Planeteria Media

Client Training Manual

Thank you for choosing Planeteria Media. We are dedicated to setting you up for
success in maintaining your website. Below you will find basic and advanced
tutorials. Please use the Table of Contents to jump around as this document is
quite lengthy. This document is also a living document so more items will be
added! Disclaimer: some information on this manual may not be relevant to your
site. Please skip these areas. If you are unsure or are in need of additional
information that is not in this manual please email Planeteria’s Support team at
support@planeteria.com and we will be happy to add tutorials here as soon as we
can.
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Introduction

What is Wordpress?

WordPress is a Content Management System (CMS). This means that it stores,
organizes, and displays content provided by you. This content can then be changed
by you or interacted with by a user.

If you are interested in learning more about WordPress and its endless
possibilities, check out their website at wordpress.com/about.

The Dashboard

The Dashboard is where you edit your site. This area is also called the Backend.
Note the Dashboard will look different according to your site and user status: you
may not see some of the tabs described below.

Sign In

To sign in to your Dashboard (the backend), follow these steps:
1. Go to your Testing site URL
2. Enter your username and password
3. Click on Log In

Tabs

Note: If you do not see a tab on your Dashboard, your organization has opted not
to include this feature.

News/Posts
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The Posts (or News) tab is where you will find your News content. Posts are usually
used for dated, periodic content like blog updates and news stories.

Media

The Media tab is where you will find all your multimedia items: Images, videos,
documents, PDFs, and audio files all live here. You can organize content into
folders, make subfolders, and tag things for directories.

Forms & Submissions

Forms allow you to collect data from users of your website. Examples are email

address, phone number, mailing address, whether they are interested in signing
up for a newsletter. Forms can also be used to sell products.

Pages
The Pages tab in the Dashboard is where you create, edit, and remove pages from
your site.

Pages are used to organize content into relevant sections and make it pleasing to
the eye of the users. Pages are different than Posts in that Pages are not dated,
and the content within them usually doesn't change.

Meetings/Events

The Meetings and Events section in the Dashboard is where you create, edit, and
remove meetings and events from your site. You can create individual meetings or
events or set up recurring meetings. In meetings, you can upload Agendas and
Minutes. You can add content to expand on the meeting or event details.

Departments/Divisions

The Departments and Divisions tab is where you will find your organization’s
departments and subdivisions within them.
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People

The People tab is where you will find information about employees from your
organization. You can add, edit, or remove people, which will automatically update
wherever the staff is populated on your site. An excellent way to handle staff
turnover, a name that can be changed once and is then updated all over the site.

Resources/Resource Library

The Resource Library tab is where you can find PDFs organized by category. Then
filters are created on template pages, and the resource is loaded to a page with a
single click. Similarly, updates and resource changes are done in one place, which
then affects the entire site.

FAQs
The FAQ section is where you can enter frequently asked questions; wherever this
functionality is featured on your site, the questions will automatically populate.

Pre-formatted for a Question-and-Answer type format, you only need to fill in the
blanks.

Projects

The Projects tab is where you can categorize projects into “buckets,” such as
current and future projects; these are then plugged into regular pages by way of
templates.

RFPs

The RFP (Request For Proposal) tab is where you can enter RFP information, and
wherever the RFP functionality is populated on the site, RFPs will auto-populate on
those pages.

Appearance

The Appearance tab is where you can view and manipulate your site's menus. You
can have multiple menus, such as the main navigation menu and the footer menu.
Drop-down items are also set up here.
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Users

The Users tab is where you can manage users with access to the backend. You can
add as many users as needed, remove them, and update their roles (i.e., editor,
administrator).

Frontend Vs. Backend

Your website has two main parts: the frontend and the backend.

Frontend
The frontend is your live site. It is what you and your users see.

Forms Howdy, Crystal Menard [l

. ’ . . . .
P PLANETERIA MEDIA . .OURWQRK OURSERVICES ABOUTUS BLOG GETINTOUCH Q

We’'re the experts in
ALL THINGS DIGITAL
Empowering communities

through sustainable websites.

GET IN TOUCH OUR WORK

Backend

The backend is called the Dashboard in WordPress. It is where you make edits to
your site. Familiarize yourself with the options your organization has activated: not
every category is used on every website. Please note, your backend may look
different, however the functionality and layout should be very similar. If you have
questions please reach out to Planeteria.
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Site health checks will automatically run periodically to gather information about your site. You

How to Log In to the Backend

Log into Test Site
Before your site goes live you will be given a test url. It will look something like
“test-site-name.pantheonsite.io”.
1. Go to your site’s test url
2. Type “/wp-admin” at the end of the url and hit Enter (PC) or return (Mac)
3. Type in your username and password
4. Click on Login

Log into Live Site

Once your site goes live you will be given the site's official url. You will log in using

the same credentials as you used in the test site. You will get an error message if
you try logging into the test url.

H o =

Go to your official site’s url.
Type “/wp-admin” at the end and hit Enter (PC) or Return (Mac)
Type in your username and password
Click on Log in

Forgot Credentials
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If you forgot your username and password, you can reset them by following the
steps below.
1. Go to your test URL (if your site is not live yet) or your live site URL (if your
site is live) and type"/wp-admin" at the end, then hit Enter (PC) or Return
(Mac)
2. Click on "Lost your password?" located underneath the login box
3. Enter the username or email address
4. Click on Get New Password
You will receive an email to reset your password. If you did not receive one, check
your spam folder or other folders in your email address, as it may have gone to a
folder other than your inbox.

Users

Users are added to the Backend and can edit the website. Depending on their role,
users can modify the site in various ways. There are several user roles.
e Administrator
Editor
Contributor

Subscriber

The Administrator and Editor roles are the most common. The Administrator can
make any edits on the site, whereas the Editor has less capability. For more

information on user roles please visit WordPress’ Roles and Capabilities article.

Note: Only an Administrator can add new users and change a user's role.

You can also create other user types that are more restrictive in what a user can
and cannot do. For example, if only one person makes news posts, a user can be
assigned to only the News tab in the Dashboard. If you would like more
information, please get in touch with Planeteria's Support team:

support@planeteria.com.
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Edit User Role
Note: only Admin users can change a user's role.

1. Go to Users in the Dashboard
Click on the user's name
Scroll until you see Role with a dropdown menu beside it
Click on the dropdown field to change to the new role
Scroll to the bottom and click on Update User

SARIE I I

Add New User
Note: Only Admin users can create new user profiles.

1. Click on the Users tab in the Dashboard
Click on Add New
Enter the user’s username (typically the email address) and email address
Change their Role as necessary
Click on Add New User
The user will be sent an email asking them to change their password. They will
then be able to log into the backend. If they did not receive an email, the
confirmation email might have gone to their spam folder.

SANE I

Always check your spam folder before requesting another email. If you are still
having difficulty with receiving emails from WordPress please reach out to
Planeteria at support@planeteria.com.

Template Vs. Page Builder Pages
There are two types of pages - Template pages and Page Builder Pages.

Template Pages

Template Pages are pre-built pages with embedded content in them, meaning you fill in
fields or make selections from a menu to create a page. If you make a page with a
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template but don’t add anything to the content editor, you will still see something on the
frontend. Your homepage is an example of a template page.

Page Builder Pages

Page Builder Pages are essentially blank canvases. When you create a page with no
template page, you will have an empty white field on the frontend until you start adding
content blocks to the content editor.

Custom Post Types

Custom Post Types are tabs in your Dashboard such as People, Jobs, Meetings,
Events, etc. They are called Post Types because they look like posts but are
customized to have specific information or content and posted on your site
differently than a regular post or page. They help categorize and manage content
more easily on your Content Management System (CMS).

Disclaimer

Please note, your dashboard, pages, editors, etc. may look different than what is
shown in this documentation. Some information may also be irrelevant for your
website. If you have questions, comments, updates, or feedback about any of the
documentation below, please email support@planeteria.com.

The Dashboard

News
The News tab is where you can add, remove, or edit News posts.
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Create News
1. In the Dashboard click on News
2. Click on Add News
3. Enter in a Title. At this point you can publish or save a draft of the page
4. Add content. Click on Update as you go to save your work.
Publishing
You can backdate to show an older date than the current date or forward-date a
post (the Post will not show on your site until that day).
1. Go to the Advanced Settings pane on the right and make sure you are on
Post (not Block)
2. Next, to publish, click on the date and change it accordingly
3. Update

Categories

Categories are helpful so users of your site can filter the posts appropriately.

Creating Categories
1. Inthe Dashboard, click on News
2. Click on Categories
3. Add a new category by adding in a Name and then clicking on Add New
Category
You can edit already created categories by clicking on Edit underneath the title.

Assigning a Category
You can assign the post to a category. This will help the users of your site filter
posts by categories.
1. On the Advanced Settings pane on the right, under the News tab, scroll
down until you see Categories.
2. Check the appropriate category
3. Update

Featured Images

Back to top 13



You can set a featured image for each post. When you assign a featured image, it
will show up anywhere posts are syndicated on your site.

Pages
Pages are what make up the bulk of your site. Pages are meant to have static

content, meaning the content on a page does not change over time. There are
different components to the Page editor.

Main Toolbar

@ Ve = Save draft Publish m.. :

Page Builder

Add title

Type / to choose a block

Syndication

These fields have more settings. The Services/Programs section allows you to tag
the page as a service to an administering department. When a page is tagged as a
service it will display in the Service Directory page (if you opted into this
functionality) and it will display in the department page it is tagged to. The
Quick/Page/Post Redirect section allows you to redirect the page to an external
website. The Yoast SEO (Search Engine Optimization) section appears if the Yoast
plugin has been added to your website. It helps to determine how well the page is
doing in terms of search engine optimization.
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Services / Programs v

Quick Page/Post Redirect ANV v
Yoast SEO AV v
General Syndication ANV v
Right Sidebar Content AV v

Advanced Settings

Page Block
v Summary
v Yoast SEO
v Service Types
v Featured image

v~ Page Attributes

Meetings/Events

When

Add the date and time of the meeting or event. If this is an event you and add
multiple dates using the Add Occurrence button. If the meeting or event gets
canceled you don't have to delete the meeting or event, you can click on the radio
button underneath the section “Was This Calendar Canceled?”
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Meetings & Events
When Where What  Contact Materials

Dates & Times *
Indicates the start and end date / time (s) for this calendar item. You can enter up to 8 different event occurrences. Please note that if this is a calendar item that has unique materials at each occurrence (like a meeting) you'll

want to enter them as separate calendar items rather than as separate occurrences of the same calendar item

Start Date & Time End Date & Time
Start date and time for this instance. If you don't have a time to enter then leave it at 12 AM. End date and time for this instance. If you don't have a time to enter then leave it at 12 AM

September 26, 2023 9:45 am

Add Occurrence

Was This Calendar ltem Cancelled?
Checking this will put a cancelled flag on the meeting listing.

Where
If the meeting or event is in-person choose or add the location name and address.

When Where = What  Contact Materials

Location Name
Select a location from these common options, or click other and write a custom location name.
) 1

Online Only

Location Address

Location of the event.

. Texas A&M 3 a
Map  Satellite University s r
at Galveston y
b}
g 3
£
o
@ &
UTMB Hea\(h@ (8@
N
4 Galveston H\slor\c@ 5
£ SeaportizHomelofithe' 2L o

If the meeting or event is virtual add the virtual meeting link or live stream link.

Virtual Meeting Link
If applicable provide the link to the virtual event.

Live Stream Link

If this meeting has a livestream link you can place it here

What

Add a summary description of the meeting. This content appears in the main
meeting/event calendar page underneath the meeting or event's featured image.
If you have opted to have a meeting or event'’s detail page then content will go in

the Page Builder section.
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When Where What Contact Materials

Summary Description

Event or meeting summary provided in the listing. If the event needs its own page then use the page builder above.

Q3 Add Media Visual Text

Paragraph v B I = i ¢

I
It
il
(‘b

Contact

If there is a specific person to contact for the meeting or event click on the radio
button underneath “Is there a designated person to contact about this calendar
item?” You can manually enter the person’s information or choose from the People
database by clicking on the radio button underneath “Is this person in the website
database under ‘People?”

When Where What  Contact Materials

Is there a designated person to contact about this calendar item?

If there's a contact person designated for this meeting or event, please check this box.

Is this person in the website database under "People"?
If the person to contact about this calendar item is already in the "People" content directory on this site, please check this box. Otherwise you can leave it unchecked and manually enter the contact person's information below.

Please note that you cannot add people to the "People" directory from this screen. Add to "People" directory first. (this is only recommended if you will need to link this person to other site content in the future)

Contact Name

Contact Info

Paragrash v B I £ £ ¢ E = £ £ = X
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Materials
This section is for meetings only. Add any document relevant to this meeting.

Meetings & Events v a4
When Where What Contact Materials
Meetings Template Only
The Materials section is only meant for calendar items using the meetings template. Calendar items using the events template should defer to the page builder options above.
Agenda -~
~

Minutes & Recordings

Other Documents

Resources/Resource Library

This tab creates a Document Library on your site and filters PDFs by categories you
create.

Resource Type

Add new resource types

Alerts

Library Select

FAQs

Select the libraries/indexes in which to show this file. Please note that library pages are programmed. If a new file library/index

Forms & Submissions R
page needs to be added to the site, please contact Planeteria

Media
) Bills & Resolutions

Meetings —) Key Documents

People

Resources All Resources
Add New

Basic Site Admin Resource Types

I8 Admin Columns

(,') Clear Cache

Add a new resource

Screen Options v Help v

Resources

Create resource library items for media library items, collections and links that should be indexed in the library and featured

on relevant department and division, service and program and other pages.

Add a title

Add new Resource

Add title
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Select the resource type
Document Type

Please select a doc type. This will be used for filtering options in document libraries.

Weekly Commission

Monthly Commission

Activity Zoning, Urban Design and Subdivision
Administrative

Annual Reports and Plans

Archive

Awards and Grants

Add the content
Content can be PDFs or URLs to external sites

Resource Library

Metadata Downloadable Content External Content

Files For Download

Select one or more downloadable files such as PDF or XLSX to put in this listing. Put multiple files in the order you'd like them to

appear. Examples of why you may have multiple files are: instructions and form, report and appendices, document translations

or multiple versions.

Publish

Add new Resource

Add title

Resource Library g oA v o

Metadata Downloadable Content External Content

Files For Download

Select one or more downloadable files such as PDF or XLSX to put in this listing. Put multiple files in the order you'd like them to
appear. Examples of why you may have multiple files are: instructions and form, report and appendices, document translations

or multiple versions.
Add File For Download

Back to top

Add File For Download

Screen Options v

Publish Avos

m

9 Status: Draft Edit
<@ Visibility: Public Edit

[ Publish immediately Edit
SEO: Not available
Readability: Not available

Copy to a new draft

Publish
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Blocks

Blocks are used to add different types of content. Your CMS comes with WordPress
blocks as well as blocks created by Planeteria’s development team suited specifically

for your website.

Accordion

The Accordion block allows you to add content into different collapsible sections.

The accordion toolbar consists of few options

0 .

The first icon allows you to add an accordion block to a column or group block.

Mo -o

List View x

=
mio|: X

Header text

Program & Service Page Block
Quick Page/Post Redirect
Yoast SEO

Page Menu Custom Field

Ajax Search Pro settings

Page > Advanced Accordion

Back to top

Switch to draft  Preview n Ve

Page Block x

== Advanced Accordion
Create a sliding accordion display

for your content.

Accordion Settings ~

Bottom spacing

(Fronter

@ Initial Collapsed

Make all accordions collapsed by default

Header Settings ~

Header Icon Style

|+ ® ® 8 |

~

o v
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1 S :

TRANSFORM TO

Columns

I'_b_rl Group

You can add blocks into an accordion item.

s« o — R

Page  Block

List View X x
N Hoadg & Accordion ltem
~ = Advanced Accordion Create a sliding accordion display

for your content.
Sandbox

Want more features in your
Accordion blocks?

Seltings ~
H "
AOCOI’dIOI‘l |te|'l'l 1 v Bottom spacing
i =
T Define space between each accordion
Type / to choose a block
LS (Frontend view only)
Program & Service Page Block o, @) Initial Collapsed
Quick Page/Post Redirect AV ¥ Make all accordions collapsed by default.
Yoast SEO Fon il Header Tag

[ 1
Page > Advanced Accordion > Accordion ltem
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You can add multiple accordion items. Make sure you keep related content
together by Duplicating the first Accordion Item you are given. Then, the whole set
can be moved by adjusting the first one.

Z « @E Save draft  Preview m n m g

b v
s i Accoraion item 1 ceg oy .

M Heading [ image

~ E= Advanced Accordion Insert an image to make a visual

i I Heading within accordion item

M Heading = Styies i
q = S ‘ ( = ¢ 1O (Al | Replace : |
Paragraph
S

Custom styles
& I Select a custom style -
"""" This option let you add custom style for the

current block
Image settings ~

Alt text (alternative text)

Describe the purpese of the image %

Page » Advanced Accordion » Accordion ltem > Image

At default, the first accordion item is expanded. You can collapse the first item.
Accordion item not collapsed.

List View x R Page Block

M Heading _— £ Advanced Accordion

> Advanced Accordion : Create a sliding accordion display

i Heading 1
Head I ng for your content.

Accordion Item 1 ~
Want more features in your
Accordion blocks?

Upgrade to Pro

a cco rd io n Accordion Settings

Bottom spacing

within Heading within

accordion item

Paragraph within accordion item

item
Define space between each accorgfon

(Frontend view only)

Paragraph within

. . Initial Collapsed
accordion item o

Make all accordions collapsed by default.

Header Settings ~

Header Icon Style

+ © ® @

v

Accordion ltem 2 v
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Accordion item collapsed.
L Tabletv

" 0 —
M Heading Ite &= Advanced Accordion

o Mobile
> Advanced Accordion 5

Create a sliding accordion display

for your content.
- 2
Parag [ Preview in new tab l;,
item ore feature 0
Accordion blo
Upgrade to Pro A HOME > SANDBOX
Accordion Settings ~

Heading 1

Bottom spacing
—e Accordion Iltem 1 v

Define space between each accordion

(Frontend view only) Accordion ltem 2 v

D Initial Collapsed

Make all accordions collapsed by default.

Accordion Item
2

v Header Settings ~

Header Icon Style
( Y

You can rearrange accordion items by dragging and dropping them.

¢~ ol et - | - B2

Page Block

List View x

1600 X 1067

[ image

~ == Advanced Accordion

» Accordion Item &

3> & Accordion ltem

= Accordion Item

Create a sliding accordion display

for your content

Accordion Settings. ~

Bottom spacing

Accordion 1
" — (o]
Define space between each accordion
paragraph 1 (Frontend view anly)
Type / to choose a block @) Initial Collapsed
Make all accordions collapsed by defauit.
Accordion 2
- Header Tag
k | hd -
paragraph 1
Type / to choose a block Header Settings ~
Header Icon Style
Page Details A

= @ & @

Page » Advanced Accordion > Accordion ltem

Advanced Tabs

Add Block
1. Click on the white plus button
2. Search for Advanced Tabs
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3. Click on the Advanced Tabs icon

4. Highlight the titles in the tabs to change the title

Sandbox

-

Start writing or type / to choose a block

L)

Yoast SEO

@ SEO @ Readability §¥ Schema «& Social

[ P Y

Document - Advanced Tabs

Add Content
You can add blocks inside each tab.

(oom
M Heading
SANDBOX
N O | i B
i e Bl ol

[ HTML Anchor
TUESDAY | WEDNESDAY

Switch to draft  Preview [UEEIS n Bl ¥

Page Block X

[™ Advanced Tabs
Create your own tabs never easy
like this.

Tabs Style -

Tablet  Mobile

Tabs Settings ~

Initial Open Tab

o1 ]

Tab Colors v

Body Colors v
o Border Settings v
Advanced ~

Savedralt  Preview m n B s

Page  Block

[ Advanced Tabs
Create horizontal or vertical tabs to
display your content.

Tabs Style ~

Tablet  Mobile
-——
7T
o

Type [ to choose a block

Page Details
Program & Service Page Block
Quick Page/Post Redirect

Yoast SEO

@ SEO @ Readabilty 3§ Schema «& Social

Focus keyphrase g

Pana 3 Advancad Tahs

Back to top

Tabs Settings ~

Initial Open Tab

Monday ~
A Y v

Tab Colors ~
AV e

Body Colors ~
AV v

Border Settings ~
ANV a

IR Teb Setings ~

Font Size

A ———
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Add and Remove Tabs

You can add more tabs or remove current tabs. Too many tabs can cause problems
with mobile users, so be aware of how many you use.

yd B @B Savedraft  Preview m n B g

List View x Page Block %
M Heading 4 Paragraph
~ [ Advanced Tabs SAN D B OX Start with the basic building block of
all narrative
v [ Tabhem
o o Advanced Tabs Block
v [ Tabitem Select a custom style

4 Paragraph HTML Anchor This option let you add custom style for the
~ [ Tabiem MONDAY ‘ TUESDAY, i
‘ (i} H L (O H ‘ =|B | & ~ ‘ i | D Font Setiings ~

Font Family
Paragraph 1
grap Default
Page Detalls ML Oclar
Program & Service Page Block Ay Text
Quick Page/Post Redirect AN v Background
Yoast SEO ANV
Typography
@ SEO @ Readabiity i Schema =& Social -
Size Default =~

Focus keyphrase g b

Pana 3 Advancad Tahe 3 Tahlam 5 Paraaranh

Rearrange Tabs
You can rearrange the tabs as you see fit by dragging them back and forth.
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List View X

SANDBOX

> [ Tabltem

B = - [~ ed Tabs Block

> [ Tabitem

Savedraft  Preview m n Bl s

Page Block

[ Advanced Tabs
Create horizontal or vertical tabs to

display your content

Tabs Style ~

[ HTML Anchor |

Paragraph 1

Tablet  Mobile
-
. Iy

Page Details

Program & Service Page Block

Quick Page/Post Redirect

Yoast SEO

@ SEO @ Readabilty 3§ Schema «& Social

Focus keyphrase g

Pana 3 Advancad Tahs

Buttons

Tabs Settings -~

Initial Open Tab

Monday -
AV v

Tab Colors ~
AV v

Body Colors <
AV v

Border Setings <
ALV 8

Y Teb Setings ~

Font Size

A — Reset

Buttons are links to other pages on your site or external websites.

Add Button Block

Sandbox

Buttons Block

Yoast SEO

Document - Paragraph

Back to top

Switch to draft  Preview u B .

Page Block X

q[ Paragraph
Start with the building block of all
narrative.

Typography ~
Font size Custom

Default ~ Reset

Color settings ~

Text settings ~

@ Dropeap

Toggle ta show a large initial letter.

Custom styles
[ Paragraph i~

This option let you add custom style for current
paragraph. (Front-end only!)

v Advanced ~

26



Button Block Toolbars

The Button Block has two toolbars, one for the block and one for the button itself.
Moving, deleting, and duplication is done on the top one, and destinations and
other details are on the bottom.

= | Button Block Toolbar

Change block type or style

Button Toolbar

Button Here

Hover over the Button Toolbar to view and click on the Button Block Toolbar.
Block Toolbar

Transform Tool
The first icon is the Transform tool. It allows you to insert the Buttons block to a
group or a column.
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TRANSFORM TO

@ Group

Columns

Drag Tool
The next icon is the Drag tool. It allows you to drag the block to another location.

2« Q= Switch to draft  Preview u | AP

Page Block X

q[ Paragraph
Sandbox e i g e

narrative.

Typography ~

Buttons Block Font size Custom

Default ~ i Reset
Button Here

Color settings ~
Text settings ~
@ Drop cap
Toggle to show a large initial letter.

Custom styles

‘ Paragraph ~
This option let you add custom style for current
k paragraph. (Front-end only!)
Yoast SEO v Advanced v

Document - Paragraph
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Move Up/Down Tool
The Move Up/Down Tool is similar to the Drag Tool. It allows you to move the block
to another location.

¢con- e o

Page Block X
M Heading

OoX Introduce new sections and
o i “ organize content to help visitors
Wi M= | B [ &£ - : (and search engines) understand
the structure of your content.
Buttons Block . X
This a paragraph. Font size Custom

Default ~
Button Here

Color settings v

Advanced v

Document = Heading

= &) B / v :

Transform Tool
You can transform the Button Block to similar blocks.

Header

The header block allows you to write a line of text. You can format headers in
different ways. When you click inside the header block you will see the block
toolbar pop up right above the block. Headers also have a lot to do with how
search engines and accessibility software interacts with a page, so use them with
that in mind.
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Transform Tool

The first icon is the Transform tool. When you click on it you will have several

options to change the header block to other blocks similar to the header block.

> R

List view

Paragraph
Paragraph
Paragraph
Paragraph
Paragraph
Paragraph

Paragraph

A [ A A A [ A A

Paragraph

\Y Document: —+ Heading

IEEV‘EHZE‘BIo”v‘E

Header 1

Type / to choose £ block
This is the first paragraph.
This is the first paragraph.
This is the second paragraph.

Google Maps

Click here to go to Google Maps.

Click here to go to Google Maps.

Type / to choose a block

Draneam 9. Gamilan Dana Blaal

Savedraft  Preview m n B gl

Page Block

M Heading
Introduce new sections and organize
content to help visitors (and search
engines) understand the structure of

your content.

Typography =
Font size Cust...
|

Line height

=

Color ~

Custom styles

Select a custom style E |

This option let you add custom style for the

S

Drag Tool

The next icon is the Drag tool. It allows you to move the block to other locations of

the content editor. Multiple selections can be moved at once.

T|:

Back to top
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/ « ® Save draft  Preview n BH e
San dbox Page Block x

M Heading

Introduce new sections and organize

3 I 1 content to help visitors (and search
engines) understand the structure of

your content.

Heading B A

Font size Cust...
. _De'lnu\l -~ [ Px‘ Reset

Line height
Program & Service Page Block a [ 15 ]
Is this a program or services page/
Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent Color -~
page for that program area has not been selected in the page atiributes dropdown. Another way to tell if this atiribute was marked is if the breadcrumbs are correct on the live side as those reflect
the parent attribute field. Custom styles

Select a custom style -

w,

This option let you add custom style for the

Contact Person current block
i Document -+ Heading

Up/Down Arrow Tool

The next icon is the move down or up arrow. This is similar to the Drag tool. When
you click on the up arrow or the down arrow, it moves the block above a block or
below a block, respectively. Similar to the drag tool, this does the same thing one
step at a time.
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(|2

&

S @m0

‘ i ‘EHZ:—‘Bfo"V

Héader1

Savedraft  Preview m n [ ITAPR

r['h.is is the first paragraph.

This is the second paragraph.

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent

page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect

the parent attribute field.

O

Contact Person
Search...

Tonia Turner
Deb Harker

. Document —~ Heading

Page Block

M Heading

Introduce new sections and organize
content to help visitors (and search
engines) understand the structure of
your content.
Typography ~
Font size Cust...
(o] [

Line height

e

Color ~

Custom styles

Select a custom style ~ |

This option let you add custom style for the

e

Change Heading Level Tool

The next icon is the Change Heading Level Tool. You have options for headers 1-6.
Used not only to create eye-catching headlines, the H1-6 also establishes hierarchy

for page readers and search engine.

"

#A HOME > SANDBOX

Header 1

Header 2
Header 3

Header 4

Header 5
Header 6
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Change Text Alignment Tool
The next icon is the Change Text Alignment tool. You can left align, center align, or
right align text.

qa | =|B | & ~

<

This is the f

Align text left

This is the § = Align text center

Align text right

Bold Tool

The next icon is the Bold tool. You can bold a whole block or individual words.
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Save draft  Preview [IETEN n [H]

H2 =

L]
|
-]
%
<

n ~
Header
This is the first paragrapk@
This is the second paragraph.

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent

page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect

the parent attribute field.

0

Contact Person

Search...

Tonia Turner
Deb Harker

L Document - Heading

Page Block

M Heading
Introduce new sections and organize
content to help visitors (and search
engines) understand the structure of

your content.

Typography o
Font size Cust...

e ][] e
Line height

]

Color ~

Custom styles

Select a custom style o |

This option let you add custom style for the

current block ¢ BH

Italics Tool

The next icon is the Italics tool. You can italicize a whole block or individual words.

™~

“ 6]

Savedraft  Preview [EZIGIEN n 5]

HZ“"‘BfaPV‘

IEEE
Header 1
This is the first paragraph. I

This is the second paragraph.

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent

page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect

the parent attribute field.

Contact Person

Search...

Tonia Turner
Deb Harker

L Document —+ Heading

Page Block

M Heading
Introduce new sections and organize
content 1o help visitors (and search
engines) understand the structure of

your content.

Typography o
Font size Cust...

(o]

Line height

[s ]

Color ~

Custom styles

Select a custom style ~ |

This option let you add custom style for the

current block < BH
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Link Tool

The next icon is the Link tool.

q 2 " | =|B I & ~

You can link a whole block or individual words. If you see a phone number, add tel:
and the phone number into the link field to make a clickable call link.

7 « ® = Savedraft  Preview m n [ H] fﬁ.

Header 1

‘ﬂe;i‘:—‘a I &v‘e‘
This is the second paragraph.
Google Maps

Click here to go to Google Maps.

Program & Service Page Block a

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent
page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect
the parent attribute field.

Contact Person 1Y

| Document -+ Paragraph

Page  Block

4] Paragraph
Start with the building block of all
narrative.

Typography 2
Font size Cust...
-

Line height

]

Reset

Color ~

Text settings ~

@ Drop cap

Toggle to show a large initial letter.

Ciistam stulas < BH

The links can open up a new window or it can open on the same tab.
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[«

Header 1

G Autosaving  Preview - n [H]

Thhis is the first paragraph.
‘ T =
Google Maps{ 1

Click here to go to Google Maps.

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent

page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect

the parent attribute field.

.

Contact Person
Document -+ Paragraph

Page Block

4] Paragraph
Start with the building block of all
narrative.

Typography -~
Font size Cust...
) e

Line height

[= ]

Color ~

Text settings -~

@ Drop cap

Toggle to show 3 large initial letter.

Custam stvlse < BH

Back to top

36



More Tools

qa " | =|B I & ~

Click here to go to Google M |
& gl < > Inline code
B- Inline image
Program & Service Page Block

(=] Keyboard input
Is this a program or services page/ 5 Strikethrough
Check this field to show the subnav for the pa

X, Subscript
page for that program area has not been seleq

2 .

the parent attribute field. X* Superscript
O A Text color

You may see what these tools do and how they work, but they are rarely used so it

might pay to ask before using them on a site going live.

Options Tool

This tool is in all blocks.
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T " |=|B I & ~
Copy
Program & Service Page Block
Duplicate S#D
Is this a program or services page/ Insert before NHT
Check this field to show the subnav for the parent and Insert after 3oy
page for that program area has not been selected in tij
Move to
the parent attribute field.
O Edit as HTML
Contact Person Add to Reusable blocks ’21
Grou
Search... P
Remove block ~"XZ
Document — Paragraph

Insert before/Insert after

Insert a block before or after an existing block. Very useful when inserting content
when there’s no space to click.
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List view

M Heading
9 Paragraph
4 Paragraph

€ Paragraph

4 Paragraph

Document — Paragraph

Al IV N W

Header 1

This is the first paragraph.

This is the second paragraph.

‘ﬂ’ii"‘:—‘B I J’V‘E‘
dp

Click here to go to Google Maps|

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a
page you do not see on the navigation that likely the parent page for that program area has not been selected in the page attributes

dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect the parent

attribute field.

o

Savedraft  Preview n 5" e

Page Block

4] Paragraph
Start with the building block of all

narative.

Typography -

Font size Cust...
e
Line height

[= ]

Color -

Text settings -~

@ Drop cap

Toggle to show a large initial letter.

Custom stvies

Copy

Copy a block then paste it anywhere in the content editor. You can copy and paste
between any Word Press project.

S m.- oHf
List view

M Heading
9 Paragraph
9 Paragraph

AT Paragraph

€[ Paragraph

4 Paragraph

9] Paragraph

Document — Paragraph

AL I N W

Header1

This is the first paragraph.

This is the second paragraph.

Google Maps

IType / to choose a block
Click here to go to Google Maps. |

Type / to choose a block

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a

Save draft  Preview m n B s

Page Block

q] Paragraph
Start with the building block of all

narrative.

Typography ~
Font size Cust...
[ )l

Line height

(=]

Color ~

Text settings ~

@ Drop cap

Toggle to show a large initial letter.

Custom stvies
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Duplicate

Duplicate is a one-step process to the copy and paste tool, inserting the copy

below the original.

List view

Heading
Paragraph

Paragraph

Paragraph

L}
T
q
41 Paragraph
T
T

Paragraph

| Document -+ Paragraph

AL I N W

Header1

This is the first paragraph. 1
This is the second paragraph.

Google Maps

Click here to go to Google Maps.

Click here to go to Google Maps.

IType / to choose a block

Program & Service Page Block

Is this a program or services page/

o G B W ¥

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a

Page Block x

4] Paragraph
Start with the building block of all
narrative.
Typography ~
Font size Cust...
]

Line height

[s |

Color ~

Text settings ~

@ ) Dropcap

Toggle to show a large initial letter.

Custom stvles < BH

—_—

Image

Add Block

The image block allows you to insert an image. You can format images in different
ways. When you click inside the image block you will see the block toolbar pop up
right above the block.
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Search

a

Paragraph

List

Heading

1D

Columns

Buttons

=

Image

Browse all

When you click on the Image icon the image block will appear. You can upload
directly from your computer or upload from an image in the Media Library. You can
also insert from a URL, however that is highly discouraged. In almost all cases, you
will want to add content to the Media Library before adding it to an image block.

gl= o] JA

M Image

Upload an image file, pick one from your media library, or add one with a URL.

Upload Media Library Insert from URL

When you click on the Media Library, the Media Library will open. Select an image

then click Select at the bottom right.
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Actions SELECT OR UPLOAD MEDIA x

Select or Upload Media Upload files  Media Library < Expand Details
Filter media Search
Folders New Folder
All dates v
s
B3 AllFiles 316
) Uncategorized 131

G Enter folder name.. I

BB Placeholders 4
|88 Meetings 36
B8 People 3
B8 Reports & Plans 12

Select

The image will appear in the Content Editor. You will see the image toolbar right
above the image.

’B‘“ """ = ot ®

Replace

3:2

d PN PN PN T PN PN —

Transform Tool

The first icon is the transform tool. You can transform the image to other blocks
similar to the image block.
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(| & =m o 10 [al | Replace

TRANSFORM TO

=

Columns

Media & Text

Gallery

Cover

0 &3

File

@ Group

STYLES

Default

Rounded

Duotone Filter Tool

The Duotone Filter Tool allows you to change the filter of the image.

Replace

Apply duotone filter

DUOTONE

Create a two-tone color effect without losing
your original image.

Ppeever
tercreoer
e
| I
l Srladlows
|

Back to top
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Change Alignment Tool

The Change Alignment tool allows you to align the image to the left, center, or
right.

200z Be o

Page Block x

[ image

‘ Insert an image to make a visual

YA KTTATY AT

Blseotmo

Replace

statement.

Styles ~
Donce
Image settings. ~
Alt text (alternative text)
@)
Describe the purpose of the image (sLeave
1600 x 10687 e i b s ey e
".,\ Image size
Large -

Image dimensions

|Add caption Whicdth Uainht

Page > Image

Insert Link Tool

The next icon is the Insert Link tool. You can insert a link so that when someone
clicks on the image it will take you to page on your site, an external site, or an
attachment.

4 ‘ ) 1:!_ [Al % | Replace

A

Paste URL or type to search ‘ (_')

<

Media File

5 ]

Attachment Page
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Crop Tool

The next icon is the Crop tool. It allows you to crop the image from the Content

Editor. However, it is highly discouraged. It is recommended to upload and insert

an image that has already been resized and optimized.

= o O M@

LA™

Replace

Cover Tool

e

The next icon allows you to add text on top of the image. When this is done, it

turns the image block into a cover block.

!h:—»@‘—_

A RATTNINANNT

[B } EobmO

Page Details

Page » Image

Back to top

1600 X 1067

Savedralt  Preview V) u B ys:

Page Block

By image
Insert an image to make a visual

statement.

Styles ~

Image settings. N

Alt text (alternative text)

Describe the purpase of the imas

empty if the image is purely dec

Image size

Large

Image dimensions

Mainkt
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Replace Tool

The next icon is the Replace tool. You can replace the current image with an image
from the Media Library or by uploading from your computer.

M| =

o 10 [

.....

-----

Replace

List

Add a List block

You can create ordered (numbers) or unordered (bullet) lists.

Back to top

Open Media Library

)

Upload 2
Current media URL:
Placehol...683.jpg /

Placehol...683.jpg
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Accordion 1

paragraph 1

Type [ to choose a block

Accordion 2

paragraph 1

Type | to choose a block

List Block

Type | to choose a block

Page Details
Program & Service Page Block
Quick Page/Post Redirect

Yoast SEQ

Pana 3 Paranranh

= Savecraft  Preview n B oo

Page Block x
4 Paragraph
Start with the basic building block of

all narrative,

Custom styles

Select a custom style &

Font Settings A
Font Family

Default v

Color
Text

Background

Typography

Size Default =~

Toolbar

Transform Tool

You can transform the list block to another block similar to it.

Back to top
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L e D= Savedraft  Preview m n Bl s

ccordion 1 ~

Page  Block =
paragraph 1 = List
Type [ to choose a block Create a bulleted or numbered list.
Custom styles
Accordion 2 ~ Select a custom style -
This option let you add custom style for the
paragraph 1 current block
Type [ to choose a block Color
Text
e S
oitem1 I Wocancty
« item 2
« item 3 Size Default =
Page Details iy i 1 2 3 4
Program & Service Page Block e i,
i ¢ Advanced ~
Quick Page/Post Redirect ANV v
Yoast SEO AN v
Pana 3 list
The Drag tool allows you to move the list block to another location.
e e - | - LR
ccordion 1 = Pa Block .
paragraph 1 M Heading
Type [ to choose a block Introduce new sections and organize
content 1o help visitors (and search
engines) understand the structure of
Accordion 2 = your coniend.
Cust tyl
paragraph 1 ustom styles
Select a custom style v
—Tunaltnchaneanhlanl .
[ S g, 1 ) This option let you add custom style for the
|IM ¢ | E H2az=|B | & ~ H current block

4 : 2R Font Setiings
List BlOCk‘
Default 2

* item1
* item2
Color
« item 3
Page Details i, AL Text
Program & Service Page Block Y Background
Quick Page/Past Redirect AV v
Typography
Yoast SEO ANV v
[N s -

Pana 3 Hanadina
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Up/Down Tool

The Up/Down tool allows you to move the block up one spot or down one spot.

_/‘—\ 6]

ccordion 1

paragraph 1

Type [ to choose a block

Accordion 2

paragraph 1
Tuna lta shanea s blask

n i = H2 =

List Bloc

~

B L &£ v

Savedraft  Preview m n B s

* item1
* item 2
* item 3

Page Details
Program & Service Page Block
Quick Page/Post Redirect

Yoast SEO

Pana 3 Hasadina

Unordered and Ordered List Blocks

Page  Block

R Heading

Introduce new sections and organize

content to help visitors (and search
engines) understand the structure of
your content.

m Font Settings ~
Font Family

Default

Color
Text

Background

Typography

The Unordered and Ordered List Blocks allow you to change the list from an

unordered list to an ordered list and vice versa.
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ccordion 1

paragraph 1

Type / to choose a block

Accordion 2

paragraph 1

Tuna lta chanca a hlask
‘ns;: Emc-|e ip.

List BIOCH |

« item1
* item 2
* item 3

Page Details
Program & Service Page Block
Quick Page/Post Redirect

Yoast SEO

Pana 3 Haadina

Indent Tool

The Indent tool allows you to create subitems.

Bzsz--o0

ccordion 1

paragraph 1

Type [ to choose a block

Accordion 2

paragraph 1

Tuna lta nhnnes a blank

‘I EH2=|B I & -~

~

List Block

Savedrat  Preview n B

Page Block

M Heading
Introduce new sections and organize
content 1o help visilors (and search
engines) understand the structure of
your content.

Custom styles
Select a custom style v
This option let you add custom style for the
current block
2] Font settings ~
Font Family
Default ~
Color

i Text

NN Background

AV
Typography

~ v
- - -

oncon rovee [ B W 9
L Page  Block >

M Heading

« item1
* item 2
+ item 3

Page Details
Program & Service Page Block
Quick Page/Post Redirect

Yoast SEO

Pana 3 Haadina

Back to top

Introduce new sections and organize
content 1o help visitors (and search
engines) understand the structure of

your content.

Custom styles
Select a custom style >

This option let you add custom style for the
current block

(2] Font Settings ~
Font Family

Default ~

Color

Text

Background

Typography
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Bold, Italic, Link Tools

The bold, italic, link tools allow you to bold, italicize, or link words in a list.

2 « ® = Savedraft  Preview n | s

ccordion 1 . Page Block .
paragraph 1 W Heading
Type [ to choose a block Introduce new sections and organize
content to help visitors (and search
engines) understand the structure of
Accordion 2 - your content.
Custom styles
paragraph 1
Select a custom style
Tunaltashascaahlask [
Ml | @EH2Z|B | & v | current bloek
L s Bl Font Settings ~
1st Bloc
Default -
* item1
* item 2
L Color
+ item 3
Page Detalls SRV | Toxt
Program & Service Page Block Pt I Background
Quick Page/Post Redirect AV ¥
Typography
Yoast SEO ANV 4
& e .
Pana 3 Haading

Media & Text
The Media & Text block allows you to align an image and text horizontally.

Add Media & Text Block

Add a new block

Click on the white plus button with black box

Search for Media & Text

Click on the Media & Text icon. The Media & Text block will appear in the
content editor

AN =
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fea0= — - 1- LT

Page  Block X
M Heading
o Introduce new sections and
I ] organize content to help visitors
n H2 | = B | & ~ (and search engines) understand
the structure of your content.
N
Media & Text Block Typography v
Color settings v
Advanced v
Yoast SEQ v

Document - Heading

Insert Image

There are two ways you can insert an image - uploading from your local drive or
insert from the Media Library. In our case, you almost always want to add content
to the Media Library first.
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Upload
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Sandbox

Switchto draft  Preview IRUTEE) n B oo

Page Block

= Media & Text

Set media and words side-by-side

for a richer layout.

Color settings ~
~ e
[ [@=]v]: ]
Media & Text settings ~
0 Stack on mobile
i Media area
Upload a media file or pick ane from your media library. CO nte nt Avanced =
Media Library
Yoast SEO & ~
@ SEO @ Readability | #f Schema | =§ Social
| Document + Media & Text -
o .
Insert from Media Library
I:I B:- o- s v [0 [0
x

.

& Media area

Upload a media file or pick one from your media library.

[ crcrs [

Yoast SEO

@ SEO @ Readability | $¥f Schema = «& Social

Document 2 Media & Text

Content...

page  Block

Bz Media & Text

Set media and words side-by-side

for a richer layout.
Color settings.
Media & Text settings

@D stack on mobile

Advanced
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Resize Image

Z « QO = Switch to draft  Preview n B o
banubox Page Block x

(=) Button
Prompt visitors to take action with

Media & Text Block Bl o

Styles ~

Heading 2

‘EIEE ‘C—)‘va‘i‘ = eS|

Add a Button Fill Outline
Default Style

Not set ~

Color settings -

Border satings -

Border radius

Yoast SEO ~ [ 5 Reset
@ SEO @ Readability | 33 Schema & Social
X Width settings .
i Document - Media & Text & Buttons - Button |

Insert Content

You can add any block to the Content section of the Media & Text block.

2 « o = Switch to draft  Preview n B ¥

Page  Block x

Status & visibility -~

Sandbox

Visibility Public

Publish 0714/2022 12:07 pm

Media & Text Block Author

1 Crystal Menard ~
Copy.to a new draft

Rewrite & Republish

Content... [ove o s

Video Tutorials v

Yoast SEQ -

@ Readability analysis: Good
@ SEO analysis: Needs improvement

Improve your post with Yoast SEO

Yoast SFOQ

Document i
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Media & Text Block Toolbar

When you click on the Media & Text block the Media & Text toolbar will appear
above the block.

= - ~ ﬂ ] | I} ™ Replace

Transform tool

The firsticon is the Change block type or style tool. It allows you to change the
block from Media & Text to other similar blocks.

= = 7 E:I T | o |

TRANSFORM TO

N Image

(II] Columns

@ Group

Drag Tool

The next icon allows you to drag the block to other locations of the page.
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Page Block x

Bz Media & Text

Set media and words side-by-side
for a richer layout.

Color settings bl

Media & Text settings ~

Heading 2

This is a paragraph.

» Add a Button

.D Stack on mobile

@ ) Cropimage tofill entire column

Alt text (alternative text)

deco

Start writing or type [ to choose a block

Yoast SEO

Document - Media & Text

Image size
Full Size b
~
Advanced v

Move Up/Down Tool

The Move Up/Down tool is similar to the Drag Tool. It allows you to move the block

above or below other blocks, respectively.

Sandbox

Replace

‘IED:

@«

Switchto draft  Preview n Bl e

Page  Block x

Bz Media & Text

Set media and words side-by-side
for a richer layout.

Color settings ~

Media & Text settings ~

Heading 2

This is a paragraph.

Q Stack on mobile
@ Crop image to fill entire column

Alt text (alternative text)

Start writing or type / to choose a block

Yoast SEO

| Document + Media & Text

Describe the purpose of the image (%
L pty if the image is purely
decorative
Image size
Full Size b
~
Advanced ~
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Show Media On Left/Right

The next two icons allow you to move the image to the right or to the left with the
content moving to the left or right, respectively.

7 & 0O = Switchto draft  Preview n B o

DAlIUNUR
Page  Block x

Bz Media & Text
Set media and words side-by-side
for a richer layout.

Replace

Heading 2 Color settings ~

Media & Text settings 0

‘) Stack on mobile

J
Add a Button @ ) Cropimage to fill entire column

Alt text (alternative text)

This is a paragraph.

Start writing or type / to choose a block Des purpose of the image (7
Lea if the image is purely
d
Yoast SEO ~
Image size
@ SEO | @ Readability | 38§ Schema | & Social malinte: B
Focus keyphrase @ L]
o Advanced ~

 Document - Media & Text

Vertical Alignment Tool
The next icon allows you to change the alignment of the image to the top, middle,
or bottom of the content.
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Heading 2

This is a paragraph.

J
Add a Button

Start writing or type / to choose a block

Yoast SEQ

@ SEO @ Readability | 38} Schema | % Socia

Focus keyphrase @

Document - Media & Text

swentoaate prevew ([ n B

Page Block %

Bz Media & Text
Set media and words side-by-side
for a richer layout.

Color settings ~

Media & Text settings ~

.) Stack on mobile

@) Ccropimage tofill entire column

Alt text (alternative text)

Le if the image i

decorative.
~
Image size
Full Size w
Advanced v

Link Tool

The next icon is the Link tool. It allows you to add a link to the image. You can

assign the link to open in a new tab.

Sl IUNUK
‘IE :E:I|7‘H ReDIace‘E‘

Heading 2

This is a paragraph.

J
Add a Button

Start writing or type / to choose a block

Yoast SEO

@ SEO @ Readability chema | «% Social

Focus keyphrase @

 Document - Media & Text

Switchto draft  Preview n o o

Page  Block x

Bz Media & Text
Set media and words side-by-side
for a richer layout.

Color settings v

Media & Text settings ~
‘) Stack on mobile
@ Crop image to fill entire column

Alt text (alternative text)

Describe the purpose of the ima
Le if the image is purely
decorativ

~
Image size
Full Size -
Advanced ~
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Replace Tool

The Replace tool allows you to replace the image with another image.

e 60 - RS Qe o
2diIUNUR

Page Block x

Bz Media & Text
‘ e : |E i | v ‘ e flyacs ‘ Set media and words side-by-side

for a richer layout.
-

Heading 2 Color settings ~

This is a paragraph. Media & Text settings ~

@D stack on mobile

(J
Add a Button @) Cropimage tofill entire column

Alt text (alternative text)

Start writing or type [ to choose a block

Yoast SEO ~

Image size

@ SEO @ Readability 388 Schema & Social beckiaind i

Focus keyphrase
ohi © Advanced v

Document - Media & Text A

Paragraph

The paragraph block allows you to write groups of text. You can format paragraphs
in different ways. When you click inside the paragraph block you will see the block
toolbar pop up right above the block.

You can Shift+Return to drop a line without creating a whole new paragraph block.

Transform Tool

The firsticon is the Transform tool. When you click on it you will have several
options to change the paragraph block to other blocks similar to the paragraph
block.
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Drag Tool

TRANSFORM TO

M Heading

e— |ijst

Group

o]0

Buttons

%9 Quote
Columns

Preformatted

O B8

|0l

Pullquote

Verse

A\

The next icon is the Drag tool. It allows you to move the block to other locations of

the content editor.

q

— | B |
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/ « ® = Save draft  Preview n B e
San dbox Page Block x

M Heading
Introduce new sections and organize
‘ N ‘ = H2 = ‘ Bl & - ‘ 3 | 1 content to help visitors (and search
engines) understand the structure of
your content.
.
Heading o -
Font size Cust...
)
Line height
Program & Service Page Block a [ 15 ]
Is this a program or services page/
Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see en the navigation that likely the parent Color -~
page for that program area has not been selected in the page atiributes dropdown. Another way to tell if this atiribute was marked is if the breadcrumbs are correct on the live side as those reflect
the parent attribute field. Custom styles
Select a custom style &

O

This option let you add custom style for the

Contact Person current block
i Document -+ Heading

Up/Down Arrow Tool

The next icon is the move down or up arrow. This is similar to the Drag tool. When
you click on the up arrow or the down arrow, it moves the block above a block or
below a block, respectively.
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- o= Savedraft  Preview n L VA
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Header 1 ' =

Introduce new sections and organize

content 1o help visitors (and search

r’[‘hjs is the first pa:agraph [ engines) understand the structure of

your content.

This is the second paragraph.
Typography ~

Program & Service Page Block - Font size Cust...

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent

Line height
page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect
15 ]
the parent attribute field.
O
Color ~

Contact Person

Custom styles
Search... |

Select a custom style

Tonia Turner This option let you add custom style for the

Deb Harker current block “ BH

| Document - Heading

Change Text Alignment Tool

The next icon is the Change Text Alignment tool. You can left align, center align, or
right align text.
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This is the f
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Bold Tool

Align text left

Align text center

Align text right

The next icon is the Bold tool. You can bold a whole block or individual words.

[

® gt
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“ ®

(m[emc[s o]

W o
Header 1
This is the first pa.ragrapk@
This is the second paragraph.

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent

page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect

the parent attribute field.

(8]

Contact Person
Search..

Tonia Turner
Deb Harker

Document — Heading

Save draft  Preview m n L] m.

Page Block

M Heading
Introduce new sections and organize
content to help visitors (and search
engines) understand the structure of

your content.

Typography >
Font size Cust. ..

[ e
Line height

=]
Color ~

Custom styles

Select a custom style & |

This option let you add custom style for the
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Italics Tool

The next icon is the Italics tool. You can

™~

“ 6]

] o

HZ:—‘BfaPV‘

Header 1

This is the first paragraph. I

This is the second paragraph.

Program & Service Page Block

Is this a program or services page/

Save draft Preview

Check this field to show the subnav for the parent and child pages in this program or service area. Please note that if you have made a page you do not see on the navigation that likely the parent

page for that program area has not been selected in the page attributes dropdown. Another way to tell if this attribute was marked is if the breadcrumbs are correct on the live side as those reflect

the parent attribute field.

Contact Person

Search...

Tonia Turner
Deb Harker

L Document —+ Heading

italicize a whole block or individual words.

A v

Page Block

M Heading
Introduee new sections and organize
content to help visitors (and search
engines) understand the structure of
your content.
Typography ~
Font size Cust...
=

Line height

s ]

Color ~

Custom styles

Select a custom style - |

This option let you add custom style for the

current block

Link Tool

The next icon is the Link tool.

a

B

You can link a whole block or individual words.
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More Tool

You may see what these tools do and how they work, but they are rarely used so

please use at your discretion.

qa " | =|B I &

"
lick her
Click here to go to Google M [~ .
H- Inline image
Program & Service Page Block
(=] Keyboard input
Is this a program or services page/ 5 Strikethrough
Check this field to show the subnav for the pa
X, Subscript
page for that program area has not been seleq
2 .
the parent attribute field. X* Superscript
O A Text color
Options Tool

This tool is in all blocks.
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Click here to go to Google Maps.

Program & Service Page Block

Is this a program or services page/

Check this field to show the subnav for the parent and
page for that program area has not been selected in tij

the parent attribute field.

O

Contact Person

Search...

Document — Paragraph

Insert before/Insert after

Insert a block before or after an existing block
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Copy

Duplicate S#D
Insert before XHT
Insert after NHY
Move to

Edit as HTML

Add to Reusable blocks ’21
Group

Remove block N Z
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Duplicate

Duplicate is a one-step process to the copy and paste tool.

AN
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Save draft
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Page Block x

4  Paragraph
Start with the building block of all
narative.
Typography ~
Font size Cust...

==

Line height
s ]
Coler -~

Text settings -~

@ Drop cap

Toggle to show a large initial letter.

Custom stvles 4 BH

—

Gravity Forms
Gravity Forms allow you to collect data from users on your site by making a fillable

page which is then sent back to the administrator.

From the Forms tab in the Dashboard, you can add, edit, remove, and modify form
settings, as well as quickly get to Notifications and Confirmations.

Create Form

Hwnh =

Back to top

Click on the Forms tab in the Dashboard
Click on Add New
Add a Form title and/or Description
Click on Create Form
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5. Drag fields from the right pane to the editor field of the forms or simply click
the needed field and it will appear at the bottom of your form

6. Click on a field to edit settings in the panel to the right

7. Click on Update to save your changes

When you are in a form editor, you can go to the settings and Entries section of
that form.

@ @A Planeteria Media 3 ew orms Howdy, Crystal Menard [l
@ Dashboard Testing v Settings  Entries Preview Update
A Posts
Q3 Media Search for a field Q
@ Forms

START PAGING AddFields  Field Settings
Forms

Drag a field to the left to start building your
form and then start configuring it

[N

Personal Information

</> HTML CONTENT Advanced Fields v
Add- This is a content placeholder. HTML content is not displayed
i in the form admin. Preview this form to view the content. Post Fields v
Help
Pricing Fields N
M Pages
¥ Comments
# Testimonials First and Last Name (Required) - \!_/ o,
Please enter your name as appears on your birth certificate.
A Our Teams First Last Product Quantity Option
irs: as
A Our Services
First Name Last Name
A Our Projects Y ®
X Appearance Shipping Total

Fields

All fields have the same toolbar that shows above the field when it is clicked on.

.. —
- w o —
o mox U

The firsticon is the drag tool. You can drag and drop fields to different locations of
the form.
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Dashboard Submit a Work Order Request v Settings  Entries ¢/> Embed Preview

File Manager
Posts Search for a field
Media

@ Forms TENANT'S NAME (REQUIRED) PROPERTY NAME (REQUIRED) Add Fields Field Settings

Forms |
| Drag a field to the left to start

v building your form and then start
configuring it.

Standard Fields
TENANT'S ADDRESS (REQUIRED)

A | 0]
single Line Text | Paragraph Text Drop Down
2 ®

TENANT'S PHONE NUMBER (REQUIRED)
Public Notices [

Departments And |
Divisions

#| Resources

The second icon is the Duplicate tool. You can duplicate the current field.

The third icon is the Settings tool. You can view the Settings tab by clicking on this
icon.

The last icon is the Trash tool. If you no longer want the field click on the trash icon
and it will be removed from the form.

Conditional Logic

You can use conditional logic to show fields based on the answer to a previous
question. For instance, use this on Radio Buttons to make content appear only
after certain selections are made.
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Contact Us v Settings Entries Preview Update

Search for a field Q

Add Fields  Field Settings
Name (Required)
Phone ;3

%, Allows users to enter a phone

- number.
First Last

Phone Format 72

(wan) wap-staue
Do you have a phone number? (Required)
Rules

Required 7

No Duplicates ?

A ance
Phone it

Appearance

Advanced v

Plugins 22

Users
Conditional Logic = @ Inactive &

Form Settings

1. Click on the Forms tab in the Dashboard
2. Click on the title of the form you want to edit then click on Settings, or hover
over the title and click on Settings

Settings

You can change the title and description of the form, title and description
placement on form fields, the way the Submit button looks, and whether the form
can be saved and resumed later.

1. After making changes to this Settings tab, scroll down and click on Save
Settings

Confirmation

You can change how the confirmation landing page looks or create your own.
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Editing Current Confirmations

1. Click on the Confirmations tab on the left

2. To edit the current confirmation response, click on the title or hover over the
title and click on Edit

3. You can change the confirmation text by filling out the Text Box or change
the confirmation to take you to a new page on the site, or redirect it to
another website entirely.

4. Click on Save Confirmation

Confirmations can be more complex using conditional logic. See the tutorial below
for an example.

P> > sanDBOX

SANDBOX
GRAVITY FORMS

Name

| | |

First Last

Do you have a phone number? (Required)

Yes bt ‘

Phone

SUBMIT Y
F i R < v

Creating new confirmations

1.
2.
3.
4.
5.
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Click on the Confirmations tab on the left

Click on Add New

Fill out the Confirmation name, Confirmation Type

You can set a conditional confirmation based on the user’s responses
When done, click on Save Confirmation



Notifications

You can make changes to who the responses go to based on certain conditions.

Inserting Forms Into a Page

Embedding a Form

Once a form has been created, you can embed a form into any page in your site.

1. Go to the page you want to embed the form

2. Add a block where you want the form to go

3. Click on the white plus sign with black box and search for Gravity Forms

4. Click on the Gravity Forms icon. The Gravity Forms block will appear in the
content editor

5. Click on the down arrow next to Select a Form and choose the form you
want to embed. The form will upload.

6. Click Update to save your changes.

Settings Toolbar

When you click on the Gravity Forms block in the content editor you will see the
toolbar right above the block.

@ |/ |8

The first icon allows you to insert the block into a column or group block.

Change block type or style

The second icon is the drag tool. It allows you to drag the block to other locations.
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Sandbox

Gravity Forms

Switch to draft  Preview n m ¥

Page Block

Status & visibility

Visibility Public

irst gnd Last Name

irst Middle

lease enter your name as appears on your birth certificate.

ome Address

treet Address

ddress Line 2

Last

ity State / Province / Region

Document

Author

Crystal Menard
Copy.to a new draft

Rewrite & Republish

Move to trash

Video Tutorials
Yoast SEQ
D 4 Revisions

Permalink

URL Slug
r

Publish 07/14/2022 12:07 pm

The next icon is the Move tool. It allows you to move the block above or below the

top or bottom block, respectively.

_/ﬂ Q=

First and Last Name

First Middle
Please enter your name as appears on your birth certificate.

Home Address
Street Address

Address Line 2

Last

city State / Province | Region

|
Document > Gravity Forms

The next icon is the Edit Form tool. When you click on this the Form editor will

open up in a new tab.

Back to top

Switchtodratt  Preview [NUTEY n s :

Page Block

e Gravity Forms
Select and display one of your
formes.

Form Settings

Form

[ Testing

@) Form Title
@) Form Description

Advanced
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@

The next icon is the Form Settings tool. When you click on this the Form settings

/‘

will open up in a new tab.

$

@ i’

/Q

The last icon is the universal settings tool for all blocks.

Form Settings

® =’/

&

First and Last Name

First

Please enter your name as apg

Home Address

Hide more settings o8,
Copy

Duplicate 4#D
Insert before XHET
Insert after NHY
Move to

Street Address

Add to Reusable blocks ’:;

Group

Address Line 2

(

Back to top

Remove block ~Z
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Advanced Block Settings

In the advanced block settings you can choose to hide the title and description of

the form. You can also choose to preview the whole form in the content editor or

not.
Page Block X
Form Settings ~
Form
Testing ~
@ Form Title

@ Form Description

Advanced ~

Field Values

Tabindex| _4

Form ID: 6

Link Form

Instead of embedding the form directly into the page you can link it. There are two

ways to do this.

Creating a page then embedding

1. Go to Pages in the Dashboard
2. Click on Add New

Back to top
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Add the title of the Form as the Title of the Page

Click on the white plus button then search for Gravity Forms

Click on the Gravity Forms icon

Select the form you want to embed

Click on Publish then Publish again

Copy the url of the page then use it to link it on a button or in a paragraph

© NO U AW

Making a New Page in the Form Settings

Go to Forms in the Dashboard

Click on the title of the Form you want to link

Click on the </> Embed icon on the top right

Under the Create New section, make sure the Page is checked off and type
in the Title of the Form

5. Click Create

Hwnh =

Entries

You can view and export entries for your forms.

A Planeteria Media < 35 B + New G4 @ Forms Howdy, Crystal Menard Il

Screen Options ¥
@ Dashboard

4D GRAVITY FORMS

A Posts
9] Media

UNLICENSED PLUGIN: PLEASE PURCHASE A GRAVITY FORMS LICENSE TO
@ Forms 4 UNLOCK ACCESS TO UPDATES, SECURITY ENHANCEMENTS, ONLINE SUPPORT & PURCHASE A LICENSE

DOCUMENTATION.
Forms
New rm
Settings WordPress has new notifications. Go to your dashboard to see your notifications.
mport

d-Ons You've been using Ajax Load More for some time now, could you please give it a review at wordpress.org?
G All reviews, both good and bad are important as they help the plugin grow and improve over time.
Hel
{ Yes, I'll leave a review J [ No thanks J I've already done this
| Pages
- Check out our other Connekt WordPress plugins
% Comments
# Testimonials
) ) . ) o

# Our Teams @  Vwetcome to Gravity Forms 2.5t Learn more about all the new features and updates included in this version.

A Our Services

A Our Projects Forms Add New
O BT All 6) | Active (6) | Inactive (0) | Trash (0) ‘ Search Forms

1. Inthe Dashboard, click on the Forms tab then click on Import/Export
2. Select a Form from the dropdown menu
3. Select the fields you want to export
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4. You can also export entries based on conditional logic or the date range
5. When done, click on Download Export File. A csv file will be downloaded to
your local drive.
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