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How To Log-in/Enter Edit Mode

This document includes step-by-step instructions for editing your website. The three steps to remember
when managing the information on your website are:

Step 1: Log-in
Step 2: Update Website & Save Changes (The changes you Save are visible in the webpage immediately)
Step 3: Log-out.

The image below describes the technical terms used in this User Guide for a better
understanding of the HELP document.

“,
Website Bl gle) %

O

‘ DEMO COMPANY ‘

Welcome About Us ¥ Calendar & Events ¥ Links, Forms & News ¥ Contact Us

Our Programs

Click here to know how
Add Slider Images

WELCOME...

Our Goal is I aid in the development of the child
physically, em{ionally, socially, and academically.
We not only wal each child to feel a strong

Click here to know

how to edit a Page

'

an exceptionally clean, safe and nurturing = . Upcoming Events
environment.

No School- Good Friday

Our varied program differs from a traditional Montessori program in that we place more emphasis on
April 14, 2017

academic work. Our goal is to aid in the development of the child, and to maintain that each parent
feel confident and proud that his/her child is a student in our School.

ParentTeacher

Our Primary goal is to create a sense of family and have all of our students ready to er] Click here to know how to
Kindergarten. We align our instruction to meet with state standards to ensure our child{ . ;
meeting state expectations upon entering Kindergarten. Studies have proven our childr Add Widgets (Sidebars)

nce

their grade level upon entering school. Our after school students also exceed expecta - ay
respective grade levels and state standards. We work hard to make sure each child a tutoring after May 29, 2017 @ 8:00 am -
school to re-inforce § 5:00 pm

Click Admin Login To edit the Site

View All Events

® 2017 Demo Website | Admin Login

Access your website and click “Admin Log-in” (Found in Most Footers)

Log-in using the credentials provided by OnCare.



After you Log In, the Dashboard will be the landing page.

# 31a.9d1.myftpupload.com W + New [iill Events Hi, Sharmila Michael [l

Screen Options ¥ Help ¥
@ Dashboard Dashboard
[4r] Jetpack
% GoDadd Dismiss
¥ Y Welcome to WordPress! '
We've assembled some links to get you started:
f Posts get)
[ii] Events Get Started Next Steps More Actions
ql Media ‘ Edit your front page Manage widgets or menus
|_l Pages 4+ Add additional pages ;3 Learn more about getting

started
B Comments B View your site

How to Change the Password

Click Profile on the left navigation bar. Scroll down to the end of the page. Under Account
Management, hit the button Generate Password.

A Posts

[ii] Events Profile Picture

07 Media

M Pages

P Comments You can change your profile picture on Gravatar.

& Profile Account Management

4~ Tools

New Password

I3 Video Tutorials

. Meta Slider Sessions

menu You are only logged in at this location.

Update Profile

You could find an automatically generated password. Click on the box and change password.

MNew Password J10LIb4XGEoj3R85eg#*mP % Hide Cancel
Strong

Type in a Strong Password which has numerals, alphabets (upper and lower case) and special
characters and hit Update Profile button at the bottom of the screen.



New Password Welcln@g9 @ Hide | Cancel
Strong
If the password set is weak, check in the box below to confirm using a weak password.
Account Management
Mew Password welcome o5 Hide Cancel

Confirm Password

Very weak

Confirm use of weak password

Add New Page

Following are the simple steps to add page.

Click on Pages — Add New as shown in the following screenshot.

Dashboard

B Comments

Dashboard

Mote: You're using th

Thanks for using MH

Get Started with M

Welcome to
We've assemble

Get Started

Add New

You will get the editor page as seen in the following screenshot. The editor page has two tabs,
Visual and Text. You can insert text in either of these.




Publish "

Toddler, Preschool, Pre-K and School-Age Program;\

Permalink: htipy//sandbox.com/programs; | Edit Title

& sas e «— | Add Media (Images) -

- Visua ext

-~
.~

@ il

Paragraph hi

B I
- I

\ WYSIWYG Editor

= om
il 17
A

a

<« | Text Insertion

Preview Changes
¢ Stawus: Published Edit
& Visibility: Public Edit
@ Revisions: 4 Browse

"|T|' Published on: 27 Jan 2017 @ 01:49 Edit
Move to Bin

Page Attributes -

Parent

(no parent) M
Order

0

Mead help? Use the Help tab above the
screen title.

Featured Image &

Set featured image

Following are the details of the fields on editor page of the Add New Page.

Title

It is used to write the title of the article.

Permalink shows the potential URL for the page below the title. The URL generates as per the

given title.

Toddler, Preschool, Pre-K and School-Age Programs

Permalinkl http://sandbox.com/programs,;’ I Edit

WYSIWYG Editor (WYSIWYG: What You See Is What You Get)

It is a WYSIWYG Editor, which is similar to a word processor interface where you can edit the

contents of the article.




Bullet List Left Align i

Blockguote Right Align Toolbar Toggle
B9 Add Media Visual xt
Bold Button /ardlsmke Horizontal Line Distraction free wiiting
Read more tag
Number List Justify Add link

Following are the options present of WYSIWYG editor -

Bold Button — Used to bold your font.

Italic — Used to italicize the font.

Word Strike - Strikes through the content.

Bullet List — Adds bullets to content.

Number List - Adds numbers to the list of the content.
Blockquote - Quotes the text.

Horizontal Line - Creates a horizontal line between sentences.
Left Align — Sets the content on the left side of the page.

Right Align - Sets the content to the right side of the page.
Justify - Justifies the content of the page.

Add Link - Adds a link to your content. When you click on this button, the following page gets
displayed.

OO0 0 ooooogooo

Insert/edit link x
Enter the destination URL
URL

Link Text
Open link in a new tab
Or link to existing content

Search

I No search term specified. Showing recent items.

Toddler, Preschool, Pre-K and School-Age Programs PAGE
Contact Us
Play and Learn School; Teddler, Preschool, Pre-K, and Before/After PAGE

School Programs

Cancel Add Link

Following are the fields present in the Insert/edit link.

URL - Enter URL you want to link.
Link text — Insert text you want to enter into the link.
Open link in a new window/tab - Open your link page into the new tab or window.

Or link to existing account - Links to an existing content page by selecting the page from the given list.
When you click on existing page then you get a link created in the URL section as seen in the following
screenshot.



Insert/edit link x
Enter the desfination URL
URL contact-us

Link Text CONTACT US

Open link in a new tab

Or link to existing content

Search

I Mo search term specified. Showing recent items.

Toddler, Preschool, Pre-K and School-Age Programs PAGE
Contact Us PAGE
Play and Learn School; Toddler, Preschool, Pre-K, and Before/After PAGE

School Programs

Cancel Update

[J  Remove Link - Deletes the particular link added for text or content.
[J  Read more tag - Adds Read More tag to your page.
[J Toolbar toggle - Clicking on this you get another list of toolbar as shown in the following image.

Underline Y
Text Color  (pear Formatting Undo
o ) Increase Indent
3 AUOMECIa Visual  Text
J R : Y s = v
Paragraph v U = A v i ¢ Q &= = Y (2}
| T — A A
Paragraph
- Paste as text Decrease Indent
Special Characters Redo

Paragraph - Selects the headings as required for the text from the dropdown.
Underline - Underlines the sentences.

Justify - Justifies your content.

Text Color - Sets color for words or sentences.

Paste as Text - Pastes your text.

Clear Formatting — Deletes selected content.

I A A A



[1 Special character — Inserts special characters needed in your content.

Special character x

C €|£ ¥ ® ™% § 1T B e w
><123'.r3":’z3.r2,fz:::EEEErHe\v-'ﬂ
uédvaovwezs 2ot s AAAAAAAECE
EEEET T TTIPNOOODODORPOCES UUUDU
Y'Y ¥paaasasasaeceéééeeiiinrsn registeredsign
6/0 6 8 6 @ 0ce§ 0 GG0Ty Py yABTAEZH
O 1 KAMNZIONPITY®@XYQaPpy~scedlne
L KApRVIEomplgoTUuve X VwswRYpi—1
—l=mde=eft=slencoec28@L NN SR AER:
AN 2K 2L AR

‘Close‘

[1 Increase Indent - Increases the indent of the page.

[1 Decrease Indent - Decreases the indent of the page.

[1 Undo - Reverses the most recent editing command.

[1 Redo - Opposite of undo, restores the most recent editing command.

Text Insertion
For writing the content of an article.

Publish

To publish the page to the user on the website. The page can be saved using “Save Draft” button.
The page will be published only when the “Publish” button is hit.

Publish i

Save Draft Preview
9 status: Draft Edit
@& Visibility: Public Edit

[ Publish immediately Edit




Page Attribute

Page attributes module allows you to select the parents for your particular page. You can also set
order of the pages.

Parent - Allows you to select parent page.

Order - Sets the order of the page.

Page Attributes A
Parent
(no parent) v

Order

0

Meed help? Use the Help tab above the
screen title

Featured Images

Includes the images in the pages.

Edit Page

Click on Pages — All Pages as shown in the following screen.

Al@ | fPublsted 3 | 80C) T e
Bulk Actions ¥ Apply All dates v Filter 3 items
Title Author p Date
]
m e Toddler, Preschool, Pre-K and School-Age Programs — Published
[ Pages 2017/01/27
All Pages .
= Welcome — Front Page — Published
Add New 2017/01/20
¥ Comments Contact Us = Published
2017/01/26
¥ Appearance
Title Author [ | Date
K¢ Plugins
Bulk Actions ¥ Apply 3 items

Wpdevart Forms

You can view list of the page created. When the cursor hovers on the pages,
then few options get displayed. There are two ways to edit the Post,
i.e., Edit and Quick Edit.

Edit — Click on Edit option as shown in the following screenshot.



@ Pages

All Pages

Add New

B Comments
¥ Appearance
J¢ Plugins

Whpdevart Forms

All (3) | Published (3)

Bin (7)

Bulk Actions ¥ | Apply All dates ¥ | Filter
Title

Toddler, Preschool, Pre-K and School-Age Programs
Quick Edit | Bin  View Page Builder

Welcome — Front Page
Contact Us

Title

Bulk Actions ¥ Apply

Author B

Author p

3 items
Date
Published
2017/01/27
Published
2017/01/20
Published
2017/01/26
Date

3 items

You can edit or change the content or title from the page as per your need, and
then click on Update button as shown in the following screen.

M Pages

All Pages

Add New

P Comments

2 Appearance
K Plugins
Whpdevart Forms

o Users

#~ Tools

Settings

9 Viden Tutariale

Toddler, Preschool, Pre-K and School-Age Programs

Permalink: http://www.sample.com/programs/| Edit

Text Editor

o edi dd slider
4] Add Media | I Add slider visual  Text
Paragrsph v B I = £ ¢ = = = £ R = =

Toddlers, Preschool, Pre- Kindergarten and Before & After-School
programs with options for 53, 4, 3, or 2 days with three time schedules;

s Full-time: 7:00 am - 6:00 pm
* School day: 8:30am - 3:30 pm
* Morning session: 8:45am -11:45am

The school provides three nutritious snacks (one morning and two
afternoon) and a hot lunch for school day, full-time, and Kindergarten
children.

Publish

? status: Published Edit
@& Visibility: Public Edit

1) Revisions: 4 Browse

Praview Changes

m Published on: 27 Jan 2017 @ 01:49 Edit

Move to Bin

Page Attributes
Parent

(no parent)
Template

Default Template ¥

Order

Quick Edit — Click on Quick Edit option as shown in the following screen.

@ Pages

All Pages

Add New

B Comments

2 Appearance

J¢ Plugins

Whpdevart Forms

All (3) | Published (3)

Bin (7)

Bulk Actions ¥ | Apply All dates ¥ | Filter

Title

Toddler, Preschool, Pre-K and School-Age Programs

Welcome — Front Page

Bin  View Page Builder

Contact Us

Title

Bulk Actions ¥ | Apply

Author p

Author p

TEETCIT TS

3 items
Date
Published
2017/01/27
Published
2017/01/20
Published
2017/01/26
Date

3 items

10



You can edit the Title, Slug (also known as Permalink), date and can also
select the parent for your page as shown in the following shot and then click

on Update button.

Bulk Actions ¥ | Apply All dates ¥ || Filter 3 items
Title Author p Date
QUICK EDIT
Title Toddler, Preschool, Pre-K and School-Age Program
Slug programs
Date Di1-Jan v 27 , 2017 @ O1 |: 49
Password -0OR- Private
Main Page (no parent)
Order 0
Template Default Template
Allow Comments
Status Published v
Cancel Update I
Welcome — Front Page Published
2017,/01,20
Contact Us Published
2017/01/26
Delete a Page
Click Bin to delete a page.
Al@ [ Published 3y | 80 (9 e ==
Bulk Actions ¥ Apply All dates v Filter 3 items
Title Author p Date
Toddler, Preschool, Pre-K and School-Age Programs Published
Edit | Quick Edi-‘iew Page Builder 2017/01/27
Welcome — Front Page Published
2017/01/20
% Comments Contact Us Published
2017/01/26
¥ Appearance
Title Author p Date
J¢ Plugins
Bulk Actions ¥ | Apply 3 items

Whpdevart Forms




Restore a Page Deleted

Click Pages = All Pages. Choose the category Bin.

All (4) | Published (4] | Bin (8)

Bulk Actions v All dates ¥ | Filter Empty Bin
Title Click Bin to see the
About Us list of deleted
Restore | Delete Permanently pages.

Blog

Contact Us

Author

Michael

Michael

Michael

Search Pa

1]

5

X

8 items

Date

Last Modified
2017/01/20

Last Modified
2017/01/20

Last Modified
2017/01/20

Click Restore to Restore the page to the website.

Insert Menu and Sub-Menu

Click menus under “More Actions” of the Dashboard.

@ 31a.9d1.myftpupload.com B 4+ New [ili] Events

Dashboard Dashboard
Jetpack

§ GoDadd
R Welcome to WordPress!

We've assembled some links to get you started:
Posts

Events Get Started Next Steps

Media ‘ Edit your front page

Pages =+ Add additional pages

B Comments B View your site

Hi, Sharmila Michael .

Screen Options ¥ Help ¥

More Actions

Manage widgets of menus

Dismiss

= Learn more about getting

started




Pages “ Menu Wame  Primary Menu

Most Recent  View All  Search Menu Structure

Toddler, Preschool, Pre-K and Drag each item into the order you prefer, Click the arrow on the right of the item to reveal additional configuration options.

School-Age Programs -
Contact Us Welcome Page v Drag the menu to indent
Play and Learn School; Toddler, as Sub_menu_

Preschool, Pre-K, and Before/After Our Programs /

School Programs

Calendar sub item Custom Link ¥
Select All Add to Menu
Contact Us Page ¥
Posts v
Custom Links v Menu Settings
Categories - Auto add pages Automatically add new top-level pages to this menu
Display location v| Main Menu
Event Categories v Footer Menu

Just drag and indent the menu that needs to be sub-linked.

If there are Custom Links to be added in the navigation menu, other than the webpages, click
Custom Links. Add URL and Link text and click the Add to Menu button.

Pages v
Posts v
Custom Links A
URL http://www.domain.com/

Text Admin Login

Add to Menu

Insert Images

Click on Add Media

Toddler, Preschool, Pre-K and School-Age Programs Publish .

Permalink: biig pbndbas semn praqrams’  Ede

Preview Changes

Ch Add Med T Stamus: Published Sais
2] Add Media iTud Taxt

You can insert an image directly from your system by clicking on Upload Files tab. Click on Insert
into Post button.



Insert Media Insert Media *

Create Gallery Upload Files | Stock Photos  Media Library

Featured Image

Insert from URL

Drop files anywhere to upload

or

Select Files

Maximurmn upload file size: 64 MB.

Also you can select the files from the Media Library tab if the image has been already uploaded to
the Media Library.

Insert Media Insert Media *

Create Gallery Upload Files  Stock Photos | Media Librar

Featured Image URL | http://bb1.6aa.myftpuploac -
All mediaiter ¥  All dates X Search media iter

Title  Fotolia_7092731_Subscripti

P'S

. Caption

Alt Text

Insert from URL

4

Description

Image Alignment

ATTACHMENT DISK{SETTINGS

Alignment Right ¥

Link To | Custom URL v
http://

Size  Full Size-200x250 ¥

Enter the URL if the
image needs to be linked

Insert into page

1selected |
Clear L_

Inserting Slider Images

Creating your first slideshow

Click the “+” button to create a new slideshow.



# MetaSliderDev &7 B + New Howdy, admin )]

& Meta Slider v3.3.1 - Upgrade to Pro $19 Help
@ Dashboard

P Create your first slideshow

Media
Pages

Comments
Appearance
i Plugins

Users

* 8

Tools

=
5

Settings

Meta Slider

oB

Collapse menu

Thank you for creating with WordPress. Version 4.1.1

A new empty slideshow will be created.

All of your slideshows will be listed as tabs across the top of the page. The slideshow settings are
listed on the right hand side of the page, and the slides for each slideshow will be displayed in the
main area of the page.

@ Meta Slider Dev ¥ 6 » 4+ New Howdy, admin !

Y2 Dropdown @ Meta Slider v3.3.1 - Upgrade to Pro $19 Help
& Dashboard

Posts New Slider +

47 Media

Sides TN . ...... | s |
Pages
Comments

R.Slides  Nivo Slider Coin Slider

»¥ Appearance

Width 700 px
K¢ Plugins
& Users Height 300 px
4 Tools Effect Fade :
Settings Theme Default s
R Meta Slider Arrows v
© Collapse menu

Hidden
Navigation
*) Dots

Advanced Settings

Adding Slides

To add a slide to the slideshow, click the “Add Slide” button. The default Media Library interface
will appear where you can upload new slide images or select existing images from your media
library. Hold down CTRL to select multiple images.

15



Image

Upload Files  Media Library

Allmediait + Alldates 3
ATTACHMENT DETAILS

almond-blossom.jpg
=4 April 13,2015
301 kB
3l 1170 x 780
Edit Image
Delete Permanently
URL  http://metaslider.live/wp-co

Title  almond-blossom

Caption

Alt Text

Description

3 selected
Edit Selection = Clear

After clicking ‘Add to slider’ the slides will be added to the slideshow. You can drag and drop the
slides to reorder them.

A MetaSliderDev <6 B 4+ New Howdy, admin
72 Dropdown = @ Meta Slider v3.3.1 - Upgrade to Pro $19 Help

f» Dashboard

# Posts New Slider +

37 Media

Sides AR T e | sove |
& Pages
| —
R.Slides  Nivo Slider Coin Slider

» Comments

)¥ Appearance

Width 700 px
s Plugins
Height X
= Users & =00 8
Tools Effect Fade v
T : General
Settings Theme Default v
A Meta Slider Arrows v
. Hidden
Navigation
® Dots
General

Advanced Settings
Configuring Slides

There are 3 tabs which can be used to configure each slide:

General — set the slide caption (HTML allowed) and URL

SEO —set ALT and Title text for the slide image

Crop — adjust the crop position of the slide

Adjusting the slideshow settings

The slideshow settings are listed on the right-hand side of the page. You can choose the slideshow
type from Flex Slider, R. Slides, Nivo Slider or Coin Slider. Different options will be
enabled/disabled based on your selected slideshow type.

16



Previewing the slideshow

To preview the slideshow click the ‘Save & Preview’ button.

@) @A MetaSliderDev © Howdy, admin [@]

Embedding your slideshow in a Post or Page

Once you are happy with your slideshow, scroll down to the ‘Usage’ section (bottom right) and
copy the provided shortcode.

il Events Hi, Sharmila Michael
vasnuuaiu
General _ o =
Iheme Defaul
Jetpack
> GoDaddy 2 Arrows v
Posts ® | Hidden
= Navigation
Dot
Events
Media
General
Pages .
9 Advanced Settings
Comments
Usage
Profile
Shortcode
4~ Tools

I Video Tutorials ' General

A Meta Slider

Meta Slider

Go Pro!

Image Slide

A

The shortcode can be pasted directly into any Post or Page. If you want to include the slideshow
directly in your theme template files, use the Template Include code instead.



Edit Page | Add New

Toddler, Preschool, Pre-K, and Before/After School Programs

Permalink: http://31a.9d 1.myftpupload.com/

Text Editor

@ Add Media || [ Add slider
Paragraph 'IE E 6 E ==L REBE @
WELCOME...

Wisua Text

(o]
-
£ w

Widgets

Widgets are nothing but the right block of the window.
of the page.

@ 31a.9d1.myftpupload.com B 4+ New [ilil Events

Dashboard

Dashboard

Jetpack

% GoDadd
R Welcome to WordPress!

Post We've assembled some links to get you started:
0515

Events Get Started Next Steps
‘ Edit your front page
Pages =+ Add additional pages

B View your site

B Comments

Click Manage widget from the dashboard

Hi, Sharmila Michael .

Screen Options ¥ Help ¥
Dismiss

More Actions

\1a|1ag or menus

= Learn more about getting

started

Available Widgets Sidebar -
To activate a widget drag it to a sidebar or click on it. To deactivate a widget Widget area (sidebar left/right) on single posts,
and delete its settings, drag it back. pages and ar

Akismet Widget Archives Text: Our Mission 4

Display the number of spam A monthly archive of your site’s

comments Akismet has caught Posts. Text: Join Our Mailing List v

Calendar Categories

Text: Find Us A

On the left side of the widgets page, you can find list of Available Widgets. Click on Meta Slider or

Text Widget and hit the button Add Widget at the bottom.

18



To Insert Image Slider To Insert Text on the right block

Meta Slider Text

Meta Slider Arbitrary text or HTML.

A

Home 1 - Full Width

Home 2 - 2/3 Width

Home 3 - 1/3 Width

Home 4 - 1/3 Width

Home 5 - 2/3 Width

Home 6 - 1/3 Width

Home 1 - Full Width

Home 2 - 2/3 Width

Home 3 - 1/3 Width

Home 4 - 1/3 Width

Home 5 - 2/3 Width

Home 6 - 1/3 Width

Posts 1 - Advertisement ~

Cancel Add widget

After Adding the relevant text, Chose an option from below:

1) Show Widget for = Hide on Checked pages: The widget will be hidden on the checked in pages.
2) Show Widget for = Show on checked pages: The widget will be visible only on the checked in
pages.

Posts 1 - Advertisement ©

Cancel Add Widget

Main Sidebar *

Text: Now Enralling! "

Title:

MNow Enrolling!

Content:
<p>We provide a challenging, innovative educational program designed fo
foster self-esteem, independence, creativity and a love of learning in an
exceptionally clean, safe and nurturing environment. Our varied program
differs from a traditional Montessori program in that we place more
emphasis on academic work.,

A
Automatically add paragraphs
Show Widget for:
Everyone -
Hide on checked pages r
Pages +/- -
About Us
Contact Us

Reference Links

Welcome

-
Delete | Close m
—




How to Upload Forms

When your document is prepared and ready to be added to your website, follow the steps below:

Go to the page or post where the link to your document will be added
(create a new page or post if necessary).

Locate your cursor precisely where the text link will be placed (but don’t type any text).

B Add Media

B T #= = =

Paragraph v U =

«

|_
A v

Click the Add Media button (above the editing toolbar buttons).

Click Select Files and upload the file to Media Library. Your document will be imported into the

WordPress Media library.

Featured Image

Insert Media Insert Media

Create Gallery Upload Files  Stock Photos = Media Library

adedto Y  All dates ¥ Search media iter

Insert from URL ey

LIC613A.Personal-Rights-
Child-Care-Centers.pdf

™

Clear

1 selected

URL

NTIp:// 0D |.03a.MYTIPUPIOAC

Title

LIC613A.Personal Rights-Ck

Caption

Description

ATTACHMENT DISPLAY SETTINGS

Link To

Media File v

http://bb1.6aa.myftpuploac

Size

Medium-232x 300 ¥

Insert into page

Once the uploading process has completed, enter the text you require (for the link on the page) in

the Title box.

Under ATTACHMENT DISPLAY SETTINGS choose Link To = Media File. This ensures that text

added to your post will link to the file you have just uploaded.

Click the Insert into Page/Post button and press the Update or Publish button to finish.

20



Forms

Permalink: http://bb1.6aa myftpupload.com/forms/ Edit

Text Editor

Publish &

Preview Changes
9 status: Published Edit

@ Visibility: Public Edit

LIC701.Child's Pre-Admission Health Evaluation

LIC702.Child's Pre-Admission Health Historv Report

LICgg5.Notification of Parent’s Rights

LICgq5E.Caregiver Backeround Check Process

) Add Media || [ Add slider Visual  Text ¥0) Revisions: 4 Browse
Paragraph L I = = ¢ = = = & 2 = - fiifl Published on: 9 Feb 2017 @ 22:54 Edit
= Move to Bin
IState Licensing Forms Inserted PDF(s) link
Page Attributes i
LIC613A Personal Rights-Child Care Centers
Parent
LIC627.Consent For Emergency Medical Treatment
(no parent) A
LIC700.Identification and Emergency Information
Template

Default Template

Order

4

Need help? Use the Help tab above the

screen title.
Add / Edit Calendar Events
Click Events 2 Add New.
A Posts
07 Media
B Pages
¥ Comments
Enter the title of the event and the description if required.
Field Trip to Chocolate Factory — <«—] Event Title .
Permalink: http://bb1.6aa.myftpupload.com/event/field-trip-to-chocorere—rererory —— Preview

B

Description

/

§ status: Draft Edit

e ] = Ad <lidar
3] Add Media | G Add slider visual | e

_ _ @& Visibility: Public Edit
Peragph v B I = E 6 = = = 2 R = ot

fitl Publish immediately Edit

Move to Bin

21



There are options to enter other details of the event.

The Events Calendar

BE  Uss Saved Venue:
Venue Name:
Address:
City:
Country: Select a Country: =
State or Province:
Postal Code:
Phone:
Website:

Show Google Map:

Show Google Maps Link:

TIME & DATE
Start/End: 2017-02-09 8:00am ta| 5:00pm 2017-02-09 Timezone: America/Phoenix
All Day Event
Click All Day Event if there are no
LOCATION specific time limits.

To Edit/Delete An Event

Click Events. It displays the list of events posted.

All (9) | Published (8) | Draft (1)
Bulk Actions ¥ | Apply
Title Author Event Categories  Tags

No School in observance of Michael — —
Independence Da

Edit  Quick Edit Bin | View

Teacher In-Service Days Michael — —
No School in observance of Memorial Michael — —
Day Holiday

Start Date

July 4

June &

May 29

End Date

July 4

June 9

May 29

Search Events

9 items

Click Edit to update the contents of the event.

Click Bin to delete the event.
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How to Log Out

Finally when you are finished editing your website, click on the Log Out button which is always
found at the top right corner of the page.

# bbl.6aamyftpuploadcom <% 5 B 4+ New & GoDaddy [iiil Events

£} There is a new version of Beaver Builder Plugin (Lite Version) available.
Now.
Edit My

Contact Form WpDevArt Contact Form plugin is an ha
editing different types of con

Deactivate | Fdit
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