click on the small gear icon to edit its
settings. This icon is displayed when you hover your mouse over the button block.

g8+

EdL ietlingi

Footer
The footer tool automatically adds the Unsubscribe and Manage Subscription links to your newsletter. The

Unsubscribe link is mandatory when using the MailPoet Sending Service.

If you don't add the Unsubscribe link to the editor, you will see the message below and you'll be unable to

progress to the next step of the newsletter creation process:

Save your newsletter. Save often. You can return to edit later.

SAVE when finished before you move to the mailing page STYLES

NEXT
Click this to go to directly to the mailing page as shown below. e
MNovember update
T'r;:\r e irvira’ DpaR (LEBLIGHRY Qi ] L reeRath Ny SUBHRCE e B Pl inbon)
|
Linge Serharcily o
Wi Lo i -
Sorader Goagle Anibet Camgaaign
Vot maTa e B For mempls, “Soevg emal
Tt Wt
dareriirchophara oompy
Reply o
Tk i BT L Y 10 s TR TR L el

A TERIT Y Trey £ 5 araf wd dows _

o iy
darrdaphona oo

Lists: contains your various subscriber lists to choose from. Fill in the relevant details, then
schedule or not, save as a draft and close or SEND to your subscriber list.
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MailPoet Group or individual mail

MailPoet is the plugin used to manage all emails sent from the website

M pailPoer

O, wony Search
Subscribers ;
B Elementer Lises ’
B Templates Sellings ’
Hrlp H
wr HTMega Addons T —

@ Prokus Sine Hep
il Dashbowd

A poins

B hedia

D menGEn Galesy
2 Eoomrerce

W Puges

W commens

7 ML Calersiar
A Goups

A policies and
Douments

A Pk Galeies
& Contact

B tebebras

M pagifoes

MailPoet = & rsiewims
——

Good news! MailPoet can now send your website’s emalls oo

Al ol pour WendFress snd Woolommesce smeils S92 S5 Wil your Pasang company, unksss you Reve an SWTF plugn. Would 1

Pevalelters ‘Weleaine Emails
AN 3 Diaht Sebwikiled
-

Dt Pbvrake Thes et

Copy of Test Mewsletter Kevin

Pasa Nentilicationg

Sending Sert 4

Al LKL

STATUS

oL
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Iﬂ\/laiIPoet Membership Management

MailPoet is used to manage membership emails. To edit membership details

1. Open MailPoet and
select Lists

Emnails

2. Select Members by Fomms
placing mouse over
members and then Lists
view subscribers

HAME & DESCRIFTION LIST SCORE

Members

BI0.05% l!:: :’ 208

This li58 i5:

automatically

SUBSCRIBED U

Members
Edit s Duplicate s W
= howe to trash

ew Subscribers

3. Search for Members name, eg Kevin

4. Move mouse over name to and select edit.

0, vory Search Mewsletter mailing list created when oo g
2 1,000 siiasonbas inopaur plan
Jois e FegImenis mibesr bees coums wene calculied 13 mingies a0z
al Sibnmitedd AW Lrerofirresd 4 I mineori bewdt nsThes Fare et
ES [ * -
SUBSCAIRER STATUS LISTS SCORE
kevirdarbe @b grarad com . :
Wirin Fotses baried  Berbers | rbnm |
e ke
:1:‘?"_":::'.“""“'“ Sibwnhed  Mesmste nuingle  Wemzen oes [EEEL
bl ]

kevin.guest@gmail.com

Kevin Guest
Statistics « Edit « Maowve to trash

5. Edit |

details and
select save
when
complete

This subscribe

E-mail

Last name

Lists
far your lists
Members (308

Mewsketter mailing list

Webmasters @

5 & reqgistered WordPress user. Edit his/lver prof

st chamnge hisher emai

First name

Status

Subscribed

This subscriber will receive Welcome Emails if any are active
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ME Calendar Managing Outing or Event

Events can be added to any of the calendar.

Add new event to M.E. Calendar

1. Create new ME Calendar Event.
Add event details

Add

Set starting date

Set event repeat schedule

o o » w0 N

Set Categories where even will display

Grgups

L

Podickes and
Dencninmients

»

Prabus Galleries
Contact

Tahlefrese

i ¢

[EETIY.

1

&, Ivory Search

D Elementor

& Templates

Edit Event | s b

Date Arwl Time
Card Making 1pm Exwrt Rl saling
Permalink: it priwees.probusop.o g nes sven bscand -making Bwent Dty T
[ N R 1 o Pl
© edit with Blemensor Huouily Schedula
Lacation/Verue b - 3
0508 2027 3 v .00 v P
Linkes
&l hiry Ewert
Grganie
Hide Event Tme
Coat
Hide Evert Erd Time
SEO Sehema |
Eveat Sua0Is Ml co e 1
Date And Time 4 l
Repeating Dropdown
vert Rapaating options
Event Repeating (Recisming events) )
Addvamiad ~
Evant Data /
Repeats Achvanced W Dty
Haourly Schedule [ —————
Locationfenue Farst m T | Eneery Wieskend
| Cefain Wieskalays 5
Links Secand e Wed T it Categories AW
| ety
Thirdl .
Organizer Ly | Menthiy All Categories  Most Used
Fourth e T ), Tha vaarty
Em' . ioa
. ustom Days | Group Activity 5
Event Status |
_| Mext Meeting
. _ | Dutings
Event repeating _ .
.| Proposed Quting
There a many options here | Trips
+ Add Mew Category
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Managing User Dashboard (Admin only)

The administrator can determine the items a user sees on its dashboard.

A PebaOuboSsaruEroTe 6% W 0 4 M ey Pugscehs  Updeia

m penerl B Gkt Merw Editor Pro | asn s, | EP TS SO A, | P I U

B custom Fields Wiiting : sty | i = |
[ B m_"""‘ M_ o
B rodessatings | o FOEEEWELD [EOECEEET | R
. . g
. Discission _— [ —
om CPTUI pedia N . -—
. ¥ PHP Code Parmalinks A Fen _m
i B oo ::
imi Privacy o
& we-Optimize o .
FOT Cinbedder - :
© colapse menu UpdiaftPlus Backups B g —
. T e Calinas gt
kAenu Editor Pro
N P darmmal &
L BGET TS T » .
- MI-MM-

[ e 1 At gy
A Pilas Ak

B Coslan
e T -
T
-
Saanch
B by P i B
B tiemantor Fcum 3 s
Facum Fspcn §ucig sn
o T
Wirhoar Prosnsng Aaceas
e i 3 b
orugm @ Wit 1 e ko

ek 2 o e
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Media Plugin
Media, pictures and PDF files

To select multiple files click button

To drag multi files use . [EXNEER Y button..

Add new media

Use these buttons to
filter file type and dates

F======""

Eytvedia Librgh

1, Site Help
steted 8 Folders

' " i w ii B w
. = n
' l L bl

= 1 1 4
2} MextGEN Gallery ' ' ol
ZF Ecommerce ' .
B Pages ' = L
¥ Comment !-u = 0

“omments . R ' !
0 BE © Plld'm' - 1oy '

T ' - Heip filas

o chet and - ting '

............. ] . |

-
o T =5
& Cortact ' ' EDITMG-THE
COMTINT N EEHTING-A- A BLL

B
B rablerress ' ' PAGES. pet Lp
ai

)

Folders are an addition to WordPress to allow
media to be grouped in folders. Without
Folders all media is in the one folder and hard

=

IMSERTING-&
PHOTO-IMTO-4&

PALL WTTH
BLEMENTOR pot

to manage. Single click on an image to open

image and show image details

To upload new media click | Add New button.

x
Abiach mewt detada

Crop files toupload

Beaima moupkd e 1o 512 M

And drag file from your computer or select
folder on your computer

To add a folder click button.

Edit Button
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Media Library. Adding all file types

1. From the Dashboard open the Media Plugin, ‘Add New’
. —
To upload new media click | add new | bufton.

. select the image/s or
pdf you want to load.

Crrog fikes b uplasd

I They may be on
— desktop, a file or in
e Cloud storage (eg
Dropbox).

3 Load image/s by the “Select Files” button or else drag & drop your
selected image/s into the window

Once uploaded your media is available to use in pages, newsletters, policies etc.

ALL media files remain in the main library as ‘unassigned files’ which will become hard to manage the
more that are loaded. BUT by creating individual folders your photos etc may be held in subgroups in
different subject areas.

FOLDERS. To add a folder click [l button.

LIBRARY management.

The various buttons help filter media file type, dates and folders to
locate individual files.

To select multiple files click button
To drag multi files use ... button..
B Falders m P Media Library | addves
B Daskiboard )
J Posts E :
Libsrary

D NeeraEH Gallary

&) Coommens
B Pages [
¥ Comments o lot
77 ME Calerdsr i) | -
#* Grouwps W i
o Policies and W

Documents -
o Probus Galleres %

NAERTING- A
K Contact EBTIRG- That FHOTE-INTE &
I Toblepress g || e || ameones
Single click on an image to open it and show image details.
Lyn W
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Media - NextGen Gallery

This is an addon that is mainly used to display images in different formats.

The three areas that are used are

1. Add Gallery/Images Self Explanatory

2. Add Galleries - A collection of images related to the same topic or event

3. Manage Albums - A collection of galleries that can be grouped into an Album.

boaed
MANAGE GALLERIES
— . | B T
Manage Galleries B o GALLERY DESCRIPTION AUTHOR PAGE ID
Add Ga”ery/lmages ADD GALLEEY 1 IMAGES
1. Select new or existing Gallery IPOADMAGES 2z

2. Drag files from computer to
centre box area

3. Save changes

. Drag image and ZIP files here or
Manage galleries ' =

Select Gallery you want to edit

See next page

MANAGE GALLERIES

- I TR T

GALLERY DESCRIPTION
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Media NextGen Gallery Editor

SORT GALLERY SAVE CHANGES Images per page: 8items

[ TITLE TEXT / -
THUMBMAIL FILEMAME RIFTION ECOMMERCE

Albums
MAMNAGE ALBUMS

- ¥ 5E|Etta|hum

After you create and select an album, you can drag and drop a gallery |
ar anather album into your new album below.

ALBUM ID 2 : 2020 SELECT GALLERY SELECT ALBUM

ID: 1 | Photo Gallery  [+]

Gallery Display options

CLICIL]
Il KN ==
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Policies and Documents Adding

This is where Policy documents are stored to be displayed on the Policies
page

- Documents added to the
+ Pol o
PDG e a"tg Policies and documents tab
SEREIEE on the left automatically are Policies

added to the documents

All Policies and displayed on the website
Documents under Policies and Forms Accident Injury Report Form
Add New Foad Mora »
How to Add a document or form Archives Policy 6.02.2020

(1) @
1. Select Add New from Policies - Add new policy/Document NalZ
and Documents. Sample Document
2. Give document a name U ——p——rr
3. Leave text area empty All Policies and Qy aad veda || @ &
4. Scroll down and select Add File Documents e o ; i ﬁ . : == f FEEOE
5. Select file from media B
6. Select blue publish button @
7. Check website to see document
has been added.

Folders Select File

p
Word count: 0 kol Pes Teaterss =P

Documents @

Document

Mo file selected

Uplead Ties | Media Lty
Filier mesdla

Allmeda ikems All dates w &l Folders

CORTRMT-H-
SROUSE-1 paf GRS paf

W Hele e
W tuwing

e ' = = =- = -

Sample Document is added to
website alphabetically listed with
read More automatically added

@ Sample Document

Read More »
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Menus - Adding or Editing # Appearance

Themes

1. Access Appearance for Dashboard.

Customize
2. Select Menu | widges
Menus
Header
Background
Install Plugins

Theme Editor

3. The menu options will appear as shown below

T # Protes Cubof Breskfast Pomt £+ 5 0 # Mew Gplery Purpecache  UpdraftPlus Hawdy, Gevan Guest

E,".I [ LES. 15
0 MenGEN Gallery

© Ecommerce

_. Pages
] Commanty
T MLE. Caléndas

* Gaoups

Policsss and
Dicuments

Elemantor

Janie

maim Froposs an Dubi

# Probus Gaberid

Evenil — Elim e Mawting Apolgy

Farm Outing Aegissatio
&l Comsct

Fles v po i
Daslifeg] Rigestranisn

B tebiepress Faim O — Ebemenbos

Menu that is
displayed

Rebestirags — [ hirein Do

r PR
M rsioe

P Oy — Elpmmpration - Csting Ex prasaion of Inbeses

A lvory Seangh
Propose am Ciefing or Event

D tlemenzar

= Templates

Probus Ga
wi  HTM2ga Addons

F o ApTarEne Custam Links v

— Calagaises -

Esirte Meny
Sl

All available pages, select required new menu item and click add to Menu button.

New item will appear at bottom of the menu list, drag to where you want it
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Site Kit (Admin only)

The Site Kit provides information about site usage using Google Analytic

o Siem

B e

. 40 —
: [—
- Pt f ™
{ hY
". L T . -
! % r -
Vo '\.‘_. -/" >
= -
e
) : : —
L
All Users
Page visits
3 U Most popular content Views
0% compared %o the previcus 28 day Prabus Club of Breakfast Paint = My
WordPress Blo 10z
Users 8 fnew!
2. Photo Galleries = Probus Club of Breakiast
p Paant 29
# nephol oegallery
3. 2021 - Probus Club of Breakfast Point 8
4 i DpGalleriess 2021/ 2B
4, Meetings = Probus Club ol Breaklast Point
e fmesetinga
1
5. Outimgs Snapshot - Probus Club of Breakfast
Poant 24
o S outirg s
Plere' Mow 13 Miv 35
Channels  Locofions Devices Channsls  Locations

Locations '

Note overseas
location may be
from Australia
using VPN

LOCATIONS

42T

Audrela @ Americen Samae

T

Devices
used

B
DEVICES

Twssktop i Kinhils
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Table - Management Committee

The Management Committee list was created in the TABLEPRESS Plug in.
To edit or change names or details in the table from the DASHBOARD open TablePress.

In the Name column delete unneeded names, copy/paste others or type a new name in the relevantcells
(eg Maria will move up to replace Rick next year).

Preview changes

Select SAVE CHANGES blue button above Table Information to savg/and publish.

Tabls Informatson

Talike I Soricade; | [Labde k=1 7

Table Hame Manageament Team

Dz i

E Ta bePres

All Takles:
Last o et TIAM00T 1058 am B Ly 'Wandamar

Tabds Combent

1 Raobe Mam Emiadl Address 1
Presicent Rick president@probasbp.crg

2 2

¥ Wioe Press et/ Presioent Bt bdafia sefviiepresprbpEg mail.oom L

4 immediale Past President Tania pastppebpiamail.com i

Wice- Presiderit VCRpTB S P @grna

Position titles and email addresses do not change.

Check on the real site to make sure everything is OK

If an Email address is changed, Administrators only, select edit from bottom of list and the correct format is

Cammunication ¥T coms@prabushp.ong

Lare b Suppart Ailman cands@probushpoong

<a href = "mailto: president@probusbp.org">president@probusbp.org</a>

where the new address is entered twice to replace old address
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User Backup

J’ Tools

E custom Fields wiiting
Keading

[ Folders Seitings [ Tp——

Ba CRT LI Meda
Parmal nks

B 5T PHP Code

m o
POF Embedder

Fales Lpacke Pl Banchusps

UncrstFles Com | P | Bews | Santer | Suopon | e son-up | Lasd cevsinoey's amerene | FAs | fdars phgiss - Wemion

Rachgp | @estoee Migraie { Clore Serttancr Msdheanced Toolc Frevsaam [ bstenoant
Mext schedubed backups:
Files: Database:
LR ¥ 1 f T4 | 0

T, Hiwermiber B, 2021 21:21

Last log mesiage:

(LT}

A e Bley o

adeding hatch o s file Ripdrabehan Zipvchivel over 137 M0 addded an this beich (1310 80 173242 fles. batchend, 200 D070 added 50 fark re-apening (erior ko 1342454 K] o 09 11272308

Euisting backups if)

Weli-serwer disk space n wae by UpdrvaltPlas: 7.7 GO efeesy

Maore taska: Vsl Eack Fles | Bmsan leel Ssbde fo row backup acts | Basan reoats stasgas

Backup dals Baschoug data ichck b down nad)
R 09 2921 1hES Fprs. Thars
Actmne upon selecied hadngs i

Lol

mﬂm o

o0 edit groups popup go templates groups

o take over screen www.splashtop.com

Probus 2021 Website Webmaster Instructions Page 37 of 42



Upload files for Website

Choose who to share with

On your computer, go to drive.google.com.
Click the folder you want to share.

Click Share .

Under "People," type the email address or Google Group you want to share with.

To choose how a person can use the folder, click the Down arrow .

Click Send. An email is sent to people you shared with.

e Share with people and groups o1

l-'l'.'.' pedple &nd groups

Eeyin Guest (you)
picspobp@gmail com

@ Eevin Guost Edibor =
kel guestEym sl com
Lyn Wendtman
Editos =

Seed sadark 1 Goage De

Q Get link

Restricted Only pecple added can open with this link N
i Copy link
Change io anyorw with Tha link

g Share with peapls and groupe

&) cerin

L R PR PR

Rk with e -
o L

YT o L LW T U ik e s

An ey o

Probus 2021 Website Webmaster Instructions Page 38 of 42



Add Mew User

Create a brand new user and add them to this site.

Username {requilred)

Emall (required)

First Name

Last Name

Website

Password

Send User Netification

| Membership

[ membersi@probus,org

| Members

[ Canvenor

l wwn - prabusbp.org

menbersBPI821

["] Send the new user an amail about thair account,
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User Roles

What Users can do on a WordPress Website is defined by their roles.

1. Administrator Role

On a regular WordPress website, the administrator role is the most powerful user role. Users with the administrator
role can add new posts, edit posts by any users, and delete those posts.

Plus, they can install, edit, and delete plugins and themes.

Most importantly, admin users can add and delete users, and change information about existing users, including
their passwords.

This role is basically reserved for site owners and gives you the full control of your WordPress blog. If you are running
a multi-user WordPress site, then you need to be very careful who you assign an administrator user role.

2. Editor Role
Users with the editor role in WordPress have full control on the content sections your website.

They can add, edit, publish, and delete any posts on the site, including the ones written by others. An editor can
moderate, edit, and delete comments as well.

Editors do not have access to change your site settings, install plugins and themes, or add new users.
3. Author Role

Users with the author role can write, edit, and publish their own posts. They can also delete their own posts, even if
they are already published.

When writing posts, authors cannot create new categories, but they can choose from existing ones. They can also
add tags to their posts.

Authors can view comments even those that are pending review, but they cannot moderate, approve, or delete any
comments.

They do not have access to site settings, plugins, or themes, so it is a fairly low-risk user role. The only exception is
the ability to delete their own published posts.

4. Contributor Role

Users with the contributor role can add new posts and edit their own posts, but they cannot publish any posts.
When writing posts they can choose from existing categories and create their own tags.

The biggest disadvantage of the contributor role is they cannot upload files, so they can’t add images to their posts.
Contributors can also view all website comments, but they cannot approve or delete comments.

Finally, they don’t have access to website settings, plugins, or themes, so they cannot change any settings on your
site.

5. Subscriber Role

Users with the subscriber role can login to your WordPress site, update their user profiles, and change their
passwords.

They can’t write posts, view comments, or do anything else inside your WordPress admin area.

This user role is particularly useful if you have a membership sites, online store, or another site where users can
register and log in. If you want to create a custom login experience for your visitors, then see our guide on how to
add a front-end login page and widgets in WordPress.
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WordPress Glossary

Back End- is where authorised users can sign into to add, remove and modify content on the website.
This may also be referred to as “WordPress”, “admin” or “the administration area”.

Content Management System, or CMS-, is software for facilitating the maintenance of content on a web
site. A blogging tool is an example of a Content Management System.

Dashboard- is the main administration screen for a site, or for a network of sites. It summaries
information about the site or network, and external information, in one or more widgets that the
Dashboard user can enable, disable, and move around.

Draft- The draft post status is for posts which are saved, but as yet unpublished. A draft post can only be
edited through the Administration Panel.

Elementor- is a plug- in drag-and-drop page builder. It helps create pages using a visual editor. It is an all-
in-one solution. It provides a live frontend editor to work in your website live, without having to switch
between the editor and the preview mode.

Front End- is what your visitors see and interact with when on the live website.

Page- is often used to present “static” information about yourself or your site. A good example of a Page
is information you would place on an About Page. A Page should not be confused with the time-oriented
objects called posts. Pages are typically “timeless” in nature.

Plugin- is a software add-on that extends the functionality in a standard WordPress weblog eg, if you
wanted to watch a video on a website, you may need a plugin to do so. If the plugin is not installed, your
browser will not understand how to play the video.

Post- is blog content that shows the newest content on top. You can add and edit your WordPress posts
from the ‘Posts’” menu in your dashboard. Posts encourage conversation. They have a built-in comment
feature that allows users to comment on a particular topic.

Shortcode - is a technique for embedding a snippet of PHP code into the body of a page or other content
item.

Sidebar- is a vertical column provided by a theme for displaying information other than the main contact
of the web page. Themes usually provide at least one sidebar at the left or right of the content. Sidebars
usually contain widgets that an administrator of the site can customise. In a theme, sidebars are
generated by a template file, typically named sidebar.php.

Slug - In WordPress, a slug is the bit of text that appears after your domain name in the URL of a page.
Essentially, it’s the part of your site’s URL that identifies every single page on your site (except for the
homepage).

Weblog- is the full form of blog. Wordpress began life as a blog too but now you can use WordPress to

create a website and a blog.

Widget- is a self-contained area of a web page that performs a specific function, or the code that
generates such a self-contained area. For example, WordPress has a built-in widget that displays a list of
pages in a weblog’s sidebar, and it has another built-in widget that displays a list of recent comments in
the Dashboard. Plugins and themes can provide additional widgets.
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