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LOGIN INFORMATION 
 

 

HOW TO LOG IN TO ADMIN PAGE 
 

1. Login to WordPress admin page https://www.littlebits.ca/wp-login and enter the 

username and password. 
 

 
 

2. You will be directed to the WordPress Admin Dashboard, where you can begin making 

changes to the website’s content. 

 

 

https://www.littlebits.ca/wp-login
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IMAGES 

 
READ BEFORE UPLOADING AN IMAGE 

 
1. Maximum Image File Size: Please upload images with a maximum file size of 250KB 

to prevent website slowdowns caused by large file sizes. 

2. Horse Images (Our Horses, Retired Horses, and In Memory Of Pages): Ensure images 

have dimensions of at least 400x560 pixels or larger for a consistent layout on the 

pages. 

3. File Format - WebP: Upload images in the WebP format for optimal website 
performance. 
 
You can resize or convert images to WebP using tools like Photoshop or the Squoosh 
app. Here's a guide on resizing and converting an image to WebP using Squoosh: 
 
Go to the Squoosh page https://squoosh.app/. Drop your image file into Squoosh 
(1), enable the resize option (2), Adjust width and height as needed (3), select WebP 
as the file format (4) and finally, download the optimized image. 
 

 

https://squoosh.app/
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HOME 
 

REVIEWS 
 

4. Add a Review: Log in to the WordPress admin page, click on Testimonial (1) in the 

left panel, then select Add Testimonial (2). Enter the reviewer's name (3), the review 

itself (4), set the rating (5), and click Publish. You have successfully added a review! 

 

 
 

5. Edit a Review: In the left panel, click Testimonial (1), hover over the testimonial 

name (2), click edit, and modify the name, review, or rating as needed. 
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6. Delete a Review: Navigate to Testimonial (1) in the left panel, hover over the 

testimonial name (2), and click on 'trash'. 

 

 
 

 

ABOUT 
OUR STORY IMAGE 

 

1. Replace our story image: Login to WordPress admin page, on the left panel click on 

Pages (1), then click on the About (2), remove the image (3), Add image (4), upload the 

image file (5,6), select the uploaded image (7,8) and then click on Update (9). You have 

successfully updated the image! 
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LITTLE BITS ON CBC VIDEOS 
 

1. Add video on the About page: Login to WordPress admin page, on the left panel click on 

Smart Slider (1), then click on the About-Videos on the right (2), click on the three dots 

then click on duplicate (3, 4), double click on the title to edit it (5), click on edit (6), click 

on the video, and replace the YouTube video URL (7) and then click on Save. You have 

successfully added a video! 
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Note: The reason why we select duplicate instead of “add slide” is because we want to inherit 

the settings of the current videos that are already there, to achieve consistency on the layout. 

 

2. Edit a video on the About page: Follow the steps 1 and 2 above, select the video that 

you want to edit, then follow the steps 5 to 8 above. You have successfully edited a 

video! 

 

3. Delete a video on the About page: Follow the steps 1 and 2 above, select the video that 

you want to delete (3), and then click on Delete. You have successfully deleted a video! 
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ABOUT: PROGRAM PROFILE 
 

PROGRAM PROFILE IMAGE 
 

1. Replace program profile image: This process is similar to the “Replace our story image” 

found on page 4. Please follow the steps, except for step 2 wherein you need to select 

the Program Profile page instead of the About page. 
 

ABOUT: FACILITY AND GROUNDS 
 

OUR NEW FACILTY IMAGE 
 

1. Replace our new facility image: This process is similar to the “Replace our story image” 

found on page 4. Please follow the steps, except for step 2 wherein you need to select 

the Facility and Grounds page instead of the About page. 
 

YEARLY IMAGE SLIDER 
 

1. Add a new slider on the Facility and Grounds page: 

Part 1. Login to WordPress admin page, on the left panel click on Smart Slider (1), then 

click on any facility slider on the right (2), click on the three dots then click on duplicate 

(3, 4), double click on the title to edit accordingly (example: Facility 2023). 

 
Note: The reason why we select duplicate instead of “add New Project” is because we want to 

inherit the settings of the current facility slider that are already there, to achieve consistency on 

the layout of all the sliders on the page. 
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Delete or duplicate a slide depending on how many images you require. The example below 

shows 4 slider image, if you are only making 3 image slider, then click on the three dots on the 

image and delete the fourth image (7). If you are making 5 images, then duplicate any of the 

image. Then proceed to edit the slider image one by one. 

 

Double click on the title and edit it (8), then click on edit (9) to edit the text, image and the 

thumbnail image. 
 

 
 

Click on the text (10) and change it accordingly (11). 
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Click somewhere near the navigation button (12), then click on the plus sign to replace the 

slider image (13) (upload the new image file then select the new image). Optional - click on 

content (14), to change the thumbnail image (15). 
 

 
 

Part 2. Add the new slider on the page: On the left panel click on Facility and Grounds (1), then 

click on the Add New Post on the right (2). 
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Type in the title (3), type in the year (4), select the new slider (5, 6), then click on Plublish. You 

have successfully added a facility slider! 

 
 

 

2. Add/Edit/Delete an image on a slider on the Facility and Grounds page: 

Login to WordPress admin page, on the left panel click on Smart Slider (refer to Part 1 

no. 1 above), then click edit on the facility slider that you want to edit on the right panel 

(refer to Part 1 no. 1 above) 

 

Add an image on a slider – duplicate any of the image, then follow the steps on Part 1 

no. 8 to 15 above. 

 

Edit an image on a slider – select the image that you want to edit, then follow the steps 

on Part 1 no. 8 to 15 above. 

 

Delete an image on a slider – select the image that you want to delete, then click on the 

three dots on the image and delete the image (refer to Part 1 no. 7 screenshot above) 
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ABOUT: STAFF 
 

STAFF PROFILE 
 

Main Staff 

1. Add main staff on the list: Login to WordPress admin page, on the left panel click on staff-

main (1), then click on the Add New Post on the right (2). Then add the post title (3), staff 

title (4), an image (5), staff name (6), description (7) and then click on Publish (8). You have 

successfully added a main staff profile! 
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1. Edit main staff details on the list: On the left panel click on staff-main (1), hover over the 

staff’s name that you want to edit, then click on edit. You may now proceed to edit the 

staff profile details. 
 

 
 

2. Delete main staff on the list: On the left panel click on staff-main (1), hover over the 

staff’s name that you want to delete, then click on trash. 
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Instructor Staff 

1. The process of adding, editing and deleting instructor staff is similar with the Main Staff. 

Login to WordPress admin page, on the left panel click on staff-instructor (1), then 

proceed with the steps under Main Staff. The only difference is the staff’s title field in 

Main Staff which is not included in the Instructor Staff. 
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ABOUT: CONTACT US 
 

CONTACT DETAILS 

 
1. Edit contact details on contact us: Login to WordPress admin page, on the left panel 

click on contact us (1), then click the title that you want to edit (2), edit the title of the 

post (3), contact details title (4), description (5) and then click on update (6). You have 

successfully edit the contact details! 
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RIDERS 
 

BENEFITS OF A RIDER IMAGE 
 

1. Replace benefit of a rider image: This process is similar to the “Replace our story image” 

found on page 4. Please follow the steps, except for step 2 wherein you need to select 

the riders page instead of the About page. 

 

 

VOLUNTEERS 
 

VOLUNTEERS IMAGES 
 

1. Replace volunteers’ images: This process is similar to the “Replace our story image” 

found on page 4. Volunteers page has also 4 images which are all editable, select the 

image that you want to replace and then follow the steps on page 4, except for step 2 

wherein you need to select the volunteers page instead of the About page.  

 

 

VOLUNTEERS: AWARDS 
 

AWARDS IMAGE SLIDER 
 

1. Part 1. The process of adding, editing and deleting an awards image slider is similar with 

the sliders on the Facility and Grounds page. Login to WordPress admin page, on the left 

panel click on Smart Slider (1), then click on any awards slider on the right panel, and 

proceed with the Part 1 steps under Facility and Grounds page on page 7. 
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Part 2. Add the new slider on the Awards page: On the left panel click on Awards (1), then click 

on the Add New Post on the right (2). 
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Type in the title (3), type in the year (4), select the new slider (5, 6), then click on Plublish. You 

have successfully added an awards slider! 

 

 
 

 

HORSES 
 

HORSES IMAGE 

 
1. Replace Staff with "Hooves", "Hooves" That Retired, and In Memory images: This 

process is similar to the “Replace our story image” found on page 4. Follow the steps on 

page 4, except for step 2 wherein you need to select the horse’s page (Our Horses, 

Retired Horses, or In Memory of) that you want the image changed instead of the About 

page.  

 

HORSES PROFILE 

 
1. Adding a horse profile in our Horses, Retired Horses and In Memory of pages: Login to 

WordPress admin page, on the left panel click on horses (1), then click on Add New Post. 
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Then add the post title (3), image (4), horse’s name (5), horse’s description (6), select the horse 

type (7) and then click on Publish (8). You have successfully added a horse profile! 

 

Note: Upload images with dimensions of at least 400x560 pixels or larger. 
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2. Edit a horse profile in our Horses, Retired Horses and In Memory of pages: Login to 

WordPress admin page, on the left panel click on horses (1), hover over the horse’s 

name (2), click on edit, then edit the item that you want to change and click on Update. 

 

 
 

3. Delete a horse profile in our Horses, Retired Horses and In Memory of pages: Login to 

WordPress admin page, on the left panel click on horses (1), hover over the horse’s 

name (2), and then click on trash. 
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              CLASSES AND SCHEDULES 
 

CLASSES AND SCHEDULES 
 

1. Add an item on classes and schedules: Login to WordPress admin page, on the left panel 

click on classes and schedules (1), then click on the Add New Post on the right (2). Then 

add the post title (3), classes and schedule title (4), description (5) and then click on 

Publish (6). You have successfully added an item in classes and schedules! 
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2. Edit an item on classes and schedules: Login to WordPress admin page, on the left panel 

click on classes and schedules (1), hover over the classes and schedules title (2), click on 

edit, then edit the item that you want to change and click on Update. 

 

 
 

3. Delete an item on classes and schedules: Login to WordPress admin page, on the left 

panel click on classes and schedules (1), hover over the classes and schedules title (2), 

and then click on trash. 

 

 
 

 

CLASSES AND SCHEDULES: EVENTS 
 

CALENDAR 
 

1. Add an event on the calendar: Login to WordPress admin page, on the left panel click on 

Events (1), then click on the Add New on the right panel (2). Then add the event title (3), 

event description (4), event’s start date and time (5), event’s end date and time (6), type 
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of event (7) and then click on Publish (8). You have successfully added an event in the 

Calendar! 
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2. Edit an event on the calendar: Login to WordPress admin page, on the left panel click on 

Events (1), hover over the event’s title that you want to edit (2), click on edit, then edit 

the item that you want to change and click on Update. 

 

3. Delete an event on the calendar: Login to WordPress admin page, on the left panel click 

on Events (1), hover over the event’s title that you want to delete (2), and then click on 

trash. 

 

 

UPCOMING EVENTS 
 

1. Add an upcoming event on Events’ page: Login to WordPress admin page, on the left 

panel click on upcoming-events (1), then click on the Add New Post on the right panel 

(2). Then add the event title (3), event’s title (4), event’s description (5), and then click 

on Publish (6). You have successfully added an upcoming event on the Event’s page! 
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2. Edit an upcoming event on Events’ page: Login to WordPress admin page, on the left 

panel click on upcoming-events (1), hover over the event’s title that you want to edit 

(2), click on edit, then edit the item that you want to change and click on Update. 

 

3. Delete an event on the calendar: Login to WordPress admin page, on the left panel click 

on upcoming-events (1), hover over the event’s title that you want to delete (2), and 

then click on trash. 

 

 

CLASSES AND SCHEDULES: NEWSLETTERS 
   

NEWSLETTER IMAGE 
 

1. Replace our newsletter image: This process is similar to the “Replace our story image” 

found on page 4. Please follow the steps, except for step 2 wherein you need to select 

the Newsletter page instead of the About page. 

 

NEWSLETTER PDF FILES 
 

1. Add a newsletter pdf file on Newsletter page: Login to WordPress admin page, on the 

left panel click on Newsletter Files (1), then click on the Add New Post on the right panel 

(2). Then add the newsletter title (3), add and upload the file (4), select a season (5), and 

then click on Publish (6). You have successfully added a newsletter file on the 

Newsletter page! 
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2. Edit a newsletter pdf file on Newsletter page: Login to WordPress admin page, on the 

left panel click on Newsletter Files (1), hover over the Newsletter’s title that you want to 

edit (2), click on edit, then edit the item that you want to change and click on Update. 

 

3. Delete a newsletter pdf file on Newsletter page: Login to WordPress admin page, on the 

left panel click on Newsletter Files (1), hover over the Newsletter’s title that you want to 

delete (2), and then click on trash. 

 

 

SPONSORS 
   

SPONSORS 
 

1. Add a sponsor: Login to WordPress admin page, on the left panel click on our-sponsors 

(1), then click on the Add New Post on the right panel (2). Then add the sponsor title (3), 

add and upload the sponsor image (4), click on select link and enter the sponsor’s URL 

(5, 6), sponsor’s name (7) and then click on Publish (8). You have successfully added a 

sponsor on the Sponsor’s page! 
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2. Edit a sponsor’s details: Login to WordPress admin page, on the left panel click on our-

sponsors (1), hover over the sponsor’s title that you want to edit (2), click on edit, then 

edit the item that you want to change and click on Update. 

 

3. Delete a sponsor’s details: Login to WordPress admin page, on the left panel click on 

our-sponsors (1), hover over the sponsor’s title that you want to delete (2), and then 

click on trash. 
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UPDATING A WORDPRESS PLUGIN 

 
1. Login to WordPress admin page, on the left panel click on Plugins. You will see a 

notification in red showing the number of plugins that require an update (1), then click 

on update now (2). You have successfully updated a plugin! 

 

 

 


