Maintenance Manual

for the Blue Pacific Mobile Home Park Website
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Overview

This maintenance manual is written for those who will be maintaining the Blue Pacific
Mobile Home Park website (https://bluepacificpark.org/). The Blue Pacific website
contains both public and private pages. Anyone in the world with internet access can
view the public pages. To view the private pages, you must have an account on this
website and be logged in. Each member of Blue Pacific will create their own account,
then a system administrator will grant you access to the private pages. A higher level of
access is required to perform maintenance operations.

This site is built with WordPress and uses the WordPress supplied Twenty Sixteen theme
with a custom child theme, BluePacific-2020. WordPress uses a theme to set the look of
the website. A child theme may be used to modify or augment a parent theme. Theme
modification and changing the look of the website is beyond the scope of this manual.

The Blue Pacific website can be accessed using any device with Internet access. You may
use a desktop or laptop computer, tablet, or smart phone. This website is “responsive,”
that is, it responds to the size of the screen display of the user and some elements will
rearrange and resize to best fit the user’s screen. In addition, each browser can produce
slight differences in how a webpage is displayed. The images in this guide have been
created using the Chrome browser on a Windows 10 desktop, if you have a different
setup, you may see slight differences between the images here and your display. The
basic concepts will remain the same.

Software Versions

As of this writing (October 2020), the most recent release of WordPress is Ver. 5.5.1 and
the Twenty Sixteen theme is Ver. 2.2. The PluePacific-2020 child theme is Ver. 0.1.0.
WordPress and the Twenty Sixteen theme can be updated without changing the look of
the website.

WordPress Editors and the Elementor Page Builder

With the release of Ver. 5.0, WordPress introduced a Block Editor, also known as
Gutenberg, the older built-in editor is known as the Classic Editor. The Elementor Page
Builder is an add-on option (plugin) and Blue Pacific has paid for the Pro version and
requested that the website be built with this Elementor. The WordPress Block Editor is
similar in concept the Elementor Page Builder. Through the WordPress editing system,
the user has a choice of using Elementor, the Block Editor, or the Classic Editor. There is
a fundamental incompatibility between the two WordPress editors and Elementor. Any
Page or Post that was created or modified with Elementor should NEVER be edited with
the Block Editor or the Classic Editor. It is permissible to go the other direction, that is, a
Page or Post created with either of the WordPress editors may be edited (and continue to
be edited) with Elementor. This manual is written exclusively using Elementor.

Elementor provides a series of tutorials that are beyond the scope of this manual. You can
access all these tutorials on their website here: https://docs.elementor.com/
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Personal Account

The information in this section is the same as that in the Member Account and Login
guide. It is included here so maintenance persons have all website information in a single
document.

Creating an Account

To view the public content of the Blue Pacific website, simply point your browser to
https://bluepacificpark.org/. You may want to bookmark this page for future access.

To create your account, find the LOGIN block in the Right Sidebar of the Home Page
(and several others). Depending on your screen size, you may need to scroll sown to see
this block. If you have a very small screen, like a smart phone, this block may have been
shifted below the other main content on the page.

1. Click on the Register text just below
the LOG IN button. A Registration

page will display. Enter a Username, | H°me
First Name, Last Name, E-mail
addreSS and PaSSWOI'd (tWICE) Welcome To The Blue Pacific Mobile Home oo

Park's Website!

You will make up both the
Username and Password. The
Username must be at least 4 s nd arning e . 75
characters and unique within the Blue Pacific. It is suggested that you use
first_name(dot)last_name, but you are free to try anything you want. Please use
your true name in the First Name and Last Name fields so that the
Administrators of the website can identify you. The Password must be at least 8
characters long and contain at least 1:

e Upper case letter

e Lower case letter

e Numeral

e Special character such as !@#%$%, etc.
The password strength indicator will change as you type in your password, it must
indicate Medium or Strong for the system to accept choice.

2. Click REGISTER after all your
date is entered. You will
automatically be logged into the
website and will see an expanded
navigation menu.
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At this point, your 8CCOUNt | iore asowcus + phows  contactts  WorkProjects  Coming Events  Links/Resources
has a status of “Visitor” Newsletters/Reports _ Board & Commities

and while you can see
some additional menu
choices, if you click on
one of these, you will get
a “Page Not Found”
message. When you
clicked on REGISTER,

an email was _Se_nt to the Oops! That page can’t be found.
website Administrator B
n Oti fyi ng th em that a neW It looks like nothing was found at this location. Maybe try a search?

user has registered. As soon as the Administrator has verified that you are a
member of Blue Pacific, they will change your status to “Member” and at that
time you will be able to access the private pages of this website. There are higher
levels of access beyond Member, and these levels will be given to those at Blue
Pacific who will be maintaining the website.

3. Log Out, it is always a
good idea to log out when -
you are finished with your o owneo TP TR
business on this website.
Simply click on the Log
out text on the LOGIN Home
block that is in the Right
Sidebar of most pages. You

will be returned to the Welcome To The Blue Pacific Mobile Em o e
public view of the website. Home Park's Website! s o Log@;mig

Fac

LOGIN

The Blue Pacific Mobile Home Park
is a family-friendly, Resident-Owned
Park in Santa Cruz County, CA.,

Edit your profile.

LogIn

To log back in any time in
future, visit the Blue Pacific
website
(https://bluepacificpark.org/
- you did bookmark this,
right?) and enter your Home
Username and Password in
the LOGIN block, then click

LOGIN

the LOG IN button. You Welcome To The Blue Pacific Mobile Home - -
Can use either your Park's Website! o sam.spade@gmail.com
Username or Email to log peowe! e
i n The Blue Pacific Mobile Home Park is a [ i ([ Remember Me
. family-friendly, Resident-Owned Park in Santa A b J 54 T
Cruz Z}oumy‘ ZA., located a 4 minute drive to o} ’?‘ ¢ 5/”/}%‘? 2‘ m

Your browser may ask if you want to save this information. If you are on a private
computer, feel free to save your login information. The next time you visit this site, all
you will need to do is click the LOG IN button. If you use a public computer, say at the
library, DO NOT save this log in information.
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Forgot Password?

We hope you recorded your
password or had your browser —
save it. However, we all misplace Home B
a password from time to time. If

this happens to you on the Blue

.ge . LOGIN
Pacific website, you can get a new Welcome To The Blue Pacific Mobile i
password automatical |y Home Park's Website! or Email

Password
. The Blue Pacific Mobile Home Park (CJRemember Me
l. JUSt CI ICk On the LOSt yOU r is a family-friendly, Resident-Owned R-h ‘
password? text at the oo et S e g
State Beach, or a shorter distance by ) . @
ottom of the
foot. Our Park has 100 units in a well
b I OCk. maintained and charming setting

2. A Get New Password page
will display. Enter your
Username or E-mail, then
click the GET NEW
PASSWORD button. A
“Check your email...”

m essag e WI I I d Isp I ay- Please enter your username or email address.
You will receive a link to create a new password via email.
Check your regular emall Username or E-mail sam.spade

inbox for an email with the

Subject: Password Reset R
from "'Blue Pacific Mobile
Home Park® and it will

look something like this:

Someone requested that the password be reset for the following account:
sam.spade

If this was a mistake, just ignore this email and nothing will happen.

To reset your password, visit the following
link:https://site.bluepacificpark.org/forgot/?key=bFOWWVP7HwxyzM1K4B3Y

Click on the link and follow the on-screen instructions to set a new password.

Change Name or Email

You can change your name or Home < |
email address any time after you
create your account. This is known Vi
as your “profile” data. Weleome TThe Biue Eaeite Mokl Youare curentyloggedinas
y p Home Pal‘k's website! sam.spade. Lnglotft Eg d
1' Log into the WebSIte and The Blue Pacific Mobile Home Park
CI ick On the Ed it you r :a:amswy—f‘negd!y, (F;lesi(:ien(l;;)wned Edit \"OL'{L rofile.
R . ark in Santa Cruz County, CA.,
profile text just below the located a 4 minute drive to Seaci
LOG I N b|OCk. State Beach, or a shorter distance by

foot. Our Park has 100 units in a well

maintained and charming setting
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2. The Profile page will display showing your current profile data.

Profile
NAME
. LOGIN
Username *
. . - You are currently logged in as
First Name * Sam vioes
sam.spade. Log out »
Last Name Spade
E-mail * example@example.com ) )
Edit your profile.
Password *
Minimum length of 8 characters.
The password must have a minimum strength of Medium

Strength indicator

Repeat Password * |

UPDATE

3. Enter the new information here and click UPDATE.
Note that you cannot change the Username. You can change your password on
this screen. To change any of the other data, and leave your current password in
place, leave both the Password fields blank. Changes made here will not affect

your access level.
Search

Looking for something, but you cannot remember where it is, try the Search function.
Every page that has a Right Sidebar, has a Search box just above the LOGIN block.

1. Enter any text into the

Search box and clickon ~ Home CIR
the magnifying glass

icon. A IISt Of a“ pages_ Welcome To The Blue Pacific Mobile Home LoGIN

that Contal n that teXt WI II Park's Website! You are currently logged inas

sam.spade. Log out »

be displayed.

2. Click on the Title of any page in this list to jump to that page.

Search Results for: bylaws bylaws

Gove@nance LOGIN

You are currently logged inas
Governing Documents Mutual Benefit Corporation Civil Code Mobile sam.spade. Log out »
Home Residency Laws Articles of Incoporaion BPHOA Bylaws Rules and
Regulations — under review

Edit vour profile.
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Website Screen Layout

Front End View

The general public and logged in users without edit capabilities (Visitor and Member)
can only see the Front End View. The public and logged in Visitors can only navigate the
public pages of this website. Logged in Members can also see the private pages.

P7 Google Calendar - Week of Sept X ¥ Blue Pacific Mobile Home Park— X + = a X

<« C @ sitebluepacificparkorg Qx* O6HOON®:

i1 Apps % Bookmarks G Google & lynda.com software. Dada Mail [ HSL Color Picker -.. WordPress Login cPanel Sons of Norway Genealogy @ Compress » Other bookmarks

© Bue Pacic Mobile Home Pk # stomize B 0 + New £ EdtPage () EdtwithBomentor Caching il lnsights  WeForms

ResipenT owneo. M-

Home =

Locin
Welcome To The Blue Pacific Mobile Home Park's
Website!

Back End View

For logged in users with editing capability, there is also a Back End View.

- X
* B OHORA®
WordPress Login cPanel Sans of Nomay Genealogy @ Compress » Cther bookmarks

# Blue Pacific Mobile Home Park + New Caching wpEdit il insights WPForms

Screen Options ¥ Help ¥
@ Dashboard
Leave A Review?
Home
We hope you've enjo, W <5 Photo Gallery! Would you consider leavi WordPress.org? [x]
& surel I'd loveto! & I've already left a review aybe Later € Never sho
A Posts Dashboard
0y Media
Hey, | noticed you created a contact form with WPForms - that's awesome! Could you please do me a BIG favor and give it a 5-star rating on WordPress to help us spread the word and boost our [<]

@ Pages motivation?

~ Syed Balkhi

¥ Comments
Co-Founder of WPForms

ou deserve it
ter

® Eementor

& Templates

Monsterlnsights, W
10 5ee the stats

website with Google Analytics, so you can see how people find and use your website. Over 2 million websi
2 WPForms

Rate us Please!

Your rating is the simplest way to support MaxButtens, We really appreciate it! [x)
o
& Profile Builder lve already left a review  gf]Maybe Later [ Sure! Id love to!

& Tools

There are several levels of edit access and the Back End View will only display those
editing controls that are available to the to the specifics of the logged in user.
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Note: Any website maintenance operations starts with logging in. All following
instructions assumes that that the user is logged in with a user account that has

editing rights.
General Appearance

The general appearance of any WordPress website is set by the Theme. The theme sets
where and how the Content is displayed. The content is the words and pictures that you
supply. The Blue Pacific website uses the WordPress provided theme named Twenty
Sixteen. The Twenty Sixteen theme has been modified by a child theme named
BluePacific-2020. This manual will instruct you on how to edit various areas of the

display.

=

Qv 6B OON®

Genealogy @ Compress » Other bookmarks

Pl Google Calendar - Weekof Sept. X W)V Blue Pacific Mobile Home Park- X | =+

<« C @ sitebluepacificparkorg

Dada Mail [ HSL Color Picker -.

i1 Apps K Bookmarks G Google & lynda.com software.

Houc.wetsrin Bl 2 [

() @ Bue Pacifc Mobile HomePark. 7 Gustomize % 0 + New  EdtPage (@ EdtwithHementor Caching ull Insihts WeForms

Browser dependent,
your results may

Site Identity —{Bls Pacfic Mobit Home Park]

Main T e o e e e e e i) i
navagation /C
menu _ = ——
= . . Header Image
S —
Page Title——| Home | Right
Side Bar
Main Content Welcome To The Blue Pacific Mobile Home Park's S

Website!

Note that for a logged in user with editing rights, there is a Tool Bar with a black
background just above the Site Identity block. This tool bar is not present in the public
view or for a logged in user without editing privileges. Also note that near the left edge of
this toolbar is the Site Title, in this case “Blue Pacific Mobile Home Park” There is a
similar toolbar on the Back End View, also with Site Title. Clicking on the Site Title is
a toggle between the Front End View and Back End View.
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Site Customization

(1) @ Blue Pacific Mobile Home Park W L I |

As was mentioned before, the overall look of
the website is controlled by the theme. While

+ New 2

modifying the theme is beyond the scope of Hllie Pacific Mobile Hotnie Park

220 Mar Vista Drive, Aptos, CA 95003 — 831.688.3090

this manual, the theme itself has some

customization options. These options can be S b B e N
accessed from the Customize item of the Front e

End Tool Bar.

A Customization screen will display. This
screen has a left side bar menu of the items
that can be modified and a WYSIWYG
display of the Home page. The WYSIWYG
display will change in real time as you edit the

Work Projects

various items. Note that many of the items have a blue pencil icon at their Ieft Clicking

on one of the icons also allows you to edit that item.

As an example, to change the Site  «

Title, click on the Site Identity o . .

item in the left sidebar menu, an mpeeteidssensias [ NEINEWEE UEI/ABIEIHHEERTK

edit box for the Site Identity items ... e

will d|sp|ay in the left sidebar. e 202 @ Home AboutUs v Photos ContactUs  Work Projects
Site Identity > Links/Resources  Newsletters/Reports  Board & Committies

Colors

Header Image

Background Image

Menus

Widgets

Homepage Settings

Additional CSS

Home
Type in the new %
Site Title, note that
the I‘ight side of the < Site Identity @ Green Garden Mobile Home Park

0220 Mar Vista Drive, Aptos, CA 95003 — 831.688.3090
screen will change | ==
in real tlme seletiogo @ Home AboutUs v Photos ContactUs Work Projects

Site Title

Links/Resources  Newsletters/Reports  Board & Committies

[ Green Garden|Mobile Home Park ]

To save this
Change CI |Ck on [ 220 Mar Vista Drive, Aptos, CA 95003 - 82 |
the PUb'ISh button (¥) Display Site Title and Tagline

.

Coming Events

at the top of the left sidebar. To exit the Customization screen Wlthout savmg the change

click on the X to the left of the Publish button.
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General Maintenance
There are multiple ways to get to almost all the controls and tools within WordPress. |
like to say, “There are always three ways...” For example, here are three ways to add a

new Page in WordPress:

1. Select New » Page from the Tool Bar while in the Front End View.

@ Blue Pacific Mobile Home Park ¢ Customize <1 BB & Editpage (B) Editwith Elementor Caching il 1

Post

Media

Template

Blue Pacific Mobile Home H

220 Mar Vista Drive, Aptos, CA 95003 — 831.688.3090

Location

Event
Recurring Event

User

Contact Us WPForms brming Events  Links/Resources

AboutUs ~  Photos

Home

Board & Committies

2. Select Pages » New Page from the Side Menu while in the Back End View.

{ & slue Pacific Mobile Home Park O 1 B

+ New Caching WP K

@ Dashboard Dashboard

Home

Please Setup Website Analytics to See Audience Insig

Upd
Mensterinsights, WordPress analytics plugin, helps you ¢

Insights millior

ebsite owners use Monsterlnsights to see the si

L Connect Monsterinsights and Setup Website Analytics|
osts

0y Media
Hi, Really Simple SSL has kept your

All Pages
= 5.0g 10 spread the w

B Comments W

@ Events Leave a review [miINE]

B TablePress

Events Manager is ready to go! It is highly recommendex
(= Q= = d !

& Templates

2| WPForms Welcome to WordPress!
We've assembled some links to get you start:

3. Or select Add New from the top of the All Pages view.

@ A BluepadficMobileHomePark < 1 B 0 + New Caching WPEdit ull Insights WPForms

@ Dashboard Pages

A Posts Please Setup Website Analytics to See Audience Insights
0] Media Monsterlnsights, WordPress analytics plugin, helps you connect your w th Goo:
million website owners use Monsterinsights to see the stats that m. nd grow their

Il Pages
Connect Monsterinsights and Setup Website Analytics

Al Pages

Add New

I Events Manager is ready to got It s highly recommended you read the Getting Started
¥ Comments

@ Events All (45) | Mine (35) | Published (39) | Draft (1) | Private (5) | Trash (&)

[E TeblePress ‘ Bulk actions v All dates

O Title

© Elementor

B Templates [C] About Us — Elementor

=| WPForms

() Account
# Appearance -

£ Plugins @

(] Blog — Posts Page

4 Roles
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Edit an Existing Page

One of the most common maintenance functions is to edit an existing Page, either
because you found an error, or the data has changed. Say for example, the property
management company changes their phone number, you will need to update the Contact
Us page. The page edit function can be accessed from the Front End or Back End.

1. From the Front End, use the Main Menu to view the page. Select Edit with
Elementor from the top toolbar.

@@ @ Blue pacific Mobile Home Park ¢ Customize &3 B + New ¢ EditPage Vv caching il insights  wpForms

Open Theme Builder

Submit

Office

220 Mar Vista Drive
Aptos, CA 95003
(831) 688-3090

2. The Elementor page builder will display. This screen has two columns. The left
column displays various Elementor tools depending on the type of element being
edited. Until an element is selected, this column will display the various elements
that can be added to a page. Adding elements will be covered in the Creating a
New Page. The right column displays a WYSIWYG view of the page being
edited. As the cursor is moved over the various elements on the page, that
element’s edit box will display. Click anywhere inside the edit box of the element
to be edited.

elementor

Resident Manager — Dorothy Manly
Assistant Manager — Sharon Jouppi

Bianagement Company O

Evans Management Services [
871380 Avenue

Santa Cruz, CA 95062

(831) 475-0335
http://www.evans-management.com/
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3. An editing tool specific to the selected element will display in the left column. In
this case the Edit Text Editor.

Edit Text Editor
Resident Manager — Dorothy Manly
Assistant Manager — Sharon Jouppi
~ Text Editor
= G Add Photo Gallery
Bl
: *Management Company <]
Paragraph v B I U = E & { .
- Evans Management Services
o D 87138t Avenue
Paragiaph v || Merriweather v Santa Cruz, CA 95062
21pt vy U = AvE@E 0 (831) 475-0335
“« = = = 0 ¥ F http://www.evans-management.com/|
Management
Company

4. The relative size of the columns can be controlled by placing your cursor on the
divider and dragging it left or right.

Edit Text Editor

Resident Manager — Dorothy Manly
Assistant Manager — Sharon Jouppi

~ Text Editor

9 resueic [ @G Add Photo Gallery || [ Add Buton B
Pt - | Management Company
Paragraph w  Merriweather v = 21pt vy E A B o «
E==0a0%® Evans Management Services
871 38 Avenue
Management Company Santa Cruz, CA 95062

(831) 475-0335
Evans Management Services http://www.evans-management.com/
871 38t Avenue

Santa Cruz, CA 95062

(831) 475-0335
http://www.evans-management.com/

5. Simple text editing can be done in either column and any edits will appear real-
time in the other. The Elementor Edit tool usually offers more formatting controls
than the WYSIWYG column.

Edit Text Editor

Resident Manager — Dorothy Manly
Assistant Manager — Sharon Jouppi

~ Text Editor

0 axivesa | g6 Add Photo Gallery } Add Button susl Tet | =
aragraph v u E E £ =
et P ¢ =0 Hianagement Company
Paragraph v Merriweather v 21pt v U E A E 0 « {
=s84d068dkL C | Evans Management Services
Management Company

Evans Management Services http://www.evans-management.com/
87138t Avenue

Santa Cruz, CA 95062
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Or

Edit Text Editor

~ Text Editor

9 zesuwia [ @G Add Photo Gallery || [ Add Bution

Paragaph v B I U & E & = D

Paragraph - v 12pt v u =

= = = Q hel (-]
Management Company

Evans Management Services

871 38t Avenue

Santa Cruz, CA 95062

(831) 555-1
http://www.evans-management.com/

column.

Edit Text Editor

©
= Text Editor
) ssavess | g Add Photo Gallery ‘ Add Bution
Paragaph v B I U = E & :-:D
Paragraph w | Mermiweather w 12pt v u =
=E = = Q = o o
Management Company

Evans Management Services
87138 Avenue

Santa Cruz, CA 950062

(831) 555-1212

http://www.evans-management.com/

Edit Text Editor

~ Text Editor

0 sosmesa || g Add Photo Gallery ‘ Add Button
B I u =

Paragraph u = P = D

Paragraph v Memiweather v | 21pt v u =

= = = 0 £ =
Management Company

Fvans Manasament Services

Page 14

Resident Manager — Dorothy Manly
Assistant Manager — Sharon Jouppi

Management Company

Evans Management Services

87138 Avenue

Santa Cruz, CA 95062

(831) 555-
http://www.evans-management.com/

To save your edits, click on the green Update button at the bottom of the Editor

Resident Manager — Dorothy Manly
Assistant Manager — Sharon Jouppi

Management Company

Evans Management Services

87138™ Avenue

Santa Cruz, CA 95062

(831) 555-1212
http://www.evans-management.com/

00

Resident Manager — Dorothy Manly
Assistant Manager — Sharon Jouppi

Management Company

Evans Management Services
87138 Avenue

Santa Cruz, CA 95062

(831) 475-0335

harrr




8. There are several choices of where to go when the editor closes. It is always a
good idea to view your edits on the Front End, to do so, click View Page.

elementor

SETTINGS
Site Settings
Theme Builder

User Preferences

NAVIGATE FROM PAGE

Finder

Viegy Page .
@) EXITTO DASHBOARD

Add a New Page

A time will come when you will want to add and additional Page to your website. As a
second reference, you can access the Elementor “Build Your First Page” tutorial here:
https://docs.elementor.com/article/369-build-your-first-page.

1. Select New » Page from the Tool Bar.

@ @ Blue Padfic Mobile Home Park  # Customize < £ EditPage (B Editwith Elementor Caching il Insights WPForms

Blue Pacific Mobile Home Fjis

220 Mar Vista Drive, Aptos, CA 95003 — 831.688.3090

Home AboutUs v Photos Contact Us pming Events  Links/Resources  Newsletters/Reports

Board & Committies

Note: A word of caution about selecting items from WordPress menus. This applies to
both the Tool Bar and the left side menu in the Dashboard. If you click on any
top menu item, it is the same a choosing the first item in the list. For example, if
you click on New, it is the same as New » Post. Where this will bite you is if you
are trying to add a Page and just click on New, you will be put into the Post
Editor. The Post Editor looks very much like the Page Editor and you may do
all your work in the Post Editor and a Post is very different from a Page and
your work will be wasted. So, make sure you just move your cursor over New,
without clicking. This will cause the drop-down menu to appear. Then slide your
cursor down and click on Page.
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2. The normal WordPress Page Editor will display. Enter the Title for this Page in
the Add title field. Keep in mind that this title will display on the Page just below
the Main Navigation menu. Then click the Edit with Elementor button.

@ & Bluepacific Mobile HomePark € 3 B8 0 4 New caching wpEdit il insights WPForms Howdy, webadmin [Jil

0 Bt Add New Page

A Posts Please Setup Website Analytics to See Audience Insights

07 Media Monsterinsights, WardPress analytics plugin, helps you connect your website with Goegle Analytics, so you can see how people find and use your website,
- Over 2 million website owners use Monsterinsights to see the stats that matter and grow their business.
Pages

Connect Monsterinsights and Setup Website Analytics [RINIESSUERIS
All Pages

Add New
Events Manager is ready to go! It is highly recommended you read the Getting Started guide on our site, as well as checking out the Settings Page. Dismiss

¥ Comments

@ Events [ My New Page I Publish vos
B TablePress
® Elementor Status: Draft Edit
© Edit with Elementor ¢ status Draft £t

& Templates W @ Visibility: Public Edit
=] WPForms = [ifl publish immediately Edit

[ 8] Add Media ] [ G AddPhoto G;Her;'l [ Add Form H Add Button ] visual [
A Appearance _ )

BI=tEuzz=Z2Rz=-EEME = —

£ Plugins @ _ - - =

3. The Elementor Page Builder will display with an array of Elementor Widgets in
the left column (there are many! you will need to scroll down to see them all).
The right column contains the WYSIWYG view of the page with the Page Title
and a place holder Elementor Section to hold the first Widget.

elementor
Image 2
™) Oy LOGIN
Button You are currently loggec

webadmin. Log out »

T IE 00

o o Drag widget here
Edit your profile.

By %)

Google Maps I

Note: Remember that you are working in the Cloud, not on your local computer.
Anything that disrupts your internet connection can cause unsaved work to be
lost. It is a good idea to save your work often. So, save this new page just as soon
as you enter the Title.

4. Save your new page now. Click on the green Update button at the bottom of the
Editor column. The button color will change from green to gray and you may
continue the construction of your new page.

5. Add a subheading to the page. Locate the Heading element in the left column and

drag it to the Element place holder in the right column. The left column will
display the edit functions for the Heading element and a Heading element with

Page 16



some place holder text will display in the right column. Replace the place holder
text with the Title text to be used.

Note: Whenever you are editing a Page or Post, there will always be one
additional Element place holder at the bottom of the Page or Post. This is not
actually a part of the Page or Post and will not display in the Front End view.

Note:

Page 17

My New Page

Bubheading (H2)

Well formatted Pages and Search Engine Optimization (SEO). You want
search engines like Google to return good results for your website. There
is a lot of information floating around the internet about how to do this,
some of this information is misleading, use caution. One of the easiest
things you can do is to have well-structured pages by using the Heading
tags properly. Here are the rules:

Use one, and only one Heading 1 tag per Page. WordPress does this one
for us as the Page Title automatically get a Heading 1 tag.
Use Heading tags is sequence, and never put a lower numbered Heading
tag inside a higher numbered tag. Like this:
H1

H2

H2

H3

H2
Do NOT use Heading tags to set the style of some text that is not a
Heading. Use the Style and Advanced editing tools in the Editor for this.
It is OK to have only this single Heading 1 and no other Heading tags, so
if you only have a small amount of text on a Page, you do not need any
additional Heading tags.



6. To add another Element to you Page, click on the 3x3 array of little squares at the
upper-right of the left column. The array of Elementor Widgets will display in the
left column. Drag a Test Editor to the right column.

elementor

Resipent ownep. M. 1 W A -
N 7 =

My New Page

Subheading (H2)

& |V
g
A
&

7. Whenever you add a new Element to a Page, the edit functions appropriate to that
Element will display is the left column and the new Element will be added to the
right column, usually with some place holder date. Add and format the desired
text, and save your Page.

Edit Text Editor = r resven ownen R L N K N —
N =
~ Text Editor
0 asdveda | g3 Add Photo Gallery I Add Button fsual | Text | B
Paragaph v B I U E E &£ = D
Paragaph v | Merriweather v  12pt v u E A~ Subheadmg (HZ)
B¢ « = = =0 & % e
Lorem ipsum dolor sit amet, consectetur adipiscing Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit tellus|
elit. Ut elit tellus, luctus nec ullamcorper mattis, luctus nec ullamcorper mattis, pulvinar dapibus leo.
pulvinar dapibus leo.
Drag widget here

Add an Image to a Page

Pages with nothing but text are boring. Whenever possible, add photos or other graphical
elements to your Pages. Adding graphical elements to a web page is a two-step process.
First you need to upload the image file to the web server. Then you insert the image into
the web page. WordPress helps us with this by providing a Media Library. Once an
image file is in the Media Library, it can be used on multiple Pages. You can upload one
or more files to the Media Library, then use these images on your new page. You can also
access the Media Library from within the Page Editor while you are editing a page. We
will cover the second method here, once you have done that, you should be able to figure
out how to upload multiple files directly into the Media Library on your own.
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1. There are two basic ways that Elementor allows adding images to a web page.
The image can be added within the Text Editor, or an Image element to hold the
image. Using an Image element provides a great deal of control over the image
placement with regard to the other elements on a Page, but also a level of
complexity that may not be worth it the efforts for a simple website. Keep in mind
that at some time in the future, folks with less technical ability may be
maintaining the site. This manual will document adding an image within the Text
Editor. Please see the Elementor tutorials for the more complex methods here:
https://docs.elementor.com/article/112-image.

While creating a new Page or editing an existing page where you want to insert a
graphical element, place your cursor near the location where you want the image
to appear. It is best to place the cursor just before the first word or just after the
last word in a paragraph. We will fine tune the position later. Then click the Add
Media button just above the Test Editor’s formatting tools.

Edit Text Editor

s

~ Text Editor

Q)

Paragraph v B I U £ E & =

L]

Paragraph v M

12pt

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Ut elit
tellus, luctus nec ullamcorper
mattis, pulvinar dapibus leo.

G Add Photo Gallery I Add Button |

My New Page

Subheading (H2)

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit tellus,
luctus nec ullamcorper mattis, pulvinar dapibus leo.]

2. The Media Library will open. If your desired image is already in the Library,
select it, then click on the Insert into Post button.

Actions

Add media

Create gallery
Create audio playlist

Create video playlist

Insert from URL

Add media

Upload files  Media Library
Filter media

All media items v | All dates

Blue-Pacific-October-
2020-NLpdf

ATTACHMENT DETAILS
v | |

=

LQ‘A;.,

98 ML81799010_05pg
Sep! 2020

Treasurers-Report-
received- 08262020, pdf
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https://docs.elementor.com/article/112-image

If the image file is not already in the Media Library, click on the Upload Files tab
and follow the prompts to copy one or more image files from your computer to
the Media Library. There are two methods for this process:
e Drag-and-Drop the file(s) from their location on your computer to the
Drop files here window
e Click on the Select Files button and use the normal file finding procedure
for our computer system.
We trust that you can work this process out on your own.

Note: The two graphic file formats that are designed to display on web pages are
JPG and PNG. Other formats will need to be converted to one of these two before
you can use them on your website. PDF files are not well suited for display on a
website. If you need to display a PDF file, see the Link to a Document section
below.

3. The Elementor Page Builder will redisplay with your image file inserted at the
cursor location. Most likely the size and alignment with the text will not be what
you want. Fortunately, this is easily fixed.

Click on the image in the Text Edit Editor column and a pop-up tool bar will
appear.

Edit Text Editor

Paragraph v | B I U E E & X My New page

e i Subheading (H2)

[Lorem ipsum dolor sit amet,
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4. Click on the Align Right icon, the image will move the right edge of the
WYSIWYG display and the text will follow around the image. Add additional
text to see this happen.

Edit Text Editor

Subheading (H2) —

Loc

s

Youa
weba

~ Text Editor Lorem ipsum dolor sit amet,

consectetur adipiscing elit. Ut elit

Q) Add Meda [ €6 Add Photo Gallery H Add Button tellus, luctus nec ullamcorper

mattis, pulvinar dapibus leo.

Paragraph v B I U E E & Edity
D Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Ut elit .
Paragraph v | Mermiweather v :
tellus, luctus nec ullamcorper
12pt v U v B 0 «

mattis, pulvinar dapibus leo.

= A
=08 8 9 o

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit tellus,

luctus nec ullamcorper mattis, pulvinar dapibus leo

5. The image size may also be changed here. Again click on the image in the Edit
Test Editor column, then click on the pencil (Edit) icon. The Image Details
editing screen is displayed. One of the features of the Media Library is that it
creates several different sizes from the uploaded image, all smaller than the
original. On this screen you can select the alignment and size for your image. This
may take some experimentation to get what you want. There are two optional
controls in this editor:

1. Alternative Text — This is text that will spoken for someone using a
screen reader. Screen readers are used by the visually impaired and they
convert the text of a web page into spoken words.

2. Caption — if you wish a caption attached to your image, enter that text
here.

Image details x

Alternative Text ‘

D

Caption

DISPLAY SETTINGS

Thumbnail - 150 x 150
B Medium — 300 x 200
Full Size - 750 x 500

Custom Size
ADVANCED OPTIONS v
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6. Save the Page and view it in the Front End to ensure that you have what you want.

@ Blue Pacific Mobile Home Park  # Customize < » + Ner & EditPage (B Editwith Elementor Caching il insights WPForms

My New Page

Subheading (H2)

LOGIN

You are currently logged in as

Lorem ipsum dolor sit amet, consectetur
webadmin. Log out »

adipiscing elit. Ut elit tellus, luctus nec
ullamcorper mattis, pulvinar dapibus leo.

Lorem ipsum dolor sit amet, consectetur Edit your profile.
adipiscing elit. Ut elit tellus, luctus nec

ullamcorper mattis, pulvinar dapibus leo.

Lorem ipsum dolor sit amet, consectetur
adipiscing elit. Ut elit tellus, luctus nec ullamcorper mattis, pulvinar dapibus leo.

Add a link to a Document

We stated earlier that there are issues displaying a PDF file in a Page, but there is a way
of providing a link to a PDF file in order to display or down-load that PDF file. This is
useful for event flyers or governing documents.

1. Open the Page you wish to add the link with the Elementor Page Builder (Edit
with Elementor on the Front End Tool Bar)

Y @ Blue Pacific Mobile Home Park & Customize < 4 B 4+ New ¢ Edit Page caching il Insights WPForms

Newsletters/Reports  Board & Committies

Governance
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2. To add the link, you will need the Universal Resource Locator (URL) of the
document. To find this URL, click on the Add Media tab in the Text Editor.

Edit Text Editor

~ Text Editor RESIDENT OWNED Pﬂ%, >
N
) e [ 6 Add photo catery ][ m AddButton

Paragaph v B I U |:| = # =

Governance

« Mutual Benefit Corporation Civil

Governing Documents

Code

« Mobile Home Residency Laws
« Articles of Incorporation

« BPHOA Bylaws

« Rules and Regulations - under

review

« Mutual Benefit Corporation Civil Code
« Mobile Home Residency Laws

« Articles of Incorporation

« BPHOA Bylaws

3. Find, or Upload the document in the Media Library. Click once on the document
icon, an Attachment Details right Side Bar will display. Click the Copy URL
button, “Copied!” will briefly display to the right of this button. The URL is now
held in the Clip Board.

Actions Add media x

Add media Upload files Media Library

Create gallery Filter media Search
Create audio playlist All media items v All dates v

. BPHOA-Bylaws-unsecured-reduced.pdf

Create video playlist — = September 2, 2020

= 3MB
A d-Board- Approved-Board- "
- inites-June-2- Tiinutes-July-7- Delets pemansnty
Insert from URL 2020.pdf 2020. pd{
LUE PACIFIC MHP, APTOS, C: Title | BPHOA Bylaws unsecurec
"
aptis
v
BPHOA-Bylaws- BPHOA-Articles-of- VEARS OF RESIDENT OWNERIN Description
unsecured-reduced. Incorporation.pdf AUGUST 31, 2011-2020

Y

File URL: ‘ https://site bluepacificpar

T

1214 2019 2 _ =
1item selected Insert into post
Clear
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4. Click the X in the upper-right corner on the Add Media window. DO NOT click
the Insert into post button.

Actions Add media @
Add media Upload files  Media Library
Create gallery Filter media &
Create audio playlist All media items v | | All dates v |
== — BPHOA-Bylaws-unsecured-reduced.pdf
Create video playlist === = *| ‘September 2, 2020
= - 3M8
Notice-of-Emergency- Approved-Board- Approved-Board- Delete permanently
Insert from URL Evacuation-Plan.pdf 2020.pdf 2020.pdf
LUE PACIFIC MAP, APTOS, i Title | BPHOA Bylaws unsecurec
Caption
- N
4
BPHOA-Bylaws- YEARS OF RESIDENT OWNERSH Description
d-reduced.pdf AUGUST 31, 2011-2020
File URL: | httpss/site.bluepacificpar
121419 12142019 i~ - <
1item selected
Insert into post
Clear Ij =

5. Inthe Text Editor column, select (or enter and select) the text to be the link then
click on the Link icon.

Edit Text Editor

~ Text Editor RESIDENT OWNED l ﬂ%

Q) asavess | g Add Photo Gallery I Add Button

Paragaph v B I U D =

Mutual Benefit Corporation Civil
Code

Mobile Home Residency Laws

« Articles of Incorporation

Rules and Regulations - under

m

Governance

Governing Documents

Mutual Benefit Corporation Civil Code

Mobile Home Residency Laws

Articles of Incorporation
BPHOA Bylaws
Rules and Regulations - under review

review
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6. A link edit tool will display near your selected text. Click in the field that displays
“Paste URL or type to search” then use the keyboard Paste shortcut, CTRL-V
(38-V on the Mac).

Edit Text Editor

~ Text Editor RESIDENT OWNED 5 ﬂ %- -
[

9 sesvess [ g5 AddPhoto Galley |[ ) Add Bution

Paragaph v B I U D = D BN

Governance

« Mutual Benefit Corporation Civil
Code
« Mobile Home Residency Laws

« Articles of Incorporation
« BPHOA Bylaws

Governing Documents

« Mutual Benefit Corporation Civil Code

« Mobile Home Residency Laws
.
020/09/BPHOA-Bylaws-unsecured-reduced.pdf @
review

« |Articles of Incorporation
« BPHOA Bylaws
« Rules and Regulations - under review

7. Click on the Link Options (gear) icon and the Insert/edit link window is
displayed. Check the Open link in a new tap check box then click the Update
button.

Insert/edit link x

Enter the destination URL
URL | hitps:iisite bluepacificpark.org/wp-content/uploads/2020/09/
Link Text | BPHOA Bylaws
Open link in a new tab
Or link to existing content

Search

I Mo search term specified. Showing recent items.

My New Page PAGE
Test-2 PAGE
ECHO HOA University & Expo EVENT
2019 BBQ GALLERIES
2018 BBQ GALLERIES
2019 Holiday Celebration GALLERIES
test PAGE
Post with a videa 2020/08/29 ¥
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8. Save the Page (click the green Update button) then view the page in the Front
End. Click the link text to verify the link.

@ @ Blue pacific Mobile Home Park  # Customize <4 B ew ¢ EditPage (B) Edit with Elementor Caching sl Insights WPForms

Governance

Governing Documents

LOGIN

You are currently logged inas

« Mutual Benefit Corporation Civil Code
webadmin. Log out »

« Mobile Home Residency Laws

« Articles of Incorporation

« BPHOARylaws

« Rules and Regulations — under review Edit your profile.

Blue Pacific Mobile Home Park / Proudly powered by WordPress

rg/wp- o (00/BPHOA By ured-reduced.pdf

Add a link to an Existing Page on Your Website

Adding a link to a Page on your website is similar to adding a link to a document. The
only difference is that you will use the URL of the linked to Page.

1. As with a link to a document, select the text that will be the link then click on the
Link icon.

Edit Text Editor

e z.ée =

RESIDENT OWNED Pﬂ

Qj asavess | @& Add Photo Gallery ‘ Add Button

Paragaph v B I U E 2@3'5 About US

For Board Members and

A ™ For Board Members and Committees, click here.
Committees, click here.

Bl =
I BLUE PACIFIC MHP, APTOS, CA

2. In aseparate browser window or tab, open the Page to be linked to. Copy the
URL from the browser’s Address line. Each browser is a little different in how it
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displays this Address (URL) is the page being viewed, but it will be near the top
of the browser window.

<« C (@ httpsyjsi i |_committi o% ko HEOoOON®

sl insights WPForms

Private: Board & Committies

Board of Directors

3. Back in the browser window or tab for the Page you are editing, Paste the copied
URL in the Link field then click the Apply icon.

Edit Text Editor

s

~ Text Editor

QJ Add Media c Add Photo Gallery ‘ Add Button
Paragaph v B I U = = D »

m

About Us

For Board Members and
2 . For Board Members and Committees, click here.
Committees, click here.

ttps://site_bluepacificpark.org/board_committies/ £ o

BLUE PACIFIC MHP, APTOS, CA

4. Save the Page and verify the link in the Front End.

Add a link to an Existing Page on another Website
Linking to a Page on another website is almost the same as linking to a Page on your own

site, except we will get the URL from the foreign website and we will open that Page in
the new browser window or tab.
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1. Once again select the text that will be the link then click on the Link icon.

Edit Text Editor

NGO's (Private Sector)

Text Editor

a-] Aodmeds ﬂ ‘Add Photo Gallery ‘ Add Button
vt | T
Paragraph v B I U |:| = @ Pa

Support for home owners associations - Educational Community

Homeowners
Support for mobile home residents- Golden State Manufactured-1

m

Owners league
Support for mobile home park owners- Western Manufactured Hc

Communities
This is an interesting church.

Community for Homeowners

« Support for mobile home
residents- Golden State
Manufactured-Home Owners
league

« Support for mobile home park

S S S-SR |

B 00

« Thisis an interesting church. I Drag widget here

2. In aseparate browser window or tab, copy the URL of the target page.

& C | @ httpsy//uufsccora/site), o% KO0 HEHO@ON®
% Bookmarks G Google & lynda.com software, Dada Mail [ HSL Color Picker -... WordPress Login cPanel » Other bookmarks
| Unitarian Universalist Fellowship of SEARCH DIRECTIONS DONATE
RENTALS

Santa Cruz County

6401 Freedom Boulevard, Aptos, CA 95003 - 831.684.0506
SUNDAY SERVICES: 10:00AM

HomEe ABOUT ~ CURRENT EVENTS ~ WORSHIP ~ LEARNING ~ JUSTICE ~ CONNECTION ~

DONATE OR PLEDGE MEMBER’S SITE
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3. Back in the browser window or tab for the Page you are editing, Paste the copied
URL in the Link field then click the Link Options (gear) icon.

Edit Text Editor

NGO's (Private Sector)

« |Support for home owners associations - Educational Community for
Homeowners
+ Support for mobile home residents- Golden State Manufactured-Home

) sce viacsa @AddPhcmGaHery‘ Add Button
Parag:aph v B I U \:| = D =

[

Owners league
« |Support for mobile home park owners- Western Manufactured Housing

Communities

Community for Homeowners « This is an interesting church.

« Support for mobile home

residents- Golden State

Manufactured-Home Owners
league
« Support for mobile home park

00

Drag widget here

nitps://uufsce.org/site/

« This is an interesting church.

ULaLizA

4. Check the Open link in a new tap check box then click the Update button.

Insert/edit link x

Enter the destination URL

URL | htips:ik

Link Text

an i g
& open link in a new tab
Or link to existing content

Search

I No search term specified. Showing recent items

My New Page PAGE
Test-2 PAGE
ECHO HOA University & Expo EVENT
2019 BBQ GALLERIES
2018 BBQ GALLERIES
2019 Heliday Celebration GALLERIES
test PAGE
Post with a videa 2020/08/29 ¥

3

5. Save the Page and verify the link in the Front End.

Add New Page to the Menu
A while back we built a new page, now we need to make it easily viewable by your site

visitors. The best way to do this is to add this page to the Main Menu. This is very easy
to do using the drag-and-drop Menu Editor built into WordPress.
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From the Front End view, you can access the Menu Editor by selecting Menus
from the drop down menu under the Site Name in the Tool Bar. From the Back
End view, select Appearance » Menus from the left-side menu.

# customize &4 B 4+ New ¢ EditPage (B Edit with Elementor Caching sl Insights WPForms

obile Home Park

220 Mar Vista Drive, Aptos, CA 95003 — 831.688.3090

Home AboutUs v Photos ContactUs Work Projects Coming Events  Links/Resources

Newsletters/Reports  Board & Committies

| g — e

The Menu Editor screen has two areas, Add menu items and Menu structure.
The Menu structure area shows the current organization of your menu, but in a
vertical format showing top to bottom and items form left to right in your Main
Menu of the Front End view. As you move the cursor over any item in the Menu
structure, it will become a 4-headed arrow. Using a click-hold-drag-release
method, you can rearrange your menu. If you move an item under, and to the right
of another menu item, it will become a sub-menu of the item above.

The Add menu items has several types of menu items, Pages and Custom Links
will be the most used. These type areas can be expanded or condensed by clicking
on the up or down pointing arrow to the right of each type name. Expand the
Pages type if not already expanded. The Pages area has three tabs, Most Recent,
View All, and Search. The Most Recent should be selected by default, select it if
it is not. The Page you just created will display at the top of this list. If you are
adding an older page to the menu, you may need to scroll down to find it, or use
the View All or Search tab to locate that Page. Check the new page name and
then click the Add to Menu button. This added Page will display at the bottom of
the Menu structure list.

@ @ BluepadficMobileHomePark € 4 B8 0 4 New Caching WpEdit all insights WPForms Howdy, webadmin [l
A Appearance

P Edit Menus ~ Manage Locations

Edit your menu below, or create 3 new menu. Don't forget to save your changes!

Header

Add menu items Menu structure
Background
Theme Editor
™ Pages Menu Name | Main Nav | Save Menu
# Plugins @
o Most Recent  View Al Search Drag the items into the order you prefer. Click the arrow on the right of the item to
# Roles reveal additional configuration options.
& Users
Elementor T B o v
& Profile Builder Home (All Users) ront Page, Elementor
o T About Us (All Users) Elementor ¥
Settings (i -
() My Bookings
B MaxButions O ws Our Location sub item (All Users) Elementor ¥
() categories <
Photo Gallery Governing Documents sub item Element:
() select All m (Al Users)
{&; Insights
Posts v Privacy Policy sub item Jsers) Element:




3. Move your cursor over the new menu item at the bottom of the list. Click and
hold the left mouse button, then drag this menu item to its desired place in the
menu, release the left mouse button. In the example below, the menu item has
been moved under and to the right of the Contact Us menu item. This will cause
the new menu item to become a sub-menu of the Contact Us menu item.

@ 4 BluePadficMobile Home Park €34 B 0 4 New Caching WPEdit il Insights WPForms Howdy, webadmin [l
% Templates —
(] categories -
2] WPForms N Elementor ¥
(O select Al Add to Menu
» Appearance
Posts v Privacy Policy sub item (Al Users) Elementor ¥
Locations M Photos (All Users) Elementor ¥
Events v )
Contact Us (Al Users) Elementor ¥
Galleries v
My New Page (All Users)  offp Elementor ¥
Albums v
Work Projects (Logged in Users) Private, Elementor ¥
& Plugins @ Gallery tags v
ad Roles Custom Links - Coming Events (Logged in Users) Private ¥
& Users .
Categories A Links/Resources (All Users) Elementor ¥
A& Profile Builder
Event Categories v
& Tools Newsletters/Reports (Logged in Private, Elementor ¥
Users)
B Settings @
B MaxButtons Board & Committies (Logged in Private, Elementor ¥
Users)
Photo Gallery
5

4. Menu edits do not take affect until the menu is saved. Click on the Save Menu
button and text the new menu selection from the Front End..

() @ Blue Pacific Mobile Home Park  # Customize < + New ¢ EditPage (@ Edit with Elementor Caching sl Insights WPForms

Blue Pacific Mobile Home Park

220 Mar Vista Drive, Aptos, CA 95003 — 831.688.3090

Home AboutUs v~ Photos ContactUs v  Work Projects Coming Events  Links/Resources

Newsletters/Reports B My New Pﬁe

Add a Document Link to the Menu

A document may be linked to a menu item. This process is similar to adding a document
link to a Page, but we work in the Menu Editor.
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1. Open the Menu Editor and expand the Custom Links type in the Add menu
items list.

@ @ BuepadficmobileHomePark <> 4 B 0 -+ New Caching weedit il insights WPForms Howdy, webadmin [l |
= 1
& Templates (O categories -
Governing Documents sub item Elementor ¥
= WPForms. () select All Add to Menu (Al Users)
M Appearance Posts - Privacy Policy su Elementor ¥
Themes )
Locations v Photos (Al Users} Elementor ¥
customize
Widgets Events v
Contact Us (Al Users) Elementor ¥
Menus
Galleries v
i Work Projects (L Private, Elementor ¥
Albums v
Theme Editor Coming Events (Logged in Users) Priate ¥
Gallery tags v
% Plugins @
Custom Links . Links/Resources (All Users) Elementor ¥
3 Roles {n
& Users Categories v Newsletters/Reports (L Brivate, Elementor ¥
users)
& Profile Builder Event Categories v
& Tools Board & Committies (Logged in Private, Elementor ¥
users)
Settings
B MaxButtons

2. In aseparate browser window or tab, access the Media Library. Upload the
document (if not already in the Library) and copy the link text just like you did for
adding an image or document to a Page and past it into the URL field here. Enter
the Link Text, this is the text that will display in the Main Menu. Click Add to
Menu.

# Blue PacificMobile HomePark © 4 B 0 + New Caching weEdit il insights ®  WpForms Howdy, webadmin
) Locations v STEST SRR -
07 Media
M Pages Events v Home (All Users) Front Page, Elementor ¥
¥ Comments )
Galleries M About Us (All Elementor ¥
Albums v
our Location sub item (Al Users) Elementor ¥
Gallery tags v
© Elementor Governing Documents sub item Elementor ¥

Custom Links

»

(All Users)
& Templates

= WPForms

Privacy Policy subs Elementor ¥

URL | nttps: //site.bluepact |
Link Text | Articles of Incorporation phoresiaillier) Hemesioy
Themes

# Appearance

Widgets
Menus Categories - Work Projects (Logged & Private, Elementor ¥
Header )
Event Categories M Coming Events (Logged in Users) Private ¥
Background
Theme Editor 0
Links/Resources (Ail Users) Elementor ¥

£ Plugins @

Newsletters/Reports Private, Elementor ¥
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3. Grab the new menu item from the bottom of the list and drag it to its desired
location. In the example below we are moving it to be a sub-menu of a sub-menu.
Don’t get carried away with sub-menus, we are only demonstrating a capability
here.

@ @& Bluepadfic Mobile HomePark € 4 B8 0 + New caching wpedit il insights WPForms Howdy, webadmin [l |
Q7 Media Edit your menu below, or create a new menu. Don't forget to save your changes!
B Pages
¥ Comments Add menu items Menu structure
@ Events
Pages v Menu Name | Main Nav |
B TablePress
Posts v
© Eementor Drag the items into the order you prefer. Click the armow on the right of the item to
) reveal additional corfiguration options.
Locations v
& Templates
2| WPForms Events v Home (All Users) Front Page, Elementor ¥
M Appearance Galleries M About Us Al Users) Elementor ¥
Albums v
Our Location sub ifem (All Users) Elementor ¥
Gallery tags v
Governing Documents sub item Elementor ¥
Custom Links N (All Users)
—_— Articles of Incorporation sub item Custom Link ¥
URL | nttps:// ‘ (All Users)
Theme Editor -
Link Text
£ Plugins @ Ik Tet |7‘ Privacy Policy sub item (All Users) Elementor ¥

) @ Blue Pacific Mobile Home Park ¢ Customize < 4 B + New ¢ EditPage (@ Edit with Elementor Caching  ull Insights WPForms

Blue Pacific Mobile Home Park

220 Mar Vista Drive, Aptos, CA 95003 — 831.688.3090

Home AboutUs v Photos ContactUs v  Work Projects Coming Events  Links/Resources

My New Page <
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Remove a Menu Item

When a page or document becomes obsolete, you will want to remove it from the menu.

1. Open the Menu Editor and locate the menu item you wish to remove in the

Menu structure list. Click on the that item to expand it.

Z\_f;"';ﬁ # Blue pacific Mobile Home Park <> 4 I 4+ Mew caching WP Edit ul Insights WPForms Howdy, webadmin
@ Events Fosts v PTIVALY PONLY SUD (on (Al Loers) ———
E et Locations v Photos (All Users) Elementor ¥
@ Elementor Events A
Contact Us (All Users) Elementor ¥

&= Templates
- b Galleries v
=] WPForms My Mew Page sub item (All Users) Elementor &

Albums v
2 Appearance Navigation Label

Gallery tags M My Mew Page
Themes —

. || Openlinkin a new tab
Customize Custom Links v
Widgets User Restrictions
) Categories M (@) All Users () Logged in Users

SiELs () Guest Users () Users by Role
Header Event Categories v

Move Up one Down one Out from under Contact Us

Background

Theme Editor

K¢ Plugins @

&% Roles _
Work Projects (Logged in Users)

& Users

2. Click on Remove and save the menu.

Private, Elementor ¥

Note: You have only removed the item form the menu, the Page or linked

Document is still on the system.

3. Asalways, return to the Front End view and check your work.
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Remove a Page
If one of your Pages has become obsolete, your may want to remove it from the system.
Note: See “Here’s a better idea” below before you actually delete a Page.

1. Inthe Back End view, select Pages » All Pages from the left-side menu.

#4 Blue Pacific Mobile Home Park <> 4 B =4 New Caching WP Edit il Insights WPForms Howdy, webadmin [

@ Dashboard Dashboard

Please Setup Website Analytics to See Audience Insights

Monsterinsights, WordPress analytics plugin, helps you connect your website with Google Analytics, so you can see how people find
sights and use your website. Over 2 million website owners use Monsterlnsights to see the stats that matter and grow their business.

Connect Monsterinsights and Setup Website Analytics

g=dy to go! It is highly recommended you read the Getting Started guide on our site, as well as checking out the

05 Media

' Comments

@ Events Welcome to WordPress! © Dimess

E TeblePress We've assembled some links to get you started:
® EHementor Get Started Next Steps More Actions
B Templates K cdit your front page E] Manage widgets
| wWPForms + Add additional pages E Manage menus
- L -~

@ @ BluepadficMobile HomePark < 4 B 0 4 New caching wrEdit uil Insights WPForms Howdy, webadmin

@ Dashboard Pages Search results for “my new

A Posts Please Setup Website Analytics to See Audience Insights

people find
3

05 Media Monsterinsights, WordPress analytics plugin, help:
and use your website. Over 2 million website o

Connect Monsterinsights and Setup Website Analytics

Events Manager is ready to got It is highly recommended you read the Getting Started guide on our site, as well as checking out the
e. Dismiss

I Pages

All Pages
Add

P Comments

@ Events v new earch Pages
All (46) | Mine (36) | Published (29) | Drat | Private (5) | Trash (2) my new | Seapch Pages
E TablePress — e — -
| Bulk actions v All dates v ‘ 2 items

@ Elementor

O Title Author Date
& Templates —
(J My New Page — Elementor webadmin — published
=| WPForms 2020/10/08 at
2:24 pm
o —
#¥ Appearance () Sample Page webzdmin — Published
’ 2019/01/29 at
2 Plugins @ /
2T 6:34 pm
3 Roles ~
O Title Author B Date
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3. Move the cursor over the Page Title and a pop-up menu will appear, click on
Trash to remove the Page.

{ & Blueracfcmobile Homepark < 4 B 0 + New caching wpEedit il insights WPForms Howdy, webadmin [Jil

@ Dashboard Pages Search results for “my new”

A Posts Please Setup Website Analytics to See Audience Insights

0 Media Mensterinsights, WordPress analytics plugin, helps you connect your website with Google Analytics, so you can see how people find
and use your website. Over 2 million website owners use | s to see the stats that matter and grow their business.

M Pages

Connect Monsterinsights and Setup Website Analytics

All Pages
Add New
Events Manager is ready to go! It is highly recommended you read the Getting Started guide on our site, as well as checking out the

Settings Page. Dismiss

¥ Comments

@ Events v new carch Pages
All (46) | Mine (36) | Published (29) | Drafts (12) | Private (5) | Trash (2) my new ‘ Search Pages
B TablePress —
| Bulk action All dates | 2 items
Elementor
© O Title Author BB Date

S Templates

(0 My New Page — Elementor webadmin —
= WPForms Edit | Quick Edit 7{55 View | Edit with Elementor
» —
e () Ssample Page webadmin — Published
5 2019/01/29 at
¢ Plugins @&
& Mg 6:34 pm
s Roles —
O Title Author B Date

Note: Pages can be recovered from the Trash if you make a mistake. Note the
addition of Trash to the filters (in line with All, Published, ... near the
top of the Pages screen) after a Page is sent to the Trash.

Here’s a better idea. You may want a similar Page some time in the future, so rather
than delete an old page, change its Status to Draft.

4. At Step 2 above, select Quick Edit rather than Trash. An additional set of pop-up
controls will display.

WPForms Howdy, webadmin
bsite with Google Analytics, so you can see how people find
ghts o see the stats that matter and grow their business.

Events
Setting:

Manag ady to go! It is highly recommended you read the Getting Started guide on our site, as well as checking out the
s Page. Dismiss

All (46) | Mine (36) | Published (29) | Drafts (12} | Private (5) | Trash (2) my new H Search Pages

| Bulk actions  ~ All dates v | 2 items
Flementor .

L] O Title Author B Date
& Templates

QUICK EDIT
=] Ums Tt [ My New Page | porent | Wain Page (no parem) v |

Sy [ my-new-page | oer |0
£ Plugins @ Date [100ct v |[ 08 |[ 200 [t 14 | Temelete | Defurtempiate v |
3 Roles 2 (O Allow Comments
& Users Status Published v

Published

8 Profile Builder

Pending Review

& Todls

5. Select Draft from the Status drop-down list, then click the Update button. You
will now be able to edit and re-Publish his page any time in the future.

Note: Click on the Draft filter near the top of the Pages screen to quickly access
any of your Pages that have a Status of Draft.
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Photo Gallery

The Blue Pacific website has Photo Gallery by 10Web installed and this plugin was used
to build the initial galleries on the Photos page. Elementor has its own gallery widget.
They have a video tutorial here: https://docs.elementor.com/article/597-gallery-widget.
Before there are too many photos in the galleries, you may want to evaluate both tools
and decide which one to use.

The installed Photo Gallery plugin adds a custom widget to the Elementor array of
widgets. However, before you add this element to a page, you should build the gallery
using the tools provided by the plugin.

1. To edit an existing gallery or build a new gallery, select Photo Gallery » Add
Gallery/Images from the side menu in the Back End view.

@@ & slue pacific Mobile Home Park &4 B 4+ New Caching

Monsierinsignts 1
05 Media

B Pages Setup Webs:

¥ Comments

@) Events

E s Site Health Status

should
©® Elementor
Your site's health is looking good, but there are st

& Templates .
performance and security

SRABEcons Take 2 look at the 9 items on the Site Health scre

» Appearance

. ) Ata Glance
£ Plugins @

s Roles A 3posts

B 2 Comments

& Users

A& Profile Builder
4~ Tools

Settings @
Gallery Groups

B MaxButtons
Post with a video

This is the first blog p
" h Helloworld!
{& Insights .

Ask a question

From Jeff Rudisill on Post with a video

2. The Galleries screen displays showing a list of galleries and an Add new gallery
button. Adding a new gallery is fundamentally the same editing an existing
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gallery. Click on the Edit control in the pop-up menu under a gallery title (or click
on the Add new gallery button.

@ @ Biuepadfic Mobile Home Park &> 4 B + New caching wpEdit il Insights WPForms

@ Dashboard

I Events Manager is ready to go! It is highly recommended you read the Getting Started guide on our site, as well ¢

Galleries @

E TablePress

Bulk Actions *  Apply

=
Templates Title

@ Elementor

WPForms

- ‘/7‘/1 2018 BBQ
> publish Delete | Dup
# popearance Eqijt | Unpublish | Delete | Duplicate | Previe
£ pugins @&
& e 2019 BBQ
.
& Users

ﬁ‘é‘.ﬂ 2019 Holiday Celebration
& Profile Builder 3

& Tools

Settings (1

3% Roles

3. To add images to a new or existing gallery, click on the Add images button. Also
on this screen, several edits to the images in the gallery can be made, like adding a
description to a photo or dragging the photos into a different order.

@ & BlueradficMobile HomePark € 4 W 0 + New Caching WpEdit il Insights ® WpForms

B pages Basic
¥ Comments

~ Advanced
@ Events

B TablePress l Import from Media Library H Embed Media H Social Bulk Embed

© gementor

L~ Default sorting v Q
Templates

i BukAcions  + | Aorly
>

| DragaiDrop v | *
BBQ 2018 C @ Alt/Title
BBQ 2018 C
& Profile Builder
# Tools Description

Settings (i

B MaxButtons

Photo Gallery Redirect URL @

Add Galleries/images
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4. The Add Images screen is displayed. This screen has several tools for editing
images, organizing images into folders, uploading additional photos, and adding
images to a gallery.

Add Images x

Tme BEEW

o

- [E— T

el <
83Q_2018jpg 88Q_2018_Ejpg

B8Q_2019jpg 88Q 2019 Bjog

Vil Jur Holiday 2019 Bjpg  Hoiday 2019jpg  Holiday_Party_Dec_2(

Select All Add selected images to gallery

5. After the gallery is built, Edit the page where the gallery will be located. Note that
images may be added to a gallery after the gallery is placed on a Page.

elementor

Subheading (H2)

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Ut elit
tellus, luctus nec ullamcorper
mattis, pulvinar dapibus leo.

Lorem ipsum dolor sit amet,

consectetur adipiscing elit. Ut elit
tellus, luctus nec ullamcorper

mattis, pulvinar dapibus leo.

Sidebar Read More
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit tellus, luctus

SITE > nec ullamcorper mattis, pulvinar dapibus leo.

SINGLE >

10WEB PLUGINS bt

s 00

Drag widget here
WORDPRESS >
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6. Click on the Gallery icon in the Edit Gallery column.

Edit Galles - -
& Lorem ipsum dolor sit amet,

consectetur adipiscing elit. Ut elit
tellus, luctus nec ullamcorper

mattis, pulvinar dapibus leo.
~ General

G

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Ut elit
tellus, luctus nec ullamcorper
mattis, pulvinar dapibus leo.

luctus nec ullamcorper mattis, pulvinar dapibus leo.

M A

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit tellus,

7. A Gallery screen will display. Select the gallery to be displayed from the drop-
down list, click on the gallery style to be used, and click the Insert into post

button.

< [&]

i Apps % Bookmerks & Geogle

& sitebluepacificpark.org/wp-admin/post.php?post=462&action=elementor

@ Iyndacom software.. Dada Mail

[ L Color Picker .

WordPress Login

Gallery Gallery group
| ==
- i - - z
Thumbnails Masonry Mosaic Slideshow Image Browser
Gallery Tag
2018 BBQ v | Alltags

Select the gallery to display: Filter gallery images by this tag.
(V) Use default options

Mark this option to use default settings configured in Photo Gallery Options.

You can change the default options here.

* OB :

cPanel Sons of Norway Genealogy @ Compress » Other bookmarks
x
— -
Blog Style Carousel
Theme
v light v

Choose the theme for your gallery.

Insert into post

8. As always, save the page and check your work in the Front End view.
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Table Press

Using tables on a WordPress website is similar to galleries in that you first build the
table, then add it to a Page. It differs in that there is no table element. We’ll cover how a
table is added to a Page when we get the that point in the process. The Table Press add-on
has been installed on the Blue Pacific website.

1.

To create a new table, select TablePress » Add New Table from the side menu
of the Back End view.

sl insights WPForms Howdy, webadmin [l

@ @A BluePadfic Mobile Home Park & 6 + New Caching WP Edit

O T Dashboard

Home . ) . .

Please Setup Website Analytics to See Audience Insights

Updates (§
Monsterlnsights, WordPress analytics plugin, helps you connect your website with Google Analytics, so you can see how people find

and use your website. Over 2 million website ee the stats that matter and grow their business.

. e T
'osts

Events Manager is ready to go It is highly recommended you read the Getting Started guide on our site, s well as checking out the

Sett "

Insights

05 Media

M Pages

¥ comments

o 5 € Dismiss
@ Fvents Welcome to WordPress!
All Tables i some links to get you started:
© Elementor Next Steps More Actions
Import a Table
[ S - ) K Edit your front page
our Site
=] WPForms + Add additional pages
E Add ablog post B3 Turn comments on or off
¥ Appearance
B view your site & Leam more about getting

The Add New Table screen displays, enter a Table Title, an optional description
and the number of Rows and Columns for the table. Don’t worry if you do not
know the exact number of rows and columns you will need, these can be changed
later. Click on the Add Table button.

@ @A sluepacific MobileHomePark <6 W8 0 + New Caching wrEdit ull Insights WPForms

Add New Table
To add a new table, enter its name, a description (optional), and the number of rows and columns into the form below.
Import a Table

You can always change the name, description, and size of your table later.

Add New Table

About TablePress
Table Name:

| My New Table |

© Elementor

B Templates

The name or title of your table.

Description (optional):

[ wrForms This is just an example

» Appearance

& Plugins @
K Plug & description of the contents of your table

a8 Roles Number of Rows: Number of Columns:
& Users ‘ ? ‘ I - -

The number of rows in The number of columns
& Profile Builder your table. in your table.

& Tools

Settings

B MaxButtons Addw'lable

3. The Table Information screen displays with the Table Name and Description from

the prior screes. A Table ID has been assigned and a Short Code generated. We
will use this Short Code later to place the Table on a Page. In the Table Content
area of this screen, an array of data entry boxes is generated based on the row and
column count form the prior screen. Enter the data for your table in these boxes.
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4. Below the Table Content area is a set of Table Manipulation tools to add and
remove Rows and Columns. There are also tools for entering links or images into
the Table cells.

W 4 Blue Pacific Mobile Home Park & 6 B + New caching wpedit il nsights WPForms Howdy, webadmin
pritp—— - v iR —
Import a Table 2 () KatHsueh Vice President maxbutton id="1"
— % . faa ]
Bxporta Tble 3 (] BethBraun Treasurer utton id="1" ~ 3
Plugin Options 4 A o B
4 () Jeff Rudisill Secretary maxbutton id="1" ~ 4
About TablePr — 4 C e %
5 (] Patrick Hughes Director 5
- 5 ¥ P
@® Eementor _
& (] Desires Sanchez Director 6
- % ¥ 4
Templates
7 (] leff Freedman Director 7
- 5 ¥ P
‘WPForms
g () Buff McCharen Director s
— 4 4 #
B 9 () Wayne Kiba Director 9
— £ 4 Z
Plugins (& O O O
Roles
Users Table Manipulation AV 4
Profile Builder
[ Insert Link H nsert Image [ Advanced Editor Combine cel
Tools
— Selected row: Selected columns;
[PR— Selected row: Selected columr
Photo Gallery add|1 frowty add| 1
Insights
Table Ontions AV oa

5. When all your data is entered in into the Table, copy the Short Code then click the

Save Changes button

£ Blue Pacific Mobile Home Park <> 6 I

@ Dashboard

A Posts
07 Media
B Pages
B Comments
@ Events
B TablePress

All Tables

A

w Table

+ New caching WP Edit

Please Setup Website Analytics to See Audience Insights

Monsterinsights, WordPress analytics plugin, help:
illion website owners use Mons

and use your website. Ovel

Connect Monsterinsights and Setup Website Analytics

y to go! It is highly recommended you read the Getting Started guide on our site, as wel

Events Manager is
Settings Page. Dismiss

sl insights WPForms

u connect your website with Google Analytics, so you can see how people find
their business

rinsights to see the stats that matter and grow

and paste it into a “Shortcode” block at the desired place in the block editor.

Howdy, webadmin [

s checking out the

To edit the content or modify the structure of this table, use the input fields and buttons below. To insert a table into a post or page, copy its

snortcode  [CECINERER]

Import a Table

Export a Table

Save (@ha nges

Table Information B
Plugin Options
About TablePr Table 1D: | shortcode: | [table id=2 /] |
@ Eementor Table Name: | Board of Directors - button ‘
B Templates Description: With "Contact...” button
=] WPForms
4

A Appearance
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6. Edit the Page where the Table will be displayed. In an existing or new Test Edit
element, past the Short Code at the position you wish the Table to appear.

Edit Text Editor

K4 D o

Subheading (H2)

~ Text Editor

0 sddmied= || g Add Photo Gallery ‘ Add Button

S x =

Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Ut elit
tellus, luctus nec ullameorper

mattis, pulvinar dapibus leo.

m

i
i
I}

Paragraph v B I

adipiscing elit. Ut elit tellus, luctus nec

Lorem ipsum dolor sit amet, o
consectetur adipiscing elit. Ut elit E"
tellus, luctus nec ullamcorper -
mattis, pulvinar dapibus leo.

ullamcorper mattis, pulvinar dapibus
leo.

Lorem ipsum dolor sit amet, consectetur
ullamcorper mattis, pulvinar dapibus
leo.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit
luctus nec ullamecorper mattis, pulvinar dapibus leo.

[table id=2 /]| . [table id=2 /]

Drop Cap

7. The WISIWYG function does not work for Tables. Save the Page and check your
work in the front end view.

@ @ Biue pacific Mobile Home Park ¢ Customize + New 2 EditPage (B) Editwith Hementor Caching  ull Insights WPForms
webadmin Il Q
Edit your profile.
Lorem ipsum dolor sit amet,
consectetur adipiscing elit. Ut elit
tellus, luctus nec ullamcorper
mattis, pulvinar dapibus leo.

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Ut elit tellus, luctus
nec ullamcorper mattis, pulvinar dapibus leo.

Board of Directors — button

Bob Broner President

Contact President
Kat Hsueh Vice President ) .

Contact Vice President

Beth Braun Treasurer

Contact Treasurer
Jetf Rudisill Secretary

Contact Secretary

8. There is a short cut to edit an existing Table. From the Front End view, there is a
small “Edit” below every table that is displayed. Click on that Edit and the table
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above it will be displayed in the TablePress editor. When Save Changes is clicked
after any edits, the Table is automatically updated in the Front End view.

@ @ Blue Padific Mobile Home Park ¢ Customize © 6 B + New ¢ EditPage () Editwith Elementor Caching  ull Insights WPForm

Board of Directors

LOGIN
Bob Broner President You are currently logged in as
webadmin. Log out »
Kat Hsueh Vice President
Beth Braun Treasurer
. . Edit your profile
Jeff Rudisill Secretary

Patrick Hughes Director

Desiree Director
Sanchez

Jeff Freedman  Director
Buff MeCharen  Director

‘Wayne Kiba Director

E@t

Event Manager
The list of Events in on the Coming Events page is controlled by the Event Manager.

This Page will display all Published events that are in the future. When the day and time
of an event passes, that Event is automatically removed. Likewise, if a future event is
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changed from Published to Draft, it will no longer display. If there are no Published,

future events, the list of events will be blank.

1) @ Blue Pacific Mobile Home Park # Customize <6 I 4 New ¢ EditPage Caching sl Insights

721
RESIDENT OWNED . 'W‘

Private: Coming Events

Search Near...

Show Advanced Search

No Events

WPForms

Howdy, webadmin .

LOGIN

You are currently logged in as
webadmin. Log out »

Edit your profile.

1. Toadd a Coming Event, select Events > New Event from the Back End side

menu.

sl insights WPForms Howi

@ 4@ slue Pacific Mobile Home Park & 6 B + New Caching WP Edit

) Btz Dashboard

Home

Please Setup Website Analytics to See Audience Insights
ith Google Analytics, 56 you can see how people find and use y
eir business

connect your web:
& the stats that n

Monsterinsights, WordPress analytics plugin, help:
Over 2 million website owners use Monsterinsights t

e [ ——r———
'osts

07 Media

ter and grow

0sE

I Events Manager is ready to go! It is highly recommended you read the Getting Started quide on our site, as well as checking out the Settin
B Pages

¥ Comments
WordPress!

1 some links to get you started:
B TablePress

Next Steps More Actions
© FHementor K Edit your front page B Manage widgets
TS g 3 - + Add additional pages B Manage menus
= s . y K Add s blog post B} Tum comments on or off
& Appearance B View your site ® Learn more about getting st
£ Plugins &
~ s WPForms v s QuickDraft

& Users
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2. The Event edit screen is displayed. Enter a Name for the event. In the When area
of the right sidebar, enter the start date and an optional end date as well as a start
time and optional ending time (or check All day or an all day event). Enter a
description of the event or other relevant information about the event, such as a
Zoom invation.

\':l:"‘- # Blue Pacific Mobile HomePark 3 6 i + New ViewEvent Caching weedit sl Insights WPForms Howdy, webadmin

@ Dashboard Events Manager is ready to go! Itis highly recommended you read the Getting Started guide on our site, as well as checking out the Settings Page. Dismiss

f Posts
0] Media ‘ Blue Pacific HOA Board Meeting ‘ When v o
B Pages Permalink: https://site bluepacificpark mcl,’euerts-"h\ue-\Jaciﬁc-hua...e(inu-2020-11-10f From | 1171072020 | to
C its - 11/10/2020
) G [ 0 Add Media ] [ 5 Add Photo Gallery ] l Add Form l Add Button ] s Text ‘—|
= = = = = ) == — o Event starts at | 06:30 PM to
BI=:t:bwzzZdRZT-EBGMa x  mwus{osom |
| 0z:00PM | Allday()
Topic: November Board Meeting Timezone
Join Zoom Meeting ‘ Los Angeles ~ ‘
. . : J— 2
e o https://uso2web.zoom.us/j/83521278209¢ This event spans every day between the
\ecumng tvents pwd=NDY1cDVYSE5rLoNpYX1ZaVh]bUpsZzo9 beginning and end date, with start/end
Settings times applying to each day.
Help ; . E
Meeting ID: 835 2127 8209
B TablePress Passcode: 073675 Publish NV

One tap mobile
Save Draft
@ Elementor

+16699006833,,835212782004,,,,,,04,,073675# US (San Jose)

9 status: Draft Edit

& Templates +13462487799,,83521278200#,,, 0ff, 0736751 US (Houston)
WPForms <@ Visibility: Public Edit

Dial by your location fit Publish on: Sep 2, 2020 at 12:06 Edit
# Appearance +1669 900 6333 US (San Jose)

=+ Duplicate Event

K- Plugins (6 +1346 248 7799 US (Houston)
+1253 215 8782 US (Tacoma) Move to Trash

3. In the Where section, an Event may a Location Type Physical Location or an
URL. Note that a Zoom Meeting is considered to have a Physical Location. When
a Physical Location type is specified, a Location may be selected form the drop-
down list then click on the Publish button. Note that a Location must be defined
before it can be used in an Event.

T Lupiowe cwer

Where AW A
Move to Trash m
Location Type
Physical Location v

Event Categories AV A

ion: i All Event Categories . Maost Used
Location: | 705 |ink W v g

Blue Pacific Mobile Home Park

Excerpt AV A + Add New Event Category

‘ Featured image AV A

4. To define a Location, select Events » Locations from the Back End side menu.
Creating or editing a location is similar to other operations already covered.
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Account Maintenance

In order for the Members of Blue Pacific Mobile Home Park to access the private Pages
of the website, they must have an account with Member or higher privileges. Each
member will need to create their own account as instructed above. When they complete
the registration form, an email is sent to the system admin email address (currently set to
webmaster@bluepacificpark.org), the content will look like this:

New subscriber on Blue Pacific Mobile Home Park.

Username:sam.spade
E-mail:sam.spade@gmail.com

This account will automatically be given a status of “Visitor.” This status does not have
sufficient privileges to access the private Pages. Someone with Administrator privileges
well need to edit the new account to give authorized folks higher level access.

1. Log into the website with an account with Administrator privileges. From the
Dashboard or Back End View, select Users » All Users from the left side menu

Howdy, webadmin [l 8

@ @A Blue Pacific Mobile Home Park < 4 B 4+ New Caching WpEdit il insights WPForms
) Grmmers Connect MonstennsIgNts ana Setup weosrte AnaYUCS I pUEER

@ Events
§ . . ()
B TablePress Hi, Really Simple SSL has kept your site secure for a month now, awesome! If you have 2 moment, please consider leaving a review
on WardPress.org to spread the word. We greatly appreciate it! If you have any questions or feedback, leave us a message.

© Eementor

Maybe later X Don't show again

& Templates

= wpForms

I Events Manager is ready to go! It s highly recommended you read the Getting_Started quide on our site, as well s checking out the Settings Page. Dismiss

A Appearance

K¢ Plugins (@ Last checked on October 19, 2020 at 4:04 pm

4 Roles
t version of WordPress. Future security updates will be applied automatically.

ersion 5.5.1, you can do so here:
& Profile Builder i

& Tools

Settings @

Assign / Migrate
Plugins

B MaxButtons
The following plugins have new versions available. Check the ones you want to update and then click “Update Plugins".

Photo Galle
- Update Plugins
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2. The Users screen will display. Note that a pop-up menu will display under each
Username as you move the cursor in the line for that user. Find or Search for the
new User to be edited and click on the Edit control.

# Blue Padific Mobile Home Park <> 4 B + New Caching WpEdit il Insights WPForms Howdy, webadmin [Jl]

Bulk actians v Change role to.. v || Change 8 items
Templates
§ (O Username Name Email Role Posts
2] WPForms
(@] bbroner Robert Broner robertbroner@comeast.net Visitor 0

Appearance

K Plugins @

O ‘ bruce.fihe Bruce Fihe
& Roles

onranch.net Editor 0

& Users
\:\ DavidOc Dave OConnor daveosky1@comcast.net Member 0
All Users
Add New
P @] jrudisill Jeff Rudisill Editor 0
Assign / Migrate
& Profile Builder _
@] khsueh Kat Hsueh kat hsueh @gmail com Editor 0
& Tools
Settings @
O nordahl Bruce Fihe vicepresident@sofné.org Visitor 0
B MaxButtons
Photo Gallery N
() sam.spade Sam Spade webmaster@nordahl-grieg.org Visitor 0

O webadmin — blue.pacific. 309! Administrator

3. The Edit User screen will display. Select the drop down field for Role and select
“Member” from the list.
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Keyboard Shortcuts () Enable keyboard shorteuts for comment moderation. More information

=| WPForms

Toolbar ) Show Toolbar when viewing site

A Appearance

£ Plugins @ Name
a# Roles
. Username Usernames cannot be changed.
& Users
All users
Role Visitor v
Organizer
Shop manager
— First Name Customer |
Assign / Migrate _
Visitor
Profile Builder ember
a Last Name Contributor |
# Tools Author
Editor E——
Settings Nickname (required) Administrator ‘
B MaxButions — No role for this site —

Display name publicly as sam.spade v

Photo Gallery

Insights Contact Info
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4. Click the “Update User” button the save the new status for this User.
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Appearance

& Plugins @ Share a little biographical information to fill out your profile. This may be shown publicly.

# Roles
Profile Picture
Users

All Users
Add New

Assign / Migrate Account Management
A Profile Builder
& Tools
Settings @ Sty (O Editor () Author () Contributor
|_J Member ) Visitor || Customer

MaxButtons —
(

) Shop manager (O Organizer

Photo Gallery

% = Update User
%, Insights
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5. If you have any Members that have difficulty creating their own account, it is
possible to create a user account from scratch. Select Users » Add New the side

menu.
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@ Events

o
& TablePress Hi, Really Simple $5L has kept your site secure fora m wesome! If you have a moment, please consider I
on WordPress.org to spread the word. We greatly app you have any questions or feedback, leave us a m

® Eementor 8 - Rogier
B Templates Ml Maybelater X Don't show again

5] WPForms

I Events Manager is ready to go! Itis highly recommended you read the Getting Started guide on our site, as well s checking out the Settin

# Appearance

£ Plugins @

€ Dismiss

Welcome to WordPress!

i Roles
seempbled some links to get you started:

Profile Builder Next Steps More Actions
K Edit your front page E] Manage widgets
Tools .
Assign / Migrate . + Add additional pages B Manage menus
Settings (i
MaxButions or, chenge your theme completely K Add ablog post B Tum comments on or off
B View your site & Learn more about getting started
Photo Gallery
ights
WPForms Vo Quick Draft AV o

£ WP Edit
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6. Fill in data for the User. Note that the Username and Email are the only required
fields and both must be unique within the system.
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@ Events PRSPPSO (5 Lizybe later X Don't show again

B TablePress
Events Manager is ready to go! It is highly recommended you read the Getting Started guide on our site, as well as checking out the Settings Page. Dismiss
©® EHementor

Create  brand new user and add them to this site.
B Templates

2| IR Username (required) | |

# Appearance

& Mg @ Email (required) | |

3 Roles
First Name | |
& Users
All Users Last Name ‘ ‘
Add New
profil Website | |
Assign / Migrate
A, Profile Builder Password Show password
& Tools
e Send User Notification (¥) Send the new user an email about their account.
¥ MaxButtons EE
Role | visitor v |

7. Click the Add New User button to create the new account.
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