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SECTION 1 - THE BASICS
1a - ABOUT WORDPRESS

By using the official templates built by Access Idaho, your website is fully
responsive, meaning that it transitions from cell phone, to tablet, to
desktop computer seamlessly.
e No confusing development, just simple drag and drop front-side
editing is all you need to do.
e Add images, files, edit content, and new pages easily!
¢ Update the website on any computer, in any browser, at any time! All you
need is your user name & password we provide to you & an Internet connection.
e WordPress is open source, which means no large software fee for you!
» Ongoing support for any questions/help you may need is provided locally by Access
Idaho or the Office of Information Technology Services (ITS).

User Name and Password

Your user name and password have been provided to you. Do not give your user name

and password out to anyone else. If you need an additional user name and password for
additional staff to update the website, please contact us (creative@accessidaho.org) and we
will be happy to provide you with one.

What is Needed to Update a WordPress Website
e A computer

e [Ifusing a Windows computer, it will preferably be running at least Windows 7. If
your computer has an older operating system, you may have some issues
viewing and updating the website in outdated browsers.

e If you are using Internet Explorer as your browser, you must have at least IE 10,
but preferably you will have the latest version downloaded, or use a different
browser such as Chrome or Firefox.

e An Internet connection (must be on the state network or VPN).

e Your user name and password to log in.
No other special FTP or code-editing software is needed to update your website. If you
plan to do photo editing, we suggest you use Adobe Photoshop (purchase or subscription
required - contact www.its.idaho.gov/purchasing) or download GIMP (free) -
www.gimp.org/downloads

e The v2.x theme uses Bootstrap version 3.3.x.

¢ The v3.x theme uses Bootstrap version 4.x.

« We've added many new features in the version v3 theme and will expand upon it from
time-to-time.

If your website is on the State’s multisite server, you should see what version you are using at

idaho.gov | Accessihility | Cybersecurity | Brivacy | Lega! Notices | Security

300 | last updated
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SECTION 1 - THE BASICS
1b - LOGGING IN & OUT

BEFORE YOU BEGIN The screen shots throughout this guide are of an example website,
while it may not look exactly like your website does, the basic functionality is the same

and many of the features are the same, but there may be some slight differences. Follow
the arrows and text for an instructional guide to using your new website.

1. Go to your WordPress domain in any browser (Firefox, Chrome, or Internet Explorer)
and add “wp-admin” at the end of your URL.
Example: https://multisite.idaho.gov/agency-name-or-abbreviation/wp-admin/ or
https://agency-name-or-abbreviation.idaho.gov/wp-admin/

2. Enter your user name and password that Access Idaho or ITS provided to you for your
WordPress website.

3. If you forgot your password, click “Lost your password?” and enter the email you use for
the website (most likely your state or work email address).

Username or Email Address

Password

Remember Me

Lost your password?

< Back to Scaling Practices

Do not share your user name and password with others. If you have additional staff that

needs access to update the website, contact Access Idaho or ITS and we will gladly set up
additional user names and passwords for you.

1. Inthe top right corner you will see "Howdy Your User Name”, hover over this and you
will see a link to log out. Click this link.

axample-User

Edit My Profils

Log Out
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SECTION 1 - THE BASICS
1c - WEBSITE BEST PRACTICES

Good semantic structure will make your website easier for a user to read and for a search
engine to scan and show content in search results. A good outline structure is important,
follow the guidelines below and use this tool to check your outline structure -
https://validator.w3.org/nu/?showoutline=yes

Paragraph body text <p> - This will be the majority of the text on your page. All text that is
not a heading will most likely utilize this or a list.

: — r<hl>Main Heading</h|>
Heading 1 <h1> - Only used for the page title (this

is included by default in the template). Do not use a —— <h2>Sub Heading</h2>
H1 more than once on a webpage.
<h3=Sub Sub Heading</h3>

Heading 2 <h2> - Can be used multiple times for

sub headings of equal weight or value. <h2>5ub Heading</h2>

=h3=5ub Sub Heading</h3=>
Heading 3 <h3> - Should be used for any sub

headings under H2s. <h3>5ub Sub Heading</h3>
Heading 4 <h4> - Should be used for any sub headings under H3s.
Heading 5 & 6 <h5> & <h6> - Smaller sub headings, many times these are not used.

Lists <ul> & <ol> - Unordered lists (bullet points) Add tltle

should be used when there is no order of sequence <ol>
or importance. Ordered lists (numbered or lettered) TR

suggest a progression or sequence. Lists should

never be used for merely indenting or other layout
purposes.

Igsert rmat ¥ Tools ¥ Table ¥

Imin:Zvu—::izé’o%?EOv

Formats v Paragraph E =Y [7]

classic editor view

Screen reader and other assistive technology users also have the ability to navigate web
pages by heading structure, assuming true headings are used (as opposed to text that is
styled to be big and/or bold). This means that the user can view a list of all of the headings
on the page, or can read or jump by headings, or even navigate directly to top level headings
(<h1>), next level headings (<h2>), third level headings (<h3>), and so on.

For more in-depth information see: https://webaim.org/techniques/semanticstructure/

¢ Do not use text formatting, such as font size or bold to give the visual appearance of
headings - use actual heading (<h1> - <h6>) for all content headings.
e Heading levels should not be skipped!
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SECTION 1 - THE BASICS
1c - WEBSITE BEST PRACTICES

¢ Include the most important information in the first two paragraphs
e Use the supplied headings and subheadings in the template

e Group small amounts of related information visually

e Use bulleted and numbered lists frequently

Web visitors skim web pages to find the information they want. Even under great conditions,
your customers will read about 28% of the text on a page.

Want your content to be read and understood? Keep it short. You can achieve a 58% increase
in usability simply by cutting your words in half.

e Start with your most important point.

e Focus your message and delete unnecessary information.

e User shorter words that are easy to understand.

e Shorten your paragraphs and sentences.

» Test your page/site’s readability - https://www.webfx.com/tools/read-able/

Users view your content in chunks, scanning it for words that match the action they are
trying to accomplish. To help them find what they are looking for:

e Break your content into small sections.

e Use headings to separate the sections.

e Use the headings in order. (See the previous page about good semantics)

¢ Headings should use simple keywords that appeal to your audience.

Your visitors want to know what your page is about and where they can go from here. Links
tell them what they can do next. People scan for headings, content groups and links, to
determine what they can do and where they can click.
* Answer the question, “What will | get when | click this link?”
e Begins with keywords. People primarily look at the first two works of a link.
e Avoid generic words like click here or read more. These phrases do nhot communicate
the content they are linked to.
» Help your search ranking, usability and accessibility by using meaningful words. If your
link read aloud alone does not make sense, it will not make sense to a screen reader or
help your ranking on Google.

Don’t make your visitors hunt through the middle of long paragraphs for your links. Place
your links above a paragraph or below a paragraph or in a bullet list. Make them easy to find
when you skim a page.
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SECTION 1 - THE BASICS
1d - ACCESSIBILITY/508 COMPLIANCE

Compliance with ADA (Americans with Disabilities Act) is required of all web pages

developed for or by the State.

* ADA (Americans with Disabilities Act)—Compliance is required.

e Section 508 of the Workforce Investment Act of 1998 -Compliance is required.

o World Wide Web Consortium (W3C) Web Content Accessibility Guidelines—Must adhere
to the guidelines to the fullest extent possible.

All images should include equivalent alternative text (alt text) in the markup/code. If alt text
isn't provided for images, the image information is inaccessible, for example, to people who
cannot see and use a screen reader that reads aloud the information on a page, including the
alt text for the visual image.

Alt text should include a short description of what the image is showing, but must
be more descriptive than “picture.” Example of alt text for the picture to the right:
“Shape of the state of Idaho.”

All documents on your website should be in a screen reader accessible format. For example,
if the document is a pdf with text, the pdf should not be a flattened scanned image unless it
is scanned using Optical Character Recognition (OCR) software. See the accessibility training
section of webmaster.idaho.gov for more information.
https://webmaster.idaho.gov/training/accessibility-training/

All video-only and audio-only content requires a text transcript. Transcripts are clearly labeled
and linked below the media.

There must be a color contrast ratio of at least 4.5:1 between all text and background. Do not
rely on color alone to convey information. When providing detailed instructions, make it so
they aren't reliant on a single sensory ability.

The topics above are just the basics. For more information please contact Access Idaho or
ITS. See G3100 - Web Publishing, section IV Accessibility Guidelines for the state standards.
https://ita.idaho.gov/psg/q310.pdf
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2a - MODIFYING THE WEBSITE HEADER

There are 2 options for the v3 themes, the original (classic) theme and the new alternate
theme. The main differences are listed below:

Original v3 Theme: Alternate v3 Theme:

DAD Cmias Comarmer

s,

Your agency’s logo is placed at the top
on all pages next to the menu

e Upload a custom header image that will be

e Optional: Add your agency’s logo in the Choice of a hero image or slider on the
header to the right of the Idaho logo homepage only

The original header area has four sections that are customizable to a certain extent: the
background image (1), the Agency name (2), the Agency logo (3) and the search box (4).

The alternate header area has four sections that are customizable to a certain extent: the
hero image or slider (1), the Agency name (2), the Agency logo (3) and the search box (4).

IDNHO  Dfficial Government Website Add a menu
Name
ey 3 o EXAMPLESITE 2
I Sample Event Sample Page Q
search 4
s B
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2a - MODIFYING THE WEBSITE HEADER

Each of these areas can be easily customized from the back-end
by going to Appearance > Customize. Once loaded, you should
see a menu on the left-hand side of the screen similar to the
one shown here to the right. NOTE: these areas are not movable
from the locations illustrated on the previous page.

=

Click on "Header Image” in the menu

2. This will reveal an area that shows the current header and
has a button to allow you to upload a new image or even
hide the image entirely if you would rather have a blank
background. Be sure to read the instructions in that section
to answer any additional questions you might have.

3. Then click the blue "Publish” button to save.

=

Click on "Settings” in the menu

2. Select "Hero Image” - a static image that will allow you to
enter text over the image, or “Slider” - multiple images that
will rotate through with text and can be linked.

3. If you select "Hero Image,” you can enter text in the "Hero

Area Text” section of the customizer. If you select “Slider,”

you can add the images and text to the slider by publishing

your changes and going back to your dashboard. There is

an option in the left Admin Menu for “Carousel Slider”. See

section 4e for instructions on how to manage the slider.

=

Click on "Site Identity” in the menu

You are customizing (7]

ldaho Webmaster

Active theme

Idaho Webmaster with Change
Bootstrap 4

Site Identity o

Agency Logo

Colars >

Header Image

X =

Customizing

y Settings

Hero Image or Slider?

You can either have a hero image with text
or a Slider of images in the header but not
both.

(®) Hero Image

() Slider

2. This will reveal an area that has an input box called “Site Title” where you enter the

name of your Agency as you would like it to appear.

3. The tagline is optional and the text entered in this area will appear in italics above the
Agency Name you entered on the original theme, it will not appear on the alternate

theme.
4. Then click the blue “Publish” button to save.

* _ ILAHO OfTicial Government Website
Customizing -
Site Identity ]

Site Title

|daho Webmaster

Tagline

e 0
Department of Department‘o =
Site lcon
o
Site lcons are what you see in browser fabs,

Access Idaho WordPress User Guide

IDAHO WEBMASTER - —



SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2a - MODIFYING THE WEBSITE HEADER

=

3

Click on “"Agency Logo” in the menu

This will reveal a place to upload/change the agency logo
image or remove it entirely. IMPORTANT: remember to
enter ALT text for the agency logo to stay 508 compliant.
Then click the blue "Publish” button to save.

NOTE: The agency logo cannot replace the Idaho logo.

1
2.

3.
4.

Click on “Settings” in the menuo

To have a search box on your website you will need to

be sure to have the "Google Custom Search ID" filled in
with your ID number. You can find or set up your Google
Custom Search ID at https://cse.google.com (If you need
further assistance getting a GCS ID number, please feel free
to contact us).

Once filled in and saved the search box will appear.

If you would like to hide the search box once enabled,
simply check the "Disable search filed” checkbox.

NOTE: If you have created a new Google Custom Search and
would like the ads from the search results page removed, you
can complete the following form once your search is being used
in production: https://bit.ly/2TYHPLE

% [EEE)
You are customizing (7]

ldaho YWebmaster

Active theme
Idaho Webmaster with
Bootstrap 4

Change

Site Identity

Agency Logo 70

Colars »
Header Image

Menus

Widgets b
Homepage Settings
The Events Calendar
Social Media »
Settings o >

Additional CSS

This graphic is available in either white or black formats. It is white by default.

1.
2.
3.

To change it, click on the “Settings” menu item o
Look for the checkbox labeled “Use Black Idaho Logo”
Then click the blue "Publish” button to save.

IDAHD Official Covernment Website

Access Idaho WordPress User Guide
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2b - MODIFYING THE WEBSITE FOOTER

Your website’s footer area has two different formatting options that you may choose from,

either a two-column footer or a three-column footer. Each are illustrated below.

To modify between the choices, go to Appearance > Customize and then choose “Settings”
from the menu that loads. Then use the drop-down found in the “Footer Layout” section.

Footer One
» Test]
» Test2
» Test3

Idaho.goy | Accessibility | Cybersecurity |

Footer Two

Lorern ipsum
dolor sit amet,
consectetur
adipiscing elit.

Footer One

* Test1l
» Test2
= Test3

Idaho.gov | Accessibility | Cybersecurity |

Don't forget to click the blue “Publish” button to save.

Within the Footer area, the middle area (‘Footer One’, etc. above) are controlled via widgets.
Any available Widget found under Appearance > Widgets can be dragged and dropped into

Footer Two

Lorem ipsumn daolor sit amet,
consectetur adipiscing elit.

Privacy | Securlty

Footer Three

Lorem ipsurn
dolor sit amet,
consectetur
adipiscing elit.

Privacy | Security

nuammg

ﬂﬂ@ﬂﬁg

the numbered “Footer Column” boxes found on that screen. This is what controls what
content appears there. Although you are able to put more than one Widget within each

Footer Column, you do want to be judicial about how many are there as it will extend the

height of your footer area visually.

M Events Widgets = Manage with Live Preview

o ia = 2
31 Mady Available Widgets
£ Media Library To dct

Folders lot

rag It

i Pages
Archives
¥ Comments
A ANty arChE af VaLE site's Bosts
W Press Feleases
4r Carousel Slider Calendar

Ed Contact

E TebiePress

Custom HTML

# Appearance TR

Events List

Image

Diapiays an image.
£ Pluging

Access Idaho WordPress User Guide

a widaet drag It toa sidebar arelick on . To dos

General Sidebar

Home Sidebar

Categoras

= Ewvent Listing Bar
Custarmn Mata Annoucement Bar
Hido 1t | lng
ward! Page Sidebar
Gallery
Displsys s Imags gakery

Max Mega Menu

Foater Column 1

Custom HTML: Footer One

Foater One
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2b - MODIFYING THE WEBSITE FOOTER

Certain social media pages you would like to showcase
on your site can be modified by going to Appearance >
Customize and then choosing “Social Media” from the
menu.

1. Enter the various social media IDs (not the entire web
address) into the requisite input fields. Each field that
is filled in will display its corresponding logo and be
linked to your social media page.

Facebook ID

Your Facebook ID s the part followir
https:/ffacebook.com/

Twitter Handle
Your Twitter handle is) 1 ng

with an @ symbol

idahogov

Currently, the social media accounts configurable include
Facebook, Twitter, Instagram, Flickr, YouTube, an RSS feed,
and a general Email Contact.

2. For good Search Engine Optimization (SEO) purposes,
be sure to fill in the "Website Summary Description” box
with brief information about your Agency/website.

3. Upload a “Social Media Image”. This image is what
appears when people do searches for your site and/or
link to your social media page.

The very bottom row of links (pictured below) are not
configurable or removable as they are mandated by State
policy to appear on all State websites.

Idahogov |  Accessibility | Cybersecurity | Privacy |

Legal Notices | Security

By default, there is no "back to top” feature that would allow
a user to quickly be taken back to the top of the site but
there is a togglable option to activate this feature for sites
that have some extra long pages and it would be of benefit
to their users: go to Appearance > Customize and then
choose “Settings” from the menu. At the bottom you will
see the checkbox to activate this setting: "use ‘back to top’
feature.

Access Idaho WordPress User Guide

Colors ?
Header Image >
Menus

Widgets >

§ —

Homepage Settings j |

The Events Calendar \ i >
Y

Settings >

Social Media

Simple Custom CSS
Additional CSS ?

Website Summary Description

This summary tex ~3se

your website accul, 4 media,
The ldaho Webmas the
source for WordPre. e “e

official state templates

Social Media Image

A visual image that is shown with your
social media share. Max size is 1200 x
2040,

Remove Change image

Footer Layout
This determines the footer layvout at the bottom
of the page

Two column footer ¥

v'| Use Black idaho Logo
Switches the idaho logo from white to
bilack.

| Disable search field
This will hide the search field in the header
on every page.

Use "Back to Top" feature
This will initiate the Back to Top feature.




SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2b - MODIFYING THE WEBSITE FOOTER

USA SHAPE IN FOOTER
This graphic is available in either white or black formats. It is white by default.

1. To change it, click on the “Settings” menu item
[ Use Black USA Map

2. Look for the checkbox labeled “Use Black USA Map” Switches the USA map from white to
3. Then click the blue “"Publish” button to save. black.

Access Idaho WordPress User Guide
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2c » MODIFYING THE COLOR THEME

The v3 template comes with three predefined color choices which change various aspects of
the visual look of your website. To modify the color theme, go to Appearance > Customize
and then choose “Colors” from the menu. This will reveal a drop-down with the three
choices available and illustrated below.

DEPARTMENT OF ]+ =] - [o]=] i nogmoe

Header Text Color

i - Select Color

Link Color

! - Select Color
If you want to further customize the color choices for the
various elements showcased to the right, you can modify each | Y-S-Map Color
one by going to Appearance > Customize and then selecting | - Select Color
“Colors”. '

nogmoe

. : ) | Footer Background Color
From there, under the section you want to modify, click the |

“Select Color” button and choose your appropriate color. Once - Select Color
you've made all your selections don't forget to click the blue
“Publish” button to save your choice(s). | Page Heading Color

i - Select Color

Home Panel Color

—

] Select Color

Access Idaho WordPress User Guide 14



SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2d - EDIT/MODIFY THE MAIN MENU

1. Hover over Appearance in the left menu and click “Menus”.

Formats v Pr

k¢ Plugins

sa Users

# Tools

Header

[l Settings

2. You may have multiple menus on your website. To edit the main menu, select the "Main
(Primary Menu)” from the drop-down box and click the gray select button.

Edit Menus Manage Locations

Top Menu (Top Menu)

Select a menu to edit; lalbail i) Sei 2 SaW men.

Pl i

3. In the left column, you can select the page(s) you want to add to the menu.
4. Click the "Add to Menu” button.
5. You can click and drag any of the menu items to re-order the menu.
6. Click the blue "Save Menu” button when you are complete.
Pages - Menu Name  Main
Most Recent | View Al ° L enu Structure
@ Contact Us 3 g each item Into the order you prefer. Click the arrow on the right of the item to reveal acditional con
About Us
Technical Log Scaling Home Pags v
Scaling Manual
Scaler Roster About Us Page ¥
Scaler License
Log Scaling Overview e Page *
Registration of Log Brands 5
Select All Add to Menu Log Brands Pags ¥
Posts 4 v Log Scaling Overview Page v
Custom Links Scaler License Page
Categories v
Scaler Roster Page ¥
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2d « EDIT/MODIFY THE MAIN MENU

1. Hover over Appearance in the left menu and click “Menus”.

Formats v Pr

k¢ Plugins

sa Users

# Tools

[l Settings

2. You may have multiple menus on your website. To edit the main menu, select the "Main
(Primary Menu)” from the drop-down box and click the gray select button.

Edit Menus Manage Locations

Top Menu (Top Menu)

Select a menu to edit; SRS ML) Sei 2 ~ew ment.

Plmmme

3. Inthe left column, click on "Custom Links".

Pages ¥ Menu Name  Main
Posts >
ture
Custom Links 3 ..wwenl into the order you prefer. Click the arrow on the right of the item to reveal adc

Hama Bana ¥

4. Inthe URL field, you can type or paste the URL of the external link you want to add to the
menu. Type the text you want to appear in the menu ion the Link Text field .
5. Click the blue “Save Menu” button when you are complete.

Access Idaho WordPress User Guide



SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS

2e - SET UP A MEGA MENU

WHAT IS A MEGA MENU?

A Mega Menu is a drop-down menu with
multi-level expansion that lets you pack a
larger selection of your website’s navigation

shostcodes  Events EERCUETRUERCEINEE fiog  Level | +  DamTable  Press Releases  Contact Us

PAGE WITH COMMENTS SUB-PAGE PAGERB

into a single menu item. A mega menu

allows visitors to reach even the deepest PACIESORRUEAYE BACE Wil coMmRi

STATE OF IDAHO

FORMATTING DISABLED

sections of a website through the main

menu. Rather than just a basic vertical/

PAGE IMAGE ALIGNMENT LOREM IPSUM

drop-down layout, a mega menu allows for |EETSTEEre PAGE A
grid design, icon and image incorporations
under one heading.

NOTE: Not every website has need of or use for the mega menu. Large websites with lots of content

are better fit for mega menus. If this doesn't apply to your website than you can skip this section.
1- ]

Hover over Appearance in the left menu and

click “Menus”. i [E TablePress
On the loaded screen you will see two » hppearan P—
new columns next to the left menu: “Add K¢ Plugins Customize

. Widget 1
o Users HES ¥

menu items” and “Menu structure”. Under h A
"Add menu items” you should see a section 7 ook Header i
labeled "Max Mega Menu Settings”. Expand (S o cis R
that section, if it's not already, and check ol s=o @ g

the “Enable” box followed by clicking the blue Save button. This will activate the Mega Menu
aspects for your website. (NOTE: be sure that the theme selected is the “ldaho” one).

A Posts
Add menu items Menu =
il Events
& Media Max Mega Menu Settings " 2 T s, Menu
O] Media Library -
Folders Enzbla - Drag each item into the order you prefe
! Pages Event Hover Intant 4
Effart Eardn iln 4 Enet 4 Chartendac
Once the Mega Menu is activated, you determine Menu structure

which area(s) of your "Main Menu” you would like
to format as a mega menu. To do so, hover your
mouse over the main menu section you'd like to Drap gach e it the aiver rou grsler, Clickthe ancigaiiie righit of th
stylize as a mega menu. A blue button labeled

MenuName  Main Menu

. i Shortcodes o v
mega menu” should appear. Click on it.
Events 3 Page v
About The Tests [T ) Page =
Page with comments sub ifem Page
Page Markup And Formatting sub item Page -
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2e  SET UP A MEGA MENU

4. The pop-up that appears will give you various formatting and setting choices for your
selected Mega Menu. The first choice you must decide on is how the sub-menus underneath
the selected menu will be displayed: fly-out, grid layout, or standard mega menu layout. The
“flyout” choice is the basic pop down appearance that is similar to the standard submenu
for non-mega menus. The other two choices will show you how they will look as they are
selected in the display mode choice drop-down selection box. (The “Grid Layout” does give
you the most choices and best layout options).

About The Tests
Sub menu display made  Mega Menu - Grid Layoul ; Select a Widget o add to the parel 3 |
Sattings =

canz 4 a2 < a2

Page with comments Bub-page Page B
A i AL e MuAd o

Page Markup And Formatting Page with comments dissblsd State of Idaho 5
Mec Tem Seny e yriage

Page mage Allgnmant Laram [psum

M frem Monu mem

Clearing Flaats Page A

At I ML e

5. By utilizing either “"Mega Menu” display mode, you will be able to not only show and layout
the submenus in a more pleasing manner but you also have the choice to incorporate any
available Widget into the submenu area as well.

6. Once your display choice is made, you can choose any additional settings you want to active
under “Settings”. (Most websites will leave all these as default).

7. If you want an icon to appear in the main menu next to the selected menu item then go to
the “Icon” section and chose an appropriate icon from the “Dashicons” area.

8. Click the "x" in the upper-right-hand corner and the window will disappear.

9. Then, either continue setting up additional mega menus for any other main menu item or,
once fully complete, click the blue “Save Menu” button over on the right to fully active the
newly setup Mega Menu for your website.

Once properly completed, a Mega Menu can take your navigation from the basic choice shown
below left to the one shown below right:

—— e . . - o i e
Shortcodes Events AboutTheTests= Blog LevelT~ DataTable Press Releases Cc o m
5 5 =5 Shortcodes  Events Blog Level| « DataTable Press Releases  Contact Us
Page with comments l‘: LU L |
page Markup And Farmatting s* . = PAGE WITH COMMENTS SUB-PAGE PAGE B
2
Page image Alignment U '
- PAGE MARKUP AND PAGE WITH COMMENTS REATIOF [
Clearing Floats
FORMATTING DISABLED

Sub-page

Page with comments disabled PAGE IMAGE ALIGNMENT LOREM IPSUM

Larem |psurm

Hage:a CLEARING FLOATS PAGE A

o Page B
Wi :
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2f « EDIT/MODIFY THE MEGA MENU

NOTE: Not every website uses a mega menu, if this doesn’t apply to your website than you can skip
this section.

WHAT IS A MEGA MENU?

A Mega Menu is a drop-down menu with
multi-level expansion that lets you pack a
larger selection of your website’s navigation
into a single menu item. A mega menu

®l ] + DaraTable Press Release

PAGE WITH COMMENTS SUB-PAGE PAGEB

STATE OF IDAHO

allows visitors to reach even the deepest PACIESORRUEAYE BACE Wil coMmRi

FORMATTING DISABLED

sections of a website through the main
menu. Rather than just a basic vertical/
drop-down layout, a mega menu allows for |EETSTEEre PAGE A
grid design, icon and image incorporations

under one heading.

PAGE IMAGE ALIGNMENT LOREM IPSUM

1. Edit and/or modifying a current Mega Menu is handled very similar to standard Menus
(Section 2d), the adding of the actual pages/posts and organization is handled the same way.

2. If you need to update the submenu’s layout appearance and/or various settings or icon, then

hover over the top-level menu item until the “"Mega Menu” blue button appears and click it.

Update the various items within the pop-up window as needed.

4. Click the "x" in the upper-right-hand corner and then the blue “Save Menu” button.

W

Access Idaho WordPress User Guide
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SECTION 2 - CUSTOMIZE YOUR SITE SETTINGS
2g - WIDGETS/ANNOUNCEMENT BAR

1. Hover over Appearance in the left menu and click "Widgets”.

Themes

Customize

Menus

Header

NOTE: Not every website utilizes the announcement bar section. Your site may use other widget
and if you have questions about customizing them, please contact Access Idaho.

2. Find the "Announcement Bar” section and click the “Text” drop down in it.

2 Dashboard

A Posts
07 Media
I pages

¥ Comments

» Appearance

Themes
Customize
Widgots
Menus
Header
Background

Custom CSS
£ Plugins
= Users
4 Tools
Settings

© Collapse meniu

3. You can edit the text, add documents, etc and click the blue

Wldgets Manage with Live Preview

Available Widgets

To sctivate a widget drag it fo a sidebar or click on it. To deactivate & widger and delste

its settings, drag it back.

Archives

A montnly archive of your site’s Posts

Bootstrap Navigation

NE
[

ration far the sidebar and Footer.
be primary or subDmenu.

Categories

A st or dropdown of caregories.

Gallery

Displays an image gallery.

Meta

Login, RSS, & WardPress,org links

Pages

Audio

Displays an audio player.

Calendar

A calsndar of vour site's Posts

Custom HTML

Arpitrary HTML code.

Image

Displays an fmage,

Navigation Menu

Add a navigation menu fo your sidebar.

Recent Comments

“Save button to update the notice bar on all pages.

Access Idaho WordPress User Guide
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Page Sidebar

displays on oll pages cxcept homepage

Search

Recent Posts

Recont Commaents

Archives

Categories

Meta

Annoucement Bar

Color bar that appears aleng bottormn of each p

Text: Notice

Annoucement Bar

Texk: Notice
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=
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SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5a « EDIT EXISTING CONTENT

There are multiple page-editing widgets available. Older or custom sites may not use the
same page editor as pictured in the examples in the following pages. If this is the case,
please feel free to contact Access Idaho for assistance.

You are able to edit any content in the main body section of the page. Editing the content
may consist of any of the following: editing text on the page, uploading new images or files,
etc. To edit a page, hover over “Pages” in the side menu and click "All Pages”.

Dashboard

At a Glance - Quick
B 10 Pages Title
WordPress 4.9.7F
What
All Pages =

This will take you to the full list of all of the pages on your website (listed in alphabetical order
by default). From here you can click on the page you wish to edit.

Add New

Pages Aad How
A1) | Putslished [30) | Trash (T)
Bulk Actions =] Asely  Alldates _'f

Ateizment

After clicking edit, you will typically either see the Visual or Text editor. The Visual is very
similar to Microsoft Word, where you have the options to change text size, use spell-check,
copy and paste, underline text, etc. The text editor is for the advanced editors that prefer to
update the website in the HTML markup.

Edit Page Add New Vi
0%
About Us "6},@%4, Publish

%q,r

Permalink: http://multisite.idaho.gov /about-us/ Edit

Preview Changes

O : 7 Status: Published Edit
7 Add Media Visual  Text -

> Visibility: Public Edit

I
Il
il
%
%
H
s
)
4

B I = = = ¢ -
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SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5a « EDIT EXISTING CONTENT

The visual editor provides a semi-WYSIWYG (What You See is What You Get) content editor
that allows you to easily create, edit, and format your blog content in a view similar to that of

a word processor.

This is the default editing mode of WordPress before version 5, but if it does not appear to be
enabled, you can select the Visual tab in the top right corner of the editor area, as depicted

below.

If you hover over the buttons in your browser with your mouse and pause over the button for
a moment, a tool tip will appear letting you know what the button does.

Edit Page Add New
About Us

Permelink: http: /fmultisite. idaho.gow Sy /about-us/ | Edit

O Add Media
BT == e =

Formats v | Paragraph v = K ¢ Q =& = % © lcons

For the advanced users that want to edit the HTML code.

Edit Page addnew
About Us

Permalink: hitp://multisite.idaho.gov/ibsp/about-us/ Edit

B3 Add Media

b | i |lnk | b-quote |det ins | img || ul || o || li| cede | more | closetags

<div class="row">

Access Idaho WordPress User Guide

Scroen Options ¥ Help =

Publish

Preview Changes
7 Status: Published Edit
Visual — Text
& Visibility: Publie Edit

75) Revisions: 5 Browse

[if] Published on: Jun 29, 2018 @ 15:48

SCIEENUPUONs v nep v

Publish .

Preview Changes

? Status: Published Edit
Visual Text

@ Visibility: Public Edit

D) Revisions: 5 Browse

B L s L L R T P PR
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SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5b - ADD NEW WEB PAGES

Once you are logged in to the website, there are multiple ways that you can add a new page.
1. Click on "Pages” in the left menu
2. Click on the "Add New" button at the top of the pages page, or click on the "Add New"
link in the left menu.

&) & MySites @

# Posts All (10) | Published (10) | .

07 Media Bulk Actions ;l Apply idates T

I! Pages Auth

All Pages -ws0ut Us ashei

Add New

3. Enter the page title. Be sure to keep the title specific to the contents of the page. The
title you enter is what will be used to create the name of your new web page, so it
needs to be specific and clear as you will be linking to it later in this guide.

4. Type in or copy and paste the contents of the web page.

5. If you are adding a page to an existing section, choose that section under the Parent
menu. NOTE: Do not list your home page as the parent item.

6. When you are ready to publish the page, click the blue “Publish” button.

NOTE: How to add an image or a file to the page is in Section 3c. How to add the new page
you created to the menu is in Section 2d.

MY e MySites @& ® 218 B0 4+ New Howdy, s —
Screen Opbions ™ I
LT Add New Page
i 3 Publish
£ Media
Save Draft | Preview |
B Pages =
b Status: Draft Edit
3y Add » ! -
All Pages Gz Modla Visual  Text
; = T ® Visibility: Publie Egit
Add New B I «~ E=EE & — = ==L 8RB o
TaEdit
¥ Comments Formats » Parsgraph » = d ¢ 0 € = ® Icons 6
»* Appearance
& Plugins
. b 4 Page Attributes
s Users
" 5 Parent
# Tools
(no parent) j

6 Settings

Template

© Collapse menu

Default Template "|
Crder

a
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SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5b - ADD NEW WEB PAGES

The Title and URL of a page are related by default. When you initially type the title of your
page, the page slug (used in the permalink/URL) is automatically created. The page slug is the
part of the URL between the last two forward slashes. When the default page slug is creat-
ed, all letters will be converted to lowercase, spaces will be exchanged with dashes, and any
special characters will be removed.

My Page Titie My Page Title

Parmnfink! hio deample woedpress commy-page-18ad | Edan Wiew Page Prrmmaiind 0T SIS comd eI oK | Gance

You can modify the page slug by clicking the Edit button next to it. When you're finished
editing, click OK. After you are done making your changes don't forget to click the Update
button to update the page and save these changes.

Access Idaho WordPress User Guide 24



SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR

5c - ADD DOCUMENTS & IMAGES

UPLOAD IMAGES FROM YOUR COMPUTER

Be sure you are in "edit” mode on the page you wish to add the image to.

1.
2.

W

Place your cursor where you want your image to appeat.
Click on the "Add Media" button.

07 Add Media

B I = =95 = F VR E o~
= N @ Icons

1]
&
<
=
il

Formats » Paragraph v

In the "Upload Files” Tab, you can either drag an image from you computer here or click the
“Select Files” button to browse for where you saved the image you wish to upload on your
computer.

Once you have uploaded an image, it will automatically take you to the Media Library tab
and your picture will be selected. Before you insert the image into the page it is VERY
IMPORTANT to add Alt Text to the image.

To add Alt Text to an image, you will type a short description of what the image is

showing in the Alt Text field on the right. Entering alternative text for images allows your site
to meet certain 508 compliance standards, more specifically, if a user is viewing your website
with a screen reader and cannot see the image, the screen reader reads the alternative text
attached to the image to let the user know what is on the page.

You can also edit or delete the image permanently. If you wish to crop, rotate, or flip the
image you uploaded click the edit button. NOTE: This editor will not automatically make
the file size of the image smaller. If you upload a large image and it loads very slowly on the
web site, you should optimize it by opening it from the Media Library and the clicking the
“Smush” button. If you replace an image with a newer one, you will want to use the "Delete
Permanently” link to remove the old image you updated.

Add Media Add Media »

Create

Create

Create Video . 4

Insert from URL

Upload Files  Media Library

All mudl’ailamsj All dates j Search moda items..

ATTACHMENT DETAILS
favicon.p

July 11, 20 6
aKs

512 = 512
Eciit Image
Delete Permanently

URL  httpiffmultisite.idaho.goviib

Title

5

AltText  Shape of the state of Idaha

i

Dascription

CONTINUED
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SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5c - ADD DOCUMENTS & IMAGES

7. Toinsert the image into the page where you cursor is, click the blue “Insert into page” button.

= B B B 7

Clear

UPLOAD DOCUMENTS/FILES FROM YOUR COMPUTER
Similar to uploading an image, you will need to be in “edit” mode on the page you wish to
add the document/file to.

1. Place your cursor where you want your document to appear.

2. Click on the "Add Media” button.

7 Add Media

B I = =, , = P RE o~
Formats v Paragraph v = kil ¢ 0 = = 4 @ Icons

3. Inthe "Upload Files” Tab, you can either drag the file from you computer here or click
the “Select Files” button to browse for where you saved the file you wish to upload on
your computer.

4. Once you have uploaded a file, it will automatically take you to the Media Library tab
and your document will be selected.

5. Before you insert the document into the page, you can change the title of the docu-
ment to what you would like to appear as the link that user will click on.

6. You can also delete the document permanently. If you replace a file with a newer one,
you will want to use the "Delete Permanently” link to remove the old file you updated.

4d Media Add Media x

"eate Gallery Upload Files  Media Library

reate Audio Playlist

All media tems j All aates :J Search mania ltems .
. ATTACHMENT DETAIL 2
reate Video Piaylist
Overview-Dr .anual.pdt
| June 29, 201
S5 KB
sert from LRL
bl Dealeie Parmanently
B e I 5 URL  htte:fmultisite.idaho.gov/io
pdf T - | Title  OVERVIEW - Sealing Manua
Caption
% % Description
IdahoLogScalingMan IdaholLogScalingMan
ual-print.pdi ual-enline.pdf chapter-30.pdf chapter-20.pdf
ATTACHMENT DISPLAY SETTINGS
= = =n —n LinkTa | Media File -|
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SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5c - ADD DOCUMENTS & IMAGES

7. To insert the file into the page where you cursor is, click the blue “Insert into page” button.

= |FEEEarE

Log-Brand- Lrtr-
Log-Sealing-in- Registration-form- MNewhssessLawForm. Mermo-11-
Idaho-2015.pdf Master.pdf pdf Aug-2010.pdf

1selected | @ | Insert into page
Clear
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SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5d - ADD EXTERNAL & INTERNAL LINKS

Be sure you are in "edit” mode on the page you wish to add the link to.
1. Highlight the text or image you wish to add the internal link to.
2. Click the link button in the visual tool-bar.

3. Click the gear icon in the box that pops up.

BInmszésu—;—__e,,_—;@ﬂ*

Formats v = Paragraph v | = ﬁ ¥, Insert/edit link

About our Agenc; 1
Praesent sollicitudin say, < sit amet eros molestie, egestas est non, mattis massa. |

pretium ex ey magna cursus tristique. Vestibulum ac felis a sapien dignissic ulkricies, Suspendisse iaculis nulla sed tincidunt day

About our Agency
Paste URL or type to search | -4 3 i 212553, Suspendisse sed augue
KT EUIVITET TREUs, U PO oner consectewr siamet. 0, terdum eros et congue. Etiam elit felis, efficitur

4. In the new box that appears, you can search for the internal page you want to link to or scroll
down the list and select it.

5. Click the blue “Add Link”" button to add the link to the text on the page.

Insert/edit link

Enter the destination URL

URL
Link Text = About our Agency

Open link in a new tab 4

Or link to existing content

Search

I No search term specified. Showing recent items.

Contact Us

About Us

Technical Log Scaling
Scaling Manual
Scaler Roster

Scaler License

Cancel

Access Idaho WordPress User Guide 28



SECTION 3 - EDITING YOUR SITE - CLASSIC EDITOR
5d - ADD EXTERNAL & INTERNAL LINKS

Be sure you are in "edit” mode on the page you wish to add the link to.
1. Highlight the text or image you wish to add the external link to.
2. Click the link button that shows for the Editor you're using.

B I = = k£ & — = = =(f|*

Formats v Paragraph + = kil CEEEIELE

WWW.IDAHO.GOY 1

Praesent sollicitudin sag.

3. Type or paste the URL you want to link to in the box that appears.
4. If you would like the link to open in a new tab in the user’s browser when they click on it,
click the gear icon and in the new box, click the “Open link in a new tab” check box.

WWW.IDAHD.GOV
. = — P = | ors 5
https://www.idaho.gov/ o . mattis massa. Suspenc
LML PUWINET ECus, quis Py, ~reamet. 4 ‘ongue. Etiam elil
Insert/edit link X

Enter the destination URL
URL https:/fwww.idaho.gov/

Link Text WWW.IDAHO.GOV 4
Open link in a new tab
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS
5e « EDIT EXISTING CONTENT

In WordPress 5.0, the classic content editor was replaced with a brand new block editor,
known as Gutenberg. The new editor uses a totally different approach, called ‘Blocks’ (hence,
the name Block Editor). Blocks are content elements that you add to the edit screen to create
content layouts. Each item you add to your post or page is a block. You can add blocks for
each paragraph, images, videos, galleries, audio, lists, and more. There are blocks for all
common content elements and more can be added by WordPress plugins.

The main difference between this editing interface and the “classic” one is the input area with
different blocks for various kinds of content type.

Currently, there are two ways to insert blocks into your posts and pages. At the top of the
page there is a tool-bar with a (+) icon (#2 in the illustration below). Clicking this will pop
open a box where you can search for blocks and insert them. There is also a block inserter
shown when you click above, below or in between blocks already in your editor.

o Status & Visibility .

Tltle Visibility Public

publich ila 2018 &85 .

G‘) Write your story = @ = Post Format Standard ¥

Stick 1o the Front Pags (CD

Penging Review @

Movetotrash W

The illustration above pin-points various areas within the i .
Gutenberg interface:

Tags v

#1 is where you can add the title to your post or page. Ferhend oo i

EKEIPI L

#3 are the undo/redo buttons, which allow you to move forward
as well as backward and thus helps to edit the contents easily.

On the right side of the screen you'll notice a new sidebar called the Inspector that has been
added. This sidebar holds the settings for your page as a whole, as well as individual block
settings. All of the page-level options such as categories, tags, featured image and post
attributes are now available in the Document view of the sidebar.

#4 is the Settings area that includes options that are similar to that of the Classic Editor. From
here, you can add the featured image, tags, categories, visibility type and much more.
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS
5e « EDIT EXISTING CONTENT

Block settings can be viewed by clicking inside any of your blocks and then clicking the
Block settings tab at the top of the sidebar. Some blocks may automatically show the block
settings when you click inside the block.

#5 is the block section on the Settings area that displays relevant setting options as you
select an individual block. Each block type can have their own distinct setting options
available.

#6 are the buttons that allow you to preview and publish your post/page.

As you click on the plus button (#2), a window will be opened where four tabs are
displayed as well as a search box. Each tab holds various block types based on their
category. The Suggested/Recent tab will how just what is says - any tabs you've recently
used. The Blocks tab is where you will find all the available and common blocks that you
might require. The blocks in this section are further divided into four categories: common
block, formatting, layout and widgets.

The Embeds tab is where you can select the blocks for embedding various audio, videos
and other content from various social media platforms and popular websites.

Another easy-of-use feature of Gutenberg is that you can easily rearrange your blocks:
when you hover over the block you'll see an up/down arrow on the left-side of the block.
Just click it and drag the block to your preferred location.

Each block comes with its own toolbar which appears on top of the block. The buttons in
the toolbar would change depending on the block you are editing.

For example, in this screenshot, we are working in a paragraph block which shows basic
formatting buttons like: text alignment, bold, italic, insert-link, and strike-through buttons.

Welcome to The New Editor

ﬁ qr= 22871 & = |
Lorem ipsum dolor sit amet, eam cu libris dictas. Iuvaret sanctus ex

quo, ad duo wisi vitae possit. Has id sumo stet eripuit, deseruisse
expetendis disputando nam el

When you click on some blocks, you'll see an inline tool-bar that lets you modify certain
block settings such as alignment, image editing, formatting and more. The options shown
will depend on the options defined by the block.
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS
5e « EDIT EXISTING CONTENT

Apart from the toolbar, each block can also have its own block settings which would appear in

the right column of your edit screen.

Wplrnmp fo ThP New Editor

= = =2 B I &

orem ipsum dolor sit amet, eam cu libris

dictas, Juvaret sanctus ex quo, ad duo wisi

vitae possit. Has id sumo stet eripuit,
deseruisse expetendis disputando nam ei.
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS

5f - ADD NEW WEB PAGES

The first block is the title. After that, you can use the mouse to move below the title or press the
tab key on your keyboard to move down and start writing.

1.

n

@

4.

W

Enter the page title. Be sure to keep the title specific to the contents of the page. The
title you enter is what will be used to create the name of your new web page, so it
needs to be specific and clear as you will be linking to it later in this guide.

Type or copy and paste the contents of the web page.

Click the '+" when you're ready to add additional blocks to your content area.

Document Block

Status & Visibility

Visibility

Add title <
Start writing or type / to choose a block @

E]

Publish

[ Pending Review
Featured Image
Discussion

Page Attributes
Options

[0 Hide the title

The Blocks insertion area is where you can find all available options that can be
displayed on your page: from basic paragraph text to embedded videos. The Blocks
insertion dialog categorizes all the various blocks into their functionality.

5. Each block can have a number of
options available for it. Be sure to ® © ® =
click on the "block” tab within the
editor’s sidebar to see what options
are there.
6. When you are ready to publish the
page, click the blue “Publish” button.
Most Used v
NOTE: We will cover how to add an CarymRn Bkl ¥
image or a file to the page in Section 3g.
Formatting A%
We will cover how to add the new page
you create to the menu in Section 2d-2f. Layout Elements v
Widgets v
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS

5f - ADD NEW WEB PAGES

To facilitate the basic layout of a two-column Bootstrap layout using the Gutenberg editor
and let you visually see the columnar layout within the Admin Editor screen, simply follow
these steps:

1

2.
3.

N o

Begin a new page as indicated in the information on the previous pages.
Click the '+’ to show the Gutenberg block list and select “Bootstrap Blocks”.

" "
Choose the "Row” block. ®
| Search for & block |
| Sexa block |
Layout Elements W
Common Blocks w
Widgets i
Fermatting w
Embeds ~
Layout Elements e e L e B R Rl B
| Bootstrap Blocks [E] ~
Widgets v t
Embeds v H B
Containgr Row Buiton
Bootstrap Blocks W
‘Yeast Structured Data Blocks i Yoast Structured Data Blocks ~

This will place a content box that has two even columns in your content area

Start writing or type / to choose a block [©] Start writing or type / to choose a block @

If you need to change the amount of space that a column takes up, hover the pointer
near the top-left corner of the column and

then click on the "Row -> Column” text that —

appears. This will cause the Column Settings
menu to appear in the Block Settings area
(right-hand sidebar).

Expand the “Column Size" settings area.

Start writing or type / ta choose a block

Move the slider for the "Md Columns” to represent the = Column
percentage of space you want that column to take up
within the row. (There are a total of 12 columns). Colurn size ~
To be more responsive, you can also adjust the sizing of
columns are they would appear under other sized screens =~ * “°4m : :
(such as mobile phones use the "Sm Columns” setting. ® |°_|
Save/update the page.
Lg Columns
. o |
Md Columns \

Access Idaho WordPress User Guide



SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS

5f - ADD NEW WEB PAGES

The Title and URL of a page are related by default. When you initially type the title of your
page, the page slug (used in the permalink/URL) is automatically created.

For the Gutenberg Editor, you can modify the page slug
by clicking the “Permalink” section in the editor’s right
sidebar to display the URL input box. When you're
finished editing, click the “Update” button.

This is especially handy if, for example, your page title
is very long, but you would like a URL that people can

remember more easily.

Permalink ~

URL

| title-test

Preview

http://localhost:B888/title-test/ (7

Featured Image v

One of the best things about blocks is that they can be saved and reused individually. This is
particularly helpful common pieces of a webpage you want to use in multiple areas.

Click on the menu button located at the right corner of each block’s toolbar. From the menu,

select 'Add to reusable blocks’ option.

£ Hide Block Settings

S Add to Reusable Blocks

Did you find this article helpful? Let us know by leaving a
cornment below or join us on Twitter and Facehook.

B Remove Block

You will be asked to provide a name
for this reusable block. Enter a
name for your block and then click
on the save button.

The block editor will now save the
block as a reusable block.

Now that you have saved a block,
let's see how to add the reusable
block into other WordPress posts
and pages on your site.

Edit the post or page where you
want to add the reusable block.
From the post edit screen, click on
the add block button.

You will find your saved block under the ‘Reusable’ tab. You can also find it by typing its name

in the search bar.
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS
5g - ADD DOCUMENTS & IMAGES

Be sure you are in "edit” mode on the page you wish to add the

. @ o @ =
image to.
1. Place your cursor in the section where you want your
image to be placed and a “+" should ——————
appear off the left-hand side. Click on it to bring up the R —— 1 * |
block insertion dialog. From there, scroll to “Common Common Blacks Al
Blocks” and then choose “Image”.
2. Next, the Image selection dialog will appear. From there qa =
you click the “Upload” button and follow the prompts to Paragrach Image Galiery
add your image. = = -
B =E = & = Heading List Quete
J &3 D
B image Audio Cover File

Drag an image, upload a new one or select a file from your library.

2

h Upload Media Library

Insert from URL

3. The image will be automatically inserted into your page at the position you choose.
4. The sidebar block options should have appeared as well. It's here that you can set the Alt text,
fine-tune image dimensions, as well as add a link to the image, if applicable.

You can also drag and drop images from your computer, and the editor will automatically
create an image block for it.

To keep your website 508 compliant, it is VERY IMPORTANT to add Alt Text to the image.

To add Alt Text to an image, you will type a short description of what the image is showing in the

Alt Text field on the right. Entering alternative text for images allows your site to meet certain 508

compliance standards, more

specifically, if a user is viewing o St 2

. ) orem ipsum dolor sit amet, eam cu libris o e
your website with a screen I dictas. Iuvaret sanctus ex quo, ad duo wisi et s imdga 1o ke v
H vitae possit. Has id sumo stet eripuit, e
reader and cannot see the Image, dnsmgtend.l,sdispmandonamm, image Setiings a
the screen reader reads the O-==5=ms; o o i T

alternative text attached to the
image to let the user know what
is on the page.
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS
5g - ADD DOCUMENTS & IMAGES

The Media & Text block comes with two blocks placed side-by-side allowing you to easily add an
image and add some text next to it. This block can be found in the “Layout Elements” section.

Dhscusmant Black »
(EREE I N 1= TR
= hlgda ik Tox
Sai mechas and weds sido O feilg
z X {or a raches hrrput
Lorem ipsum dolor sit
amel, eam cu libris dictas. Meedis & Toxt Settings A
& Juvaret sanctus ex quo, ad -
duo wisi vitae possit. Has id
r AN Toad [ARRsnalve Towt)
o sumao stet eripuit.
Luvaret sancius ex quo, ad dug wisi vitae possit. Lorem ipsum AT T CRLCADaE Pota Eriig 1
dolor sit amet, eam cu libris dictas. PSSR SV LEDS 1 AR E IR
i Craniacn wille it iy Ol gils
Varet sanctus ex quo, ad duo wisi vitae possit, Lorem ipsum dolor Color Sottings w

sit amet, cam cu libris dictas.

Another cool feature that you may want to try is the ‘Cover’ block, which allows you to add cover
images to your posts and pages. This block can be found in the “Common Blocks” section.

A cover image is a wider image often used as a cover for a new section in a page or the beginning
of a story. They look beautiful and allow you to create engaging content layouts.

Add a cover block and then upload the image you want to use. You can choose an overlay color for
the cover or make it a fixed background image to create parallax effect when users scroll down the

page.

Gocument  Block u

[
(& o

The Building Blocks
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS
5h - ADD INTERNAL & EXTERNAL LINKS

Be sure you are in "edit” mode on the page you

wish to add the link to. EXAMP™ E PAG

1. Highlight the text or image you wish to

add the internal link to. Link
2. Click the link button in the tool-bar that NAUN ~NAY TR 2
appears. === 8B I|F~
3. Start typing the title/name of the page Contact Us
you want to link to and it should be 1
populated in a dropdown. Choose the Starl writing or type  'choose « ..

appropriate page.
4. The link the page will appear in the input
field. Finish, by clicking the arrow symbol. !

INMNAREMN 2O/
qQ+ = = = | Bl

Contact Us 3

sample|

H
]

J choose a block
Sample Event

Sample Page

Be sure you are in "edit” mode on the page you wish to add the link to.
1. Highlight the text or image you wish to add the external link to.
2. Click the link button in the editor.

3. Type or paste the URL
you want to link to in ~

the box that appears. .. 2 -
4. If you would like the File ¥ Edit v \iew v Insert v Format ¥ Tools ¥ °
link to open in a new B I=iEviEvé—E = =[Llioemos

tab in the user’s Formats v Paragraph v = & )
browser when they

click on it, click the Resources on Idaho.gov
gear icon and in the 1
new box, click the @ 8 L
“Open link in a new
tab” check box. B Im=EviEvw—===[PltzgE o~
5. Click the blue arrow to Fomils v | Pasgraph v = B8 O O R
apply the link.
Resources on Idaho.gov 4
hitps//fidaho.gov | i |

3 S5
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SECTION 3 - EDITING YOUR SITE - GUTENBERG BLOCKS
51 - CREATE A GUTENBERG TABLE

NOTE: Not every website utilizes a table, if you do not have a table or need of them you can skip

this section.

Tables allow for formatting of images, data, content, etc. into a tabular format. Although you can
use the included "TablePress” aspect to make any sort of table (see the “Create a Data Table” in
section 4b), Gutenberg has an easy-to-use built-in method for those who are in need of a more

basic table.

1. Begin by editing (or making a new) page where you want
to the table to appear. From within the Gutenberg Editor,
click on the "+ to bring up the Block Selection window.

2. Choose “Formatting” and then "Table".

3. The Table configuration dialog will appear, and here you
will enter the number of columns and rows that you want
your table to have. The click “Create”.

4. A mock-up of the table will appear on screen where you
can simply click within each cell to place whatever items

you wish within.

— e e —————————

M= == & ™ H B [ p =

column 1

column 2

4

5. This Gutenberg Block also has some specialized, built-
in settings you can use (see image to the right). Here
you can choose between a regular table or one that has

alternating rows striped.

6. Further, by default, the table’s cell will expand to fit the
content you place within it. If you want all your table cells
to be even - i.e., fixed width, then toggle the “Fixed width

table cells” setting option.

7. Once your table is completed to your satisfaction, don't
forget to click the "Publish” (or, “Update”) button.

Access Idaho WordPress User Guide
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@  Startw I lack
® o ® =
Inline Elements ~
Common Blocks ~
Formatting 2 A~
<> m
Code Table Classic
Document Block x
ﬁ Table 5

Insert a table — perfect for
sharing charts and data.

Styles ~
column 1 t column 1 i
Regular Stripes
Table Settings ~

m Fixed width table cells
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SECTION 4 - MANAGING YOUR SITE
4a - MANAGE BROKEN LINKS

On the Dashboard screen, there is a box titled “Broken Link Checker.” Each time you login to your
Admin section of your WordPress website, the link checker will check your site for any links that
appear broken and report it here.

Broken Link Checker i

Found 3 broken links
No URLs in the work gqueue,
Detected 50 unigque URLs in 179 links.

If any broken links are detected then a notification, as shown above, will be shown. To see what
links might be broken, click on the blue text link to load a screen that will give these details.

From this screen, you can hover within the area of each reported broken link to get a variety of
menu choices from which to choose to correct, dismiss, or trash the reported item, as well as view
the page that this offending item is located, etc.

Broken Links (3)

All (50) | Broken (3} | Warnings {0 | Rodirects (13] | Dismissed (0)

Bulk Actions ¥ Apply
URL Status Link Text Source
@ htto/flocaihost: 112 /07 mag X 404 Not Found [l image Clearing Floats
Edit URL Unkink ' Not broken ' Dismiss - Rocheck == Datails Edit Trash View
L] i <BEEEWp-content 12107 e jpg7w=.. 404 Not Found [ Image Markup: Image Alignment
@ hite:fflocaihcst:AB88) imagesiplace.. 404 Mot Found [l Image Block Unit Test

Once changes are made you can have the checker “Recheck” the item(s).

All (66) | Broken {2) | Warnings (0) | Redirects (13) | Dismissed (0}

Bulk Actions w [ Apply j
URL Status Lir
https: 1 atopic i Not chachked Ar
https:ffsos idahe.gov/state-emblems) Mot chacked (147
_ [ + Bulk Actions Appiy |
rousel Slider Edit URL RS-
Recheck

ntact

Fix redirects

Mark as not broken
Dismiss

Unlink

Move sources to Trash
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SECTION 4 - MANAGING YOUR SITE
4b - CREATE A DATA TABLE (TABLEPRESS)

WHAT IS A DATA TABLE?

Put simply, a data table is any display
of information in tabular form,

with rows and/or columns named.
The included data table also easily

allows for automatic sorting of
columns, searching of table data
and pagination without any need for
additional coding or external scripts.

Show | 10 ¥ |entries

Name

“  Position

Office

Search:

Start date

Salary

Airi Satou
Angelica Ramos
Ashton Cox
Bradley Greer
Brenden Wagner
Brielle Williamson
Bruno Nash
Caesar Vance
Cara Stevens

Cedric Kelly

Accountant

Chief Executive Officer (CEQ)
Junior Technical Author
Software Engineer

Software Engineer
Integration Specialist
Software Engineer

Pre-Sales Support

Sales Assistant

Senior Javascript Developer

Tokyo
London

San Francisco
London

San Francisco
New York
London

New York
New York

Edinburgh

2008/11/28

2009/10/09

2009/01/12

2012/10/13

2011/06/07

2012/12/02

2011/05/03

20111212

2011/12/08

2012/03/29

$162,700
$1,200,000
$86,000
$132,000
$206,850
372,000
$163,500
$106,450
145,600

$433,060

Name

Position

Showing 1 to 10 of 57 entries

Office

Previous

Start date

salary

6 Next

NOTE: Not every website has tables filled with data, if you do not have such a table or need of

them you can skip this section.

1. Click on the “TablePress” menu option from the menu

1 Carousel Slider

Dle Name

on the left. i Contact

2. Theinitial screen will show a listing of any data tables R it
that have already been created (and from where you |-,
can access them for editing/modifying later).

3. —Ol—cr)] i[’r]eea"t:dadn[\?ng(?at;abttaflset'aft“(:k TablePress aiTables  addnew import  Export Plugin Options = About
the process and bring up the This is a list of your tables. Click the correspanding links within the list to adit, eapy, deleta, or praview a table
form creation/ editing screen. Shortcode text for editor To Insert a table into a page, post, or text widget, copy Its Shorteode [table id=<ID> [ and

4' Next, you WI“ Want tO gIVe the You can also click the “Table" button in the adltor toolbar to select and Insert a tabla.
table a name and, optionally, a
description. Then you want to ~ BukActions#  apely
tell WordPress how many rows fable Name Description
and columns are needed to Tast Tabla {ne description]
complete your table. Then click
the "Add Table” button. Add New Table

5. Next, the actual table editing

Table Name:

screen will load. Once this
screen is loaded a lot of different
information and setting options
are available. The only section
you need to be concerned

with at this point is the “Table
Content” (label A in the image

on the fO[lOWing page) section A description of the contents of your table.

where you Simply start typing MNumber of Rows:

out the various data for your
table.

5

The number of rows in

your table,

Access Idaho WordPress User Guide

The name or title of your table.

Description (optional):

Number of Columns:

5

The number of columns
in your table.
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SECTION 4 - MANAGING YOUR SITE
4b - CREATE A DATA TABLE (TABLEPRESS)

6. Once completed, click the “Save Changes” button.

Finally, locate the ‘Shortcode’ for your table (label B below), highlight and copy its text.

8. If using the Classic Editor: Navigate to the Page (under “Pages”) where you would like your
newly-created to appear and edit the page by pasting the copied shortcode from step 7 above
into your document.

9. If using the Gutenberg Editor: Navigate to the Page (under "Pages”) where you would like your
newly-created to appear and add a Shortcode Block to the area where you want the table to
appear. Paste the copied shortcode from step 7 above into the input field.

10. Click the “Update” button to save.

~

Table Information

Table ID: 2 # Shortcade: [tabie id=2 f

Table Mamea: Example DataTable
Descriptien: This is just an example
Lasi Modifiad: January 15, 2018 2:24 pm by richard

Table Content
1 Ll
2 2 P
a a

By default, Tablepress table fields (i.e., cells) show only plain text/HTML code. If you feel more
comfortable with a rich text editing environment - more like Microsoft Word, then you'll want to
utilize the Advanced Editor for Tablepress.

To use the Advanced Editor, go to your table’s entry/edit screen and then click within the table cell
you want to edit. Then, scroll down until you see the boxed section titled “Table Manipulation,”
which will have a number of choices (buttons) available to you. Click on “Advanced Editor”.

Table Manipulation

A new editing window will open that gives you a
RNV | (S (i Gk familigr ihterface th.at easily lets you make items
bold, italics, insert links, etc.
Selected rows:  Hide Show Selected ¢

Selected rows:  Duplicate | Inserl | Delete Selected « Advanced Editor x

= B AddMedia 8
Add 1 row(s) Add Add 1

b 1] link et na img code close 1ag3

Once you've entered all you need to, just click

the "OK" button and the Advanced Editor will go
away. Then you will need to click the "Save” but to
update the table itself.

Cangel OK
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SECTION 4 - MANAGING YOUR SITE
4c - UPDATE AFILE IN TABLEPRESS

DO NOT USE THE “"REPLACE MEDIA” OPTION
Using this option to update a file that is linked in a

tablepress table will cause the table to be corrupt
and it will not show the table to users until fixed.

1. Upload your new file via the Media Library.
2. View the Media Library in List mode.

Replace media | Upload & new file |

e current fite, cfick the link and uplog,

repfacement.

Media Library AddNewJ'\ 1

2 Medigglibrary
Media Library
B | All mediaitems v || Al dates > H Filter ]
E | All media items | All dates w Smush: All Images w
3. After you upload your file click “Edit” (the edit link | Buik actions « |[ aee |

will appear once you hover over the file). O Fle
4. On the right side of the screen, select the entire g
File URL and copy the entire URL of the file.

i Magp
Ro -Summer-Map.pdi

Edit  Delete Permanently ' View Replace media

Save & 4
fitil Uploaded on: Jul 10, 2020 at 16:07 =
File URL:
| https://www.madcomm.com/wp-conter Add New Table
' i I3 Elementor
File name: name-of-file.pdf Import a Table
fm
. = Templates Export a Table
File type: PDF
@ Essential Addons  Plugin Options
File size: 43 KB

Delete Permanently

5. In the admin menu on the left side of the browser,
hover over “TablePress” and click “All Tables”.

»¥ Appearance

About TablePress

6. Inthe list of all tables, scroll down and select the table name that you want to add/updated the
new PDF file to. (Depending on the contents of your table, you may see a various number of
columns and rows). To expand the table, click and drag the border section to the right so that

you can better see the row content.

7. Next, go to the row and cell of the file that you want to replace. Select the file URL as shown
below and paste the new file URL you previously copied.

1 <strong>Downloand</strang >

<a href="
File<fa=

ttps:/fmadcomm.com/wp-content/uploads/2020/07 /PDF-File-Name.pd R EN ISl ET Ul BTl Ul gl it e L R vl

PR, AT AN

3 <ah

.'_‘,L_‘,:=T@ﬁloadsﬁCZOI@?/@JQ;_’)@Q_Q;BQE" target="_blank" rel="ngopener noreferrer">Title of PDF File</a>

Once the cell is populated with the new file, click the “Save” button and exit TablePress. If you wish
to delete the old version of the file, navigate back to the Media Library and find the old file. You can

delete the file permanently from here.
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SECTION 4 - MANAGING YOUR SITE
4d » USING THE MEDIA ORGANIZER

The standard WordPress media section doesn't allow for much organization capabilities so we've
enabled a Media Organizer that will be of particular use to those with a large media library, or who
like to keep things as organized as possible.

% Dashboard Within the Media Library Folders section you can create folders, add files,
move/copy files between folders, rename files, delete files, sorts by name
Posts of file or date of upload and even regenerate the thumbnails.
[i] Events
L1 Media Location: uploads
Mﬂdiﬂ ubmry Add File Add Folder L Move @) nename| Deletel Select/Unssiect All | | Sort by Date
Fﬂldar’s 3 ‘ | Regenerate Thumbnails
uploads

Media Library
Folders

To add a new file or folder simply click the respective button. If you want
to create the new file/folder within an already existing folder be sure to

navigate to and highlight that particular folder first from the structure tree
on the left. Once clicked an upload section will appear. Simply fill out the

Check For New
Folders

Upgrade to Pro

Regenerate various inputs and click the button to save.
Thymbnalie IMPORTANT: be sure to fill out the “Image ALT" text fields for 508
Image SEQ accessibility compliance.
Support
Settings Drag & Drop Files Here
!_! Pa.ges or select a file or image 1o upload: | cancss Fiw | Mo file chosen
Imaga Title “foldername photo Image ALT Text:  %foldername - “%filename

Text

First toggle the move/copy button to the correct selection, then navigate to the (0 @) [rename
particular folder and click it to highlight. This will cause all the images within that ‘Regmi ;;;na"
folder to appear. Simply check all the images you wish to move/copy and then

drag and drop it to the folder in the tree where you want

them to be moved/copied to. (@ gy | Semsone
s : Ri il
| Add File | Add Folder | ( Move ._;I | Rename | | Delete | | Select/Unsi o =

; Regenerate Thumbnails |
A hupioads
i 2o

The Media Organizer will take care of
updating all the links to those

images within your site
automatically.

...... B maxmegamenu spectacles.gif dsc20050315.145
- 007132y
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SECTION 4 - MANAGING YOUR SITE
4e - USING ICONS ON YOUR WEBSITE

In the previous State template, Bootstrap version 3 was used which had Glyphicons built into
it for usage, but with Bootstrap version 4 they are no longer used or supported. With the new
State templates, we've built in the Font Awesome service

and they should be used instead.

See https:/bit.ly/2JOMFbt for all the available icons you can potentially use (currently over 1,500
available).

Go the Font Awesome icon listing page (https:/bit.ly/2JOMFbt) and then click the desired icon
you would like to use. This will open a new page that gives lots of details about the icon but you
just want to click on the icons code to copy it.

Once copied, return to your page’s edit screen and select where you want to add the icon and
then paste the copied code to that location. Then, save/update your page.

Solid Style 2 f644

The icons can be easily made different sizes easily by following the instructions on
https:/fontawesome.com/how-to-use/on-the-web/styling/sizing-icons

<i class="fas fa-info-circle”></i>

<i class="far fa-question-circle”></i>

<i class="fas fa-exclamation-triangle”></i>
<i class="fas fa-check”></i>

<i class="far fa-star”></i>

<i class="fas fa-user”></i>

PO
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SECTION 4 - MANAGING YOUR SITE
4f - MANAGE CAROUSEL SLIDER IMAGES/TEXT

NOTE: Not every website utilizes a carousel slider section, if you do not have a carousel
section on your homepage you can skip this section.

1. Select the "Carousel Slider” option from the B Pages
menu on the left. ® cComments

2. This will open the Slider listing screen where

you can add a new slider or modify any

individual slide, just like a page, post or press

release.

Click the "Add New" blue button.

4. Choose/upload the image for the slider by ot

clicking on the “Set Featured Image” link within

the "Featured Image” box on the right. Then

follow the similar procedures to either select a

preexisting image or upload a new one.

Enter the title for the slide image

Enter a slide caption for the slide image, which appear below the title on the slider.

7. OPTIONAL - If you would like the slide image to be a clickable link, add the full web
address to the “Slider Link" box.

g

W Press Releases 1 Lde 2

97 Carousel Slider

AllSiides e

Agd New

N

Title

Bulk Actions %  Apply

~¥ Appearance

oo

Name
Slide Title Here 5 Publish
ink: htto oo [fom.  (pas=sliderfipe? 1266 L Save Draft Preview
7 Statws: Draft Edil
83 5l Megia visual  Test
o & Visibility: Publie Edit
B I = £ 66— =2 ELBER O
- i ) [T euslish immediataly Ean
Formats v RFaragraph y E Q0T BN (7]
! Readability: OK
Slide caption text goes here, 6 J1:5E0: Hot wiaiably
Move o Trash
4 Featured Image
Lazy Loading
Skip lazy loading for this paar
Ward count: 6 Draft saved at 14:42:38 am.
Yoast SEQ v
Slider Link 7

htwps:/fslide-Bnk.com

VERY IMPORTANT - add Alt Text to the image(s). To add Alt Text to an image, you will type a short
description of what the image is showing in the Alt Text field on the right. Entering alternative text
for images allows your site to meet certain 508 compliance standards, more specifically, if a user is
viewing your website with a screen reader and cannot see the image, the screen reader reads the
alternative text attached to the image to let the user know what is on the page.
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SECTION 4 - MANAGING YOUR SITE
4f - MANAGE CAROUSEL SLIDER IMAGES/TEXT

1. Select the “"Carousel Slider” option from the menu on the left.

2. This will open the Slider listing screen where you can modify any individual slide, just
like a page, post or press release by hovering over the requisite slide title and clicking
on “Edit".

3. This will bring up the standard editing window where you can make edits as necessary.
Once done editing, don't forget to click the blue “Update” button to save your changes.

The below image is an example of a carousel slide within the slider that uses both the Title
text and the Caption text.

Slide 1

This is a test of the caption option.
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SECTION 5 - BLOG/PRESS RELEASES
5a « EDIT EXISTING BLOG POST/PRESS RELEASE

NOTE: Not every website utilizes this section, if you do not have a blog you can skip this section.

1. Click on "Posts” in the left side menu.

# Dashboard

Posts  Acd New
A Posts Published (1)
All Posts

Add New Title
Catogories
Tags

9] Media Title
W Pages

¥ comments

Bulk Actions j Apply

Aoply All dates

Cyber Security Summit 2018

j All Categories

Author Categories

asheickmeiar Mews & Update

Author Categories

2. On the Posts page, all blog posts will be listed. Find the one you want to edit and click on it.
Make any changes you want and save the post.

NOTE: Not every website utilizes this section, if you do not have a press release area you can skip

this section.

1. Click on “Press Releases” in the left side menu.

b Destbpard pressrelease  AddNew

Posts All (3) | Published (3) | Comerstone content (0)

B mnts Bulk Actions % | Apply

Media Title

1 Media Library Testing PR formatting
Folders

Pages
& Press Release No. 2

¥ comments

W Press Releases PR i1

All Press Releases e

Add New ‘| Title
Categaries )
Bulk Actions ¥ Apply
Tags

Press Release

% Allcategories

* Al SEO Scores %+  All Readability Scoras

Categ

Categ

2. On the Press Release page, all press releases will be listed. Find the one you want to edit and

click on it. Make any changes you want and save the post.
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SECTION 5 - BLOG/PRESS RELEASES
5b - ADD NEW BLOG POST

NOTE: Not every website utilizes this sections, if you do not have a blog section you can skip this
section.

1. Click on “Posts” in the left side menu.

# Dashboard Posts  AddNew
A Posts Published (1)
i
e fpply  Alldstes  +| Al Categories | | Filter
Add New Title Author Categories
Categories Cyber Security Summit 2018 asheickmeiar News & Update
Tags
07 Media Title Author Categories

M Pages

P Comments

Bulk Actions j Apply

2. Click on the "Add New” button.
3. Type, paste, and/or upload the blog content.
4. Select all of the categories that apply in the right column (typically News & Updates).

Categories A

4 All Categories | Miost Used

MNewe L Updstes

Prece Reloazes

+ Add New Calegary

5. Optional - Add tags to help users search for common topics. Example: add a tag for the
agency division the news relates to.

Tags

5

health, preparedness Add
Separate fags with commas

Choose from the most used tags

6. Optional - Add a featured image to the blog post.

6 Featured Image

Set featured image

7. Save the page. The new post will now show up on your blog page and feed.
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SECTION 5 - BLOG/PRESS RELEASES
5c - ADD NEW PRESS RELEASE

NOTE: Not every website utilizes this section, if you do not have a press release area you can skip
this section.

1. Click on “Press Releases” in the left side menu.

&b Deshboard pressrelease  Add new
# Postz All (3) | Published (3) | Comerstone content (0)
Bulk Actions 4 Apply All dates 4+ AllCategories + Al SEO Scores %+  All Readability Scores
Title Categ
£33 Media Library Testing PR formatting —

Folders

|M Pages

Press Release No. 2
¥ Comments

W PressReleases ,.;:iR #1 =

All Press Releases
Cateq

Add New

2. Click on the "Add New" button.
3. Type, paste, and/or upload the press release content.
4. Optional - Select all of the categories that apply in the right column, if applicable.

Categories L
4 All Categories = Mos! Used

E Nows & Updatas

Frass Relzases

+ Adc Hew Calegory

5. Optional - Add tags to help users search for common topics. Example: add a tag for the
agency division the release relates to.

Tags -

5

health, preparedness Add

Separale [ags with commas

Choese from the most used tags

6. Save the page. The new press release will now show up on your Press Releases page and
feed.
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SECTION 6 - EVENTS
6a - ADD A NEW EVENT

NOTE: Not every website utilizes an event calendar section, if you do not have an event calendar
section you can skip this section.

1. Click on the Event menu option.
2. Select "Add New Event” from the slide-out menu.

Dashboard

Help & Support Info - Broken Link Checker

Helpful links for your WordPress website: Leading...
» Posts .
A" Posts WordPrass Tralning

i Events WordPrass User Guide

State af ldaho Webmast esOUre

7 Media

Web Acceasibili

£ Media Library

Caontact Access |daho:
Faolders

{208} 332 - 0N02
ask for Ashi Richard

2 seedla Lirary
Folders

¥ Pages

¥ comments

W Press Releases
97 Carousal Slider

Ed Contact

7 Appearance

[ Settings

3. Enter the event details such as date, time, location, general information, etc. Documents can
be uploaded in the event screen, the processes is the same as stated earlier in this guide.
4. Click the “Publish” button. This will add the information to the calendar.

« January

Each event can be added to one or more category that you assign/create. Further, each cate-
gory can be assigned a color which will do two things: (1) create a color legend at the top of the
month-view calendar -- see above, and (2) allow for listing of upcoming events on other pages
based per category.

Lakes and Rivers  Land Board  Leasing

Event Categories . e Look for the "Event Categories” box on the edit event page;
» Either tick mark a category already listed, or click the "Add New
Event Category” link to create a new one;

All Event Categories  Most Used

O category 1 . u "
= ——, » Click the "Update” button.
A8 ey B Crtng ey To insert an “Upcoming Events” listing based by category:
» Edit the respective page where you want it placed;
» Add a shortcode block to the specific area where you want it to
appear;

« Enter the shortcode of [tribe_events_list category="xxx"] (replacing the xxx" with the name of
the actual category).
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SECTION 6 - EVENTS
6b « EDIT AN EXISTING EVENT

1. Click on Events in the admin menu.

2. Find the Event Listing you want to edit and hover just below it to reveal a sub-menu.

Once it appears, click on “Edit".

Events Addhew

Al 1] | Published (1) | Trash (2] | Cornerstane content (0]

Bulk Actions 3 Apply All SEQ Scores + Al Readability Scores

| Title Authar Event Calegories Tags L}
Testing an Event rchard - - )
Edit Quick Edit  Trash  View
Titie Authar Event Categories Tags L ]

Bulk Actions & App.,

o B & swipse

& [ # stnDste

End Dute

8  Decd Dre &

End Date

3. The Event Editor will load where you can edit any information that is necessary. Once

satisfied, click the “Update” button in order to save it.

Testing an Event

Poerrmuling: i 301

G Add Madiz
BI=ECEEM-EEZ=EL0REO
Formats w | Peragraph v = @ ¢ D E B (1]

This b just an event test deseription

Once completed, the Event will be updated on the calendar.

Publish

Preview Changes
4 Seatus: Published Edit
Vigual  Toxt
% Visibility: Public Edit

I Published orc Det 6, 2018 @ 16:00
Edit

V' Raadability: 0%

¥ e it

Moy to Tragh Uipdate

Classic editor view

The (up to) three events coming up the soonest will be showcased on the homepage in an
“Upcoming Events” section that appears between the main content and the footer areas. If

the widget is activated.

Testing an Event

E:0D am - 500 pm

Footer One Footer Two

[ {1¥ 1G] Jo)3)

Further, if utilized, there is a sidebar widget option for
Upcoming Events that can be used on pages other
than the homepage and list all events, event if using
event categories, and would look similar to the one
illustrated to the right: Dec

25
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SECTION 6 - EVENTS
6a - SETUP RECURRING EVENTS

Have the same event that happens more than once? This is where an Event Series makes
things easiest for you. You can enter the event information once and the calendar system will
automatically create/update all occurrences in the “series”.

To create a recurring event:

1. On the event edit screen scroll down to the
“Event Series” section -- just below the time
and date entry -- and click the "Schedule
multiple events” button to begin.

2. Choose the button signifying how often this ~ BvertSeies: okt
event will repeat: daily, weekly, monthly,
yearly, or annually (once). LOCATION

3. Fill out the information on recurrence
specifics.

Daily Weelkly Monthly Yearly Once e
Every 5 =
o | @)

Start/End 03(18/2020 12:00am  to, 11:53pm 03

] AllDay Event

This event is from 12:00am to 11:59pm on Mar 78, 2020,

On | adifferent day: « | the | second
At | thesametime: = 12:00am
Seriesends | on « || 03/18/2020

An event every 5 months that begins at 12:00AM on the second Monday, repeating until 3 18, 2020

& Hide Detalls

In the example shown above, this event will repeat every 5 months on the second Monday of
that month at 12:00.

The “Event Series” gives you fine-tuned control over your recurring events with many
different options available.

What if you have an event that repeats each month except during two months in the
Summer? Yes, the system can allow you to account for that. For any time-period where you
don't want it to repeat -- when it normally would, then you need to add an event “Exclusion”.
This button is the one just below the multiple events button.

You will be presented with the same interface as setting up your recurring event but this
time you're telling the Calendar system when NOT to repeat this particular event during the

recurring series.

4. Click the Update button to save all this information.
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SECTION 7 - FORMS
7a - CREATE A FORM

NOTE: Not every website utilizes a form;, if you do not have a form or need of them you can skip

this section. Also, the information below is spec
‘Forms” admin section then you need instructio
user guide.

ific to the “Contact” admin area. If you're using the
ns for “Gravity Forms” which are not included in this

DO YOU HAVE A FROM THAT NEEDS TO TAKE PAYMENT?

Contact Access ldaho, we can use App Engine, PayPort, or a custom solution depending
on the requirements. Creative@accessidaho.org or 208-332-0102.

Forms can be utilized for a variety of online info
form to more detailed forms.

rmation submissions: from a basic “Contact Us”

W Press Releases

1. Hover over the “Contact” menu option from the menu i ;
on the [eft 17 Carousel Slider
2. Click on "Add New" button to start the process and eetlevione e
bring up the form creation/editing screen. E s i
3. Onthe "Add New Contact Form” screen, enter a > Appesrance -
form title and then start creating your form with the £ Plugins
various fields you want it to have. You can utilize all the |Ji—
available buttons that go across the text entry window s
for the various types of input the form will allow. '
Add New Contact Form
. Enter title here &
Form  Mall  Messages  Additional Settings
4. Begin by entering the label (for Form-tag Generator: text x
example, “Sender Name”) and then | Generate & form-tag for a single-line plain text input field. For more details, see Text Fields.
click on the applicable button choice Field type [¥] Recuirad field
for that type of input (for example, Name EE e
“text”). Default value
5. This will bring up a settings window. Use this toxt as the placeholder of the field
Here, you mark if the input item will be [ *<™ THEH AL A T
required, etc. Once all settings are set | 'etioute
as you need, click the blue “Insert Tag" | Classattribute
button and it will add it to the form
editing window.
6. After all your form'’s input fields and
other information has been entered
your form will be complete.
[text* sender-name]
To use the value input through this field in @ maill field, you need to insert the corresponding mail-
tag ([sender-name]) inta the field on the Mail tal.
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SECTION 7 - FORMS
7a - CREATE A FORM

7. Click on the "mail” tab in order to configure the various form settings for receiving the
submission information.

8. Set the email address in “To"” who will be receiving all form submission responses. The “From”
field will be what shows as the from information when the email is received. Add your Subject
line to the email, and then finally configure your Message Body with all the input fields that
were filled in by the user and submitted. At the top (see example images at the bottom of the
page) you will see a synopsis of all the available fields you configured in step 4 above.

Form |Ma|l Messages  Additional Settings

Mail
You can edit the mail template hers. For details, see Setting Up Mail.
In the fallowing fialds, you can use these mail-tags:

[your-name] [your-email] [your-subject] [your-message]

To richard.tuttle®accessiduho.org

From Idaho Webmaster <richard.tuttleBaccessidaho.org-
Subject Idaho Webmaster "[your-subject]"

Additional Reply-To: [your-email]

Headers

Message Body  From: [your-name] <[your-emaill]s
Subject: [your-subject]

Meszage Body:
[your-message]

Fﬂrm Your Name
You can edit the form template here. For delails, see Editing Form Tern
Yaur Emall
lext email URL tel number date lext area drop-dow

Your Name [text* sender-name] _
Subject

Your Emeil [email®* your-email]
) . Your Message
Subject [text your-subject]

Your Message [textarea your-message]

[submit "Send"]

9. Once all this information has been successfully entered, click the blue “Save” button to
complete your form.
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SECTION 7 - FORMS
7a - CREATE A FORM

10. Next, click on "Contact Forms” in the menu on the left to bring up the listing of all forms that
have been created.
11. Look for your new form's title and then locate the “shortcode” and highlight it and copy the

entire thing.
Title Shortcode
Contact form 1 m » [contact-form-7 id="2861" title="Contact form 1"]
| Title Shortcode

12. Insert form short code into a page.

e Classic Editor Instructions: Go to the page (under “Pages” from the menu on the
left) where you would like the form to appear. Edit that page and click to the location
within the page where you want the form to appear and paste the copied shortcode
you did in step 11 above.

e Gutenberg Editor Instructions: Go to the page (under “Pages” from the menu on the
left) where you would like the form to appear. Edit that page and click to the location
within the page where you want the form to be and then insert a Shortcode Block.
Paste the copied shortcode you from step 11 within the input field.

13. Finally, click the "Update” button to save the page with the newly inserted form.
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SECTION 8 - SHORTCODES
8a - WORKING WITH SHORTCODES

WHAT IS A SHORTCODE?
A shortcode is a WordPress-specific code that lets you do nifty things with very little effort

or knowing how to code webpages. Shortcodes can embed files or create objects that
would normally require lots of complicated, ugly code in just one line.

-- a single collapsible box area TYPES AVAILABLE
Insert the following code and fill out the requite area(s) with applicable primary
information (type is optional): secondary

success
danger
warning

[collapse type="type here” title="title of panel here”
open="true|false” ] The text to appear in the dropdown when link is
clicked goes here.[ /collapse]

Title llght

This is a test of the WARNING collapse

an example Collapse with optional type coloring

-- multiple collapsible box areas together
Insert the following code and fill out the requite areas with applicable information (type is optional).
Just add additional “collapse” sections for each accordion section you need.

[accordion]

[collapse type="type here” title="title of panel here” open="true|false”]The
text to appear in the dropdown when link is clicked goes here.[ /collapse]

[collapse type="type here” title="title of panel here” open="true|false”]
Another text area.[ /collapse]

[/accordion]

DEFAULT

an example Accordion with several type options illustrated

-- embeds a website into the page area
Insert the following code (height is optional):
[iframe url="link goes here” height="150"]
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SECTION 8 - SHORTCODES
8a - WORKING WITH SHORTCODES

CARD PANEL

Insert the following code and fill out the requite areas with applicable information
(type, top & alt are optional):

[panel type="type here” title="title of panel here” top="1link to image”
alt="text for image”]The testto appear.[ /panel]

150 X 150

an example Card Panel with optional top image

RECENT-POSTS -- lists the most recent Posts
Insert the following code and replace the “X" with the maximum number of posts you want shown:

[recent-posts numberofposts="X" post status="publish”]

Hello world!

Welcome to WordPress. This is your first post. Edit or delete it, then start writing!

Markup: HTML Tags and Formatting

VIMEO EMBED YOUTUBE EMBED

[vimeo url="1link to video_ here”] [youtube url="link to video_here”]
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SECTION 9 - FOR ADVANCED USERS
9a - BOOTSTRAP 4 OVERVIEW

Bootstrap 4 is based upon a grid design system that allows up to 12 columns across a page (itself built
of the Flexbox system). If you don't want to use all 12 columns individually, you're able to group the
columns together to create wider columns:

span 1 span 1 span 1 span 1 span 1 span 1 span 1 span 1 span 1 span 1 span 1 span 1
span 4 span 4 span 4
span 4 span 8
span 6 span 6
span 12

Bootstrap’s grid system is responsive and the columns will re-arrange themselves depending on the
screen size of the device that the website is being viewed upon.

The Bootstrap 4 grid system has five device sizing options available that allow you to fine-tune your
layouts from extra-small (less than 576 pixel width) to extra-large devices (greater than 1200 pixels).
The available classes can be combined to create a more dynamic and flexible layout. To read more in-
depth about this visit https://getbootstrap.com/docs/4.0/layout/grid/

Some Bootstrap 4 grid system rules to keep in mind:

o Use rows to create horizontal groups of columns

» Content should be placed within columns and only columns may be immediate children of rows

o Predefined classes like .row and .col-sm-4 are available for quickly making grid layouts

« Columns create gutters (gaps between the column content) via padding. That padding is offset in
rows for the first and last column via negative margin on .row

e Grid columns are created by specifying the number of 12-available columns you wish to span

o Column widths are in percentage, so they are always fluid and sized relative to their parent element

New or unfamiliar with Flexbox?
Read the CSS Tricks Flexbox Guide at

for background, terminology,

guidelines and code snippets.
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