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LOGIN INFORMATION

Little Bits Therapeutic Riding Association

Website

WordPress Admin Link

Login details will be provided

WordPress Admin Username

after the migration

WordPress Admin Password

PHP Database Username

PHP Database Password

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.

Username or Email Address

littlebits |

Password

() Remember Me

2. You will be directed to the WordPress Admin Dashboard, where you can begin making
changes to the website’s content.

{ A littlebitsweb.dmitcapstoneca <& 12 B + New S Slider

@ Dasfiboard Dashboard

Home

Updates ({2

@ Jetpack

Welcome to WordPress!

A Posts

8] Media Learn more about the 6.4.2 version.

B Pages

P Comments

il Author rich content with blocks E Start Customizing
staff-main and patterns Configure your site's logo, header, menus, and
staff-instructors Block patterns are pre-configured black layouts. more in the Customizer.
Use them to get inspired or create new pages in a QOpen the Customize
contact_us

flash.


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

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.

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.

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.

Resize
Method: Lanczos3
Preset: 100%

P widh: 400

Height: 560

- f
»
L. Premultiply alpha channel

Linear RGB
M Maintain aspect ratio

Reduce palette

MozJPEG v

Original Image (Augustus of Troy (aka Gus) cropped.webp)
AVIF

Browser JPEG

Browser PNG

JPEG XL (beta)

YWEUM VZ (UliSlauic) o



https://squoosh.app/

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!

a littlebits.web.dmitcapstone.ca o4 B 4 New SmartSlider @ ¥ Howdy, littlebits .

Screen Options ¥
Dashboard Add Testimonial
Jetpack |

Michael Rodriguez

Posts
Permalink: https:/littlebits.web.dmitcapstone.ca/testimonial/michael-rodriguez-2/ Save Draft
Media

Pages

Publish AV s

? Status: Draft Edit

q: Add Media I [ E=] Add Contact Form Visual Text @ Visibility: Public Edit

Comments
P = e il Publish immediately Edit

Paragraph v B I = = ¢
Events

All Testimonials

- ®
-
Testimonial s B E @ Move to Trash Publish
AV -

Our daughter has flourished since starting at Little Bits. The tailored
Post Attributes

Add Testimonial program has not only improved her physical strength but also her
ShoriCode social skills. The caring instructors create a warm, inclusive Order
Settings atmosphere, Highly recommend!| .
Get Help
A staff-main . .
Rating 'S & & ke LiteSpeed Options AV A
) staff-instructors

Disable Cache

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.

ﬂ littlebits.web.dmitcapstone.ca o4 - <4 New Smart Slider

Do Testimonials

Jetpack a )
All (5) | Published (5) | Trash (1)

Posts | Bulk actions Vv H Apply l | All dates v H Filter

Media () Title Image

e (7] Ssarah Johnson

Comments @ Quick Edit | Trash | View
Events o (] Michael Rodriguez

Testimonial

() Emily Chen

All Testimonials



6. Delete a Review: Navigate to Testimonial (1) in the left panel, hover over the
testimonial name (2), and click on 'trash’.

ﬁ‘ littlebits.web.dmitcapstone.ca o4 - 4= New Smart Slider

Dashboard Testimonials

Jetpack
1 post moved to the Trash. Undo

All(5) | Published (5) | Trash (2)

Bulk actions v H Apply l ‘ All dates v H Filter

Comments (] Title Image

Events 0 (] sarahJohnson @
— Edit | Quick Edit wew
Testimonial

(] Michael Rodriguez

All Testimonials

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!

&) A littlebits o3 P e

o vors [T ®

A Posts All (19) | Published (19) | T

q: Media 0 ‘Bulkactions V‘ App

W Pages () Title 4

Remove

All Pages (] Event Types — Eve
Add New Page Edit | Quick Edit | Tra

$ Comments (] Events — EventPrit

&% Events
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(] Home — Front Pac

®

8 Testimonial

A staff-main

image 1

(] About
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@ Select Image Upload files  Media Libr

Filter media

Media Library ‘W@T‘ ‘

Drop files to upload

or

Select Files

Maximum upload file size: 1 GB.

LITTLE BITS ON CBC VIDEOS

ATTACHMENT DETAILS

Alt Text

< Expand Details

about-image.webp
December 11, 2023

23 KB

379 by 301 pixels

Edit Image

Delete permanently

Learn how to describe the

purpose of the image. Leave
empty if the image is purely

decorative.
Title | about-image
Caption
Description

Page Block @ X

Summary X
Visibility Public
Publish October 16, 2023

9:17 pm UTC+0

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!

Appearance
¥ Plugins

Users

Tools

Settings

g ACF

CPT UI

Wordfence o

& Smart Slider

Dashboard

Help center

About - Videos




> -

o [P Duplicate e -4

Little Bits horseback Little Bits horseback

. . Co
Little Bit Y riding in Edmonton riding in Edmonton
riding in )
Unpublish

Set As First

'[ﬁ]' Delete

YouTube

Making a Difference

Across Canada J{ LT +

CONTENT ANIMATION

GENERAL

https://www.youtu be.com,l’watch?v:svjpanSK‘v‘er&t:

YouTuhe LIRI Or Viden 1N

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.

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!

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!

Duplicate
Copy
Unpublish

Set As First

Little Bits
Therapeutic Riding -
Cowboy Country TV




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.

¥ Appearance

Preview

Duplicate

'Iﬁ[ Move To Trash

¢ Plugins

Users

Tools

Facility 2020

Settings
ACF
CPT UI

Wordfence o

% Smart Slider

Dashboard @
— Facility 2020 - Copy




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.

EDIT

e [ . ; ‘ - ; ; Duplicate
Barn No 3 October 13, Barn No 3 July 31, . Aee = Copy

July 31, 2020
2020 aied y Unpublish

Set As First

Click on the text (10) and change it accordingly (11).

Barn No. 3 October 13, 2020

-

7

CONTENT

GENERAL

Text
Barn No. 3 October 13, 2020

L




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).

Barn No. 3 October 13, 2020
o
< Slide
7 ol
CONTENT STYLE

BACKGROUND 20 L

Slide Rackaround 785x31Q @

"“ $upload$/2023/11/Barn-No-3-¢ & | &

Focus
| = Slide

s ® s
CONTENT STYLE

Description

O

Thumbnail 785x319

"™ $upload$/2023/11/Barn-No-3-October (& |4

ol

PR L vt ——

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).

g‘ Events @
8 Testimonial Fa(]llty and GI’OUHdS

f staff-main All (5) | Published (5) | Trash (1)

A staff-instructors ‘ Bulk actions v H Apply l ‘ All dates M H Filrer
A contact us (] Title

M_ MailPoet () 2020

Contact

A horses (J 2019

f dasses-schedules

A upcoming-events O 20

A our-sponsors O 201

A& Awards o

» Facility and [ 2016

Grounds
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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!

®

2023

Type / to choose a block
Save draft | m

Facility and Grounds Facility and Ground Block x
Year @ Summary -~
| 2023

Visibility Public

slider @ @ Publish Immediately

i OR ‘ ili Iﬂ ) . .
l select Slider Facility 2023. 2 URL littlebits.web.dmitc
apstone.ca/facility_
Facility and Ground and_gounds/auto-

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!

‘\‘:‘J ﬁ‘ littlebits.web.dmitcapstone.ca s 1 ' 4= New Smart Slider

@ Dashboard Staff'main @
A Posts All (3) | Published (3)
C,l: Media ‘ Bulk actions v |I Apply I ‘ All dates v ‘
I Pages ) Title
B Comments () LindaR
;‘.-:."'-'? Events
# Testimonial o () Marielle L
* staff-main
(] RosS.
All staff-main
Add New Post -
L) Title

A staff-instructors

Bulk actions v || Apply I

f contact us
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® K- R S| o

Linda R @ . staff-main Block x

°e
Summary ~
+
Type / to choose a block . Visibility Public
Publish Immediately

Main Staff @ 4
URL

title

Riding Adminstrator |

D Pending review

Photo @ ’ Move to trash
No image selected | Add Image

Banner Image
Name @

‘ Linda R |

( 7 ) Set Home Banner

Description

My name is Linda and | was invited to come and see the program by my friend, Marilyn
MecGhan. At that time, she was the Head Riding Instructor and was working with a few
others mentoring them to become instructors as well.

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.

Dashboard staff-main

Posts All (3) | Published (3) | Trash (1)
Media ‘ Bulk actions v H Apply l ‘ All dates v H Filter
Pages (O Title
Comments |:| Linda R @
Events Edit | Quick Edit | Trash | View
Testimonial ()] Marielle L
A staff-main
(] RosS.
All staff-main
Add New Post —
[ Title

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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& Dashboard

Staff—main ‘ Add New Post ‘

A Posts All (3) | Published (3) | Trash (1)

C,l: Media ‘ Bulk actions W H Apply | All dates
W Pages () Title

¥ Comments () LindaR @
gﬁ;‘ Fvents Edit | Quick Edit} Trash |JView

¥ Testimonial o (] Marielle L

A staff-main

[ | RosS.
All staff-main

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.

@ Dashboard staff-instructors

Add New Post ‘

A Posts All (5) | Published (5) | Trash (1)
n,] Media | Bulk actions v H Apply ‘ All dates
I Pages () Title
¥ Comments (] Jo-AnneB.
é_»*‘ Events
® Testimonial (] Catherine S.
A staff-main o
(] LisaD.

A staff-instructors
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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!

All (3) | Published (3)

‘ Bulk actions v H Apply l ‘ All date
() Title
Lrirsifis (] JAdministrator @
Events
@ Testimonial () Mailing
A staff-main
A staff-instructors l i
* contact_us -
[ ) Title

i
D
(B

-

®

®

Administrator

Type / to choose a block '

contact us

title @

Administrator

description @

<p>Riding Administrator</p>

<p>Linda R : info@littlebits.ca</p>

<p>Volunteer Coordinator</p>

<p>Marielle L: littlebitsvolunteer@gmail.com</p>
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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.

16



Plugins

%

Users

Preview

* 8

Tools

Duplicate

*
5

Settings

'Iﬁl' Move To Trash

ACF

Awards- 15 Years

om CPTUI

Wordfence o

& Smart Slider

Dashboard

Help center

Awards- 15 Years - Copy

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).

#  Testimonial @
v
A staff-main
. All (4) | Published (4) | Trash (23)
f staff-instructors ) | ; | }_
‘ Bulk actions v H Apply l | All dates
f contact us : ' :
_M_ MailPoet L) Title
Contact ()] 25 Years
# horses
(] 15 Years
f classes-schedules o
A upcoming-events N
' [ ] 10Years
A our-sponsors
A Awards (] 5 Years
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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!

®

30 Years

Type / to choose a block

Facility and Grounds

Year @

| 30

slider @

®

Select Slider

OR || Awards-30 Years #20

HORSES IMAGE

HORSES

Save draft jmu} Publish
Award Block @ X

~

Summary

Visibility Public

Publish Immediately

URL littlebits.web.dmitc
apstone.ca/awards/
auto-draft/

D Pending review

Featured image

Set featured 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.



contact us ‘

horsesl| Add New post ‘

_'31_ MailPoet

©,

All (34) | Published (34) | Trash (3)

Contact o

| Bulk actions W H Apply

‘ All dates v ‘ ‘

A horses

All horses

() Title

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.

Ave ry @ 5e horse  Block

Summary
Type / to choose a block Visibility Public
Publish Immediately
horses -
URL littlebits.wek
apstone.ca/t
auto-draft/

Photo @
No image selectefl| Add Image
Name < 5 )

Avery

Description (5 )

Avery is a beautiful Quarter Horse chestnut mare that is privately owned and
has been fully leased to WELCA for lesson use. Born in 2006, this mare has the
training and energy to help new riders learn how wonderful horse riding is.

@

(®) active-horses

(") retired-horses

D Pending review

‘ Move to trash

Featured image

Set featured image

() in-memory
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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.

Pages

Comments
Events
Testimonial
staff-main
staff-instructors
contact_us
MailPoet

Contact o

horses

BN H{(TY N @y am

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.

Pages
Comments
Events
Testimonial
staff-main
staff-instructors
contact_us
MailPoet

Contact o

horses

i
]
&
s
=
b g
»
»
M
»

Title

Lollipop

Quick Edit | Trash | View

Birdie

Treasure

Ali-Cat

Sirocco Dancer (aka Dancer)

Title

Lollipop

Edit | Quick Edit 'v"ew
Birdie

Treasure

Ali-Cat

Sirocco Dancer (aka Dancer)
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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!

M MailPoet

classes-schedule \Adcl Newpost\ @
Contact

All (@) | Published (9) | Trash (1)
horses

| Bulk actions  w H Apply | | All dates w H Filter ‘
f classes-schedules
() Title
All classes-schedules -
Add Mew (] 2023 Fall Session

2023 Fall Session @

Type / to choose a block

a A CJ
- © oo
title

| 2023 Fall Session

class-schedule Block x
description summary -~
<p>Sunday September 10 to November 19 - 10:00 am - 6:00 pm</p> - )
<p=>Mo class October & (Thanksgiving Sunday)</p= Visibility Public
<p>Monday AM September 11 to Movember 20 - 10:00 am - 1:00 pm</p=>
Publish MNovember 8, 2023

<p>Mo class October 9 (Thanksgiving Monday)</p>

<p=Tuesday AM September 12 to Movember 14 - 9:00 am - 1:00 pm</p>
<p>Tuesday PM September 12 to November 14- 4:00 pm - 9:00 pm</p>
<p>Wednesday September 13 to November 15 - 3:00 pm - 9:00 pm</p>

9:38 pm UTC+0

URL littlebits.web.dmitc
apstone.ca/classes-
schedules/2023-
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2. Edit anitem 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.

B4 Contact

A horses o

(] 2023 Fall Session @
* classes-schedules —

Quick Edit | Trash | View

(] Title

Al classes-schedules (] 2023 Appreciation Party
Add Mew Post

A upcoming-events (] 2024 Winter Orientation

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.

- O Title

A horses o (] 2023 Fall Session @
f classes-schedules Edit | Quick Ecit'v"e'ﬁ-

All classes-schedules [ | 2023 Appreciation Party

Add New Post

(] 2024 Winter Orientation

A upcoming-events

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

22



of event (7) and then click on Publish (8). You have successfully added an event in the

Calendar!
Dashboard Events @
Posts All (10) | Published {10} | Trash (4)
Media ‘ Bulk actions w H Apply l ‘:
) Title

[] Winter Orientation

Edit Event @

‘Winter Orientation

Permalink: https:/littlebits.web.dmitcapstone.ca/event/winter-orientation/

Paragraph v B

rsﬂ®

Visual = Text

- =
- P

~
"

0
[ 3
L.
n
i
hih
%

Location: Little Bits Therapeutic Riding Association, 12510 Keillor
Rd NW, Edmonton, AB T6G 2L6, Canada

Details: We will be holding an orientation on Wednesday, August 30
from 6 pm to 9 pm. This is for new volunteers to help learn what we
will be asking of them as volunteers. As leaders, as side-walkers, and
also helping get the horses ready in the barn area.

Due to the continuation of Covid-19 and the variations, masks are

optional.

If vou are interested, please go
to: https://www littlebits.ca/volunteer-application-form and fill out a

°®

form online.
el

Event Settings

B Date &
Time

IStart Date I

| 01-10-2024 |

® Bookings IStartTimel:pticr‘aI] :
06:00 PM |

& Tickets [T Hide Start Time
(7] Hide Start Date
= Repeat o
[_] [t's an all day event
¢ Checkout
Fields

IEnd Date I
< sodg ' 01-10-2024
Informa

I End Time ptional) )
| 07:00 PM |

€ Results

Screen Options v

Summary AV a

Total Bookings: 0

Total Attendees: 0

Publish AV A

Preview Changes

¥ Status: Published Edit

<@ Visibility: Public Edit

[it] Published on: Nov 29, 2023 at 22:45
Edit

Move to Trash Publish

Classes v

Select Types
Board Meetings
Booking

Events

Sessions
Statutery holiday

Organizers

All Crganizers  Most Used
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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!

_,f contact_us
M MailPoet
Ed Contact

__)?' horses

_,J? classes-.zcheco

f upcoming-events

upcoming—eventsll

(] Upcoming Events

All upcoming-events

Add Ne st

®

Upcoming Events

Type / to choose a block
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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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Fall 2022 Little Bits| ®
Newsletter
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a e
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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 asponsor: 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.



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!
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