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THE PANELS

Panels - Introduction

THE LOG IN BOX

The Panels are your main navigation around the administration side of the website. They allow you to perform
specific tasks including editing, posting, links and media, and also allow you to follow recent activity and statistics.

DUFLLUH =1=1=43}

Username

stuart

Password

[ Remember Me m

Lost your password?

THE DASHBOARD

[ ] NPT re—

O

KEY PANELS IN THE DASHBOARD

(1) THE ADMIN MENU

£ Dashboard

Home

Updates @
User searches

3 Jetpack
& Posts
Media
& Links
Pages
(£ Comments

il i
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The Admin Menu s situated down the left
side of the Dashboard. It contains a list of
Headings to quickly link to a number of areas.
Most of these Headings when clicked or

hovered over will expand to show a number
of submenus.

Logging in to the admin area:
http://futurebeef.com.au/wp-login.php.

This is the default log in page for every user of
the FutureBeef Website.

Once you have logged into the website, the
first page you will see is the Dashboard.

This particular page consists of various Panels.

You can re-arrange the way the Dashboard
looks by dragging the Panel headers around,
listing the most important to least important
for you. This arrangement will be unique to
your log in. Each user can display the panels as
they wish.
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(2) GOOGLE ANALYTICS PANEL
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(4) BROKEN LINKS CHECKER

Broken Link Checker
Found 32 broken links

No URLs in the work queue.
Detected 1444 unigue URLs in 2331 links.

The Broken Links Checker will check your
posts, comments and other content for broken
links and missing images and notify you if any
are found.

Refer to p42 for more information.

Maw 53

Saqram i tafn

Panels - Introduction

The Google Analytics Panel shows the current
base and extended statistics for your website.

Note: This is only the Widget for Google Analytics
used within WordPress. For the full Google
Analytics, log into the FutureBeef Google account.

The Site Statistics Panel is generated from
WordPress.com and provides information on
your site.

Note: Not as accurate as Google Analytics
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Pages - general information

THE PAGES

Pages are for the general or ‘static” information on the site which are not time-oriented and live outside of the News section.

Generally, Pages are for all information that is to be viewable by all readers and browsers and not specific to certain groups,
discussions or news items. Most Pages are accessed through the main navigation or sub-navigation of the site.

THE PAGES PANEL

D) Pages v
In the Admin Menu select Pages by b Pages
clicking either on the word Pages or the
drop down arrow. This will expand to reveal Add New (A)
anumber of subheadings. g] T

EI Events

On the Pages - Add New page, all current
Pages will be displayed.
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CREATING A NEW PAGE

To add a new page, click on the @ Add New subheading on the expanded Pages menu OR click on the (B)) Add New button to the right of the title

This button is the Kitchen Sink icon.
Akt N P Click on it for more text formatting options.

o R R R Y § e
WordPress uses a powerful user friendly
L WYSIWYG (What You See Is What You Get)

= Editor for creating Posts or Pages.

2 Everything within this editor is made to look
— e and actlike it would if it was in Microsoft Word.

— Please Note: For WYSIWYG Editor make
o sure the Visual tab is selected.
(Use HTML view if selecting text to
copy and paste.)

"0
——

Start by giving your page a name. Type your text here.

Or to insert text from elsewhere, refer to next page.
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Pages - general information

CREATING A NEW PAGE - TEXT TOOLS

B I | 4B

i= || e

I
M
il
10
<
(1]

This is where you format the text of your Page.

(lick on the Kitchen Sink for more options.
Chain icons -

refer to Managing  Insert More Tag -
Links sectionp 14 refer below.

XobkeFor XandXH AXRED XorriXHEE
diRARKKDIXIX aXinkiXd b6 add MKIX
Expanded view with Kitchen Sink open. 5 AR
B |z || [i=]is]e | [=][=]= = g <table class="table table-
— - - = bordered table-striped"
Paragraph ~|Oo = ﬁv 3 || G || <2 | | S2 i= () || Styles - style="width: 100%;"

cellspacing="0" cellpadding="0">

Changing text colour is
not recommended. Text
colours for this site are
embedded in the format
dropdown for a consistent,
professional look.

Format dropdown
- refer to Formatting
Text section below.

Remove formatting  Insert Custom Character -a selection of alternative
from highlighted text characters or glyphs.e.g ©, 0,x, B ...

To copy from a source other than Microsoft "Lﬁ -‘JE Use the Clipboard with the Word icon to paste
Word click on the plain texticon. No formatting the copy from Microsoft Word.

will be brought across with the text. Please Note: You cannot insert images or other

forms of media from Microsoft Word. These
must be uploaded seperately via the Upload/
Insert panel. (Refer Insert Media section p5)

Insert a Read More functionality into your Post using the Insert More Tag
Icon. This will add a link that says More into the editor. Only text above the
line will display on the Blog or News Items. The full article will display when
the More linkiis clicked.

U

CREATING A NEW PAGE - FORMATTING TEXT

This heading will change with the

A number of styles are preset into the Format drop down menu. selected styles.
Using these presets will maintain a consistent and Paragraph - ] - =
professional look across the website.

Format
We recommend for consistency that each Post and Page should

use the same styles for displaying headings and content b Paragraph

wherever possible. Address

Headings come in various sizes and weights. Use Headings 3, Preformatted

4,5 or 6 o create titles and sub-titles within your posts and .

pages. Heading 1 is generally only used once on a page for the Headll'lg 1
purpose of SEQ. Heading 2 is for post titles. Heading 2

All text uses the default Paragraph style unless otherwise SR

specified.
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CREATING A NEW PAGE - INSERT MEDIA

Upload/Insert =

Upload/ Insert Image

Upload/ Insert Video

Pages - general information

For more specific
instructions on
Upload/Insert into
a Page, please refer
to Media section on
page 18.

Upload/ Insert Form - do not use refer page 40
Upload/ Insert Other Media
Upload/ Insert Audio

CREATING A NEW PAGE - MANAGING LINKS

Add new or existing links to your Page for more information or to support your writing.

To Add or Edit an existing link just highlight the
link you want to edit and click on the Chain icon
(Insert/Edit Link).

WAL | gl

Ticle

To Add a link to a page, click

on“Or link to existing content” OF vk to extiting comten

Once you've found what you're Search
after click on it and it will
automatically be inserted into i

Pelw itk 14
your the URL text area.

Mambars Page |

| Dpaen link

Mo search e specified. Showdeg mecent ifems

™ & Pl el ey TAD

CREATING A NEW PAGE - ASSIGNING PAGE ATTRIBUTES

All new pages must be assigned a parent, template and
order to be able to display correctly on the website. Use
the Page Attributes Panel to specify these attributes
for your Page.

Page Attributes

Parent

(no parent)

Template

Default Template |
Order

0

I 2d help? Use the Help tab in the upper right
our screen.

Order determines the hierarchy of listed pages
in the navigation. The smaller the number the
higher the ranking.

Page Attributes

Parent

To Remove a link, just highlight the link and
click on the Broken Chain icon (Unlink). This
will remove the link.

To add or edit your link, simply click on the
URL in the URL text area and type in the link
address. All URLs should begin with http://
but do not add the www to the URL unless
required. Most URLS do not need the www.

Don't forget to give your Link a relevant Title,
this is good for SEQ and will display when the
cursor hovers over the Link.

If the link goes to an external website, click
“Open Link in a new window/tab” This will
keep the visitors on your website and open the
link in a new window/tab.

i (no parent)

About FutureBeef
Contacts
Copyright and disclaimer
Email us
Events
Farum
FutureBeef
MNews
Publications (alphabetical}
Queensland Demonstrator producer sites
Regions
Northern Territory
Queensland
Breed selection (for beef cattle)
Cenrtral Queensland
Northern Queensland
South East Queensland

Parent refers to which Menu Item
of the navigation the Page will be
assigned.

Please Note: You cannot assign new
pages to sub-menu items.

Menu Item

Sub Menu ltems

Southern Queensland (Darling Downs and south

Western Queensland

Explained over page

FutureBeef
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Template

 Default Template; = |

E

vents Template2

Pages - general information

GLM Land Type Select the relevant Page Template from the
Land Types L dropdown menu.

PDS Map e.g. Ifyour Page is under the Parent of Land
| PDS State Map Types, select the Land Type Template.
| Sitemap

e T ma_—a I =—

CREATING A NEW PAGE - ASSIGNING AN IMAGE

Use the Featured Image Panel to select an image to feature with your Post.

Featured Image

Set featured image

CREATING A NEW PAGE - SAVING AND PUBLISHING

Use the Publish Panel to make your Page live and listed on the website.

Publish

Save Draft Preview

Status: Draft Edit
Wisibility: Public Edit

[] Publish immediately Edit

Move to Trash [ Publish __

Move to Trash Publish

Set Featured Image

Please Note: If you do not select a featured
image, the page will display no images.

Save Draft

Preview

Know the status of your Page at a glance - Draft,
Pending approval, Published.

Know the visibility of your Page at a glance -
Public, Private, or password Protected.

Please Note: Password Protected will only show
to those people who have been given the
password.

Before Publishing, you have the option of setting
a date for the page to become visible on the
website.
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EDITING A PAGE

Select Pages from the Pages submenu in the Admin Menu.

I Pages wise

AN W) | Publiahed (21F) | Teash (1) | Dralt (10

Buik Acrions Il | dpply | Show ol dates | | Fihes

[ Taia Seatun
O About Futurebeal Pubiighed

Dedit | Cuick Bt | Tranh | Yiew

0 Contacts Pubiihed
(o] Copyright and disclalmer Published
O Emall ua Published
[ Evenis Published

EDITING A PAGE - CHANGING TEXT

Unlike creating a new page, when you edit a page all the fields are filled in.

Pages - general information

After any editing is
done, the page MUST be republished

for the changes to display on the live
site. This is done by selecting
on the

To edit a Page, hover over the
required Page and click on the Edit
link.

Please Note: Quick Edit, is only recommended
if you are only editing text within the Page.

e
Lo ok ) Sk
I e — . == ToedittheTitle of the page, place
e Y T O T == | your cursor in the text field and begin
-':":—.::';";f:_—"' S "".:T E;ﬁ-?ﬁ&gﬁﬁgﬁ;&?:- B === | typing your new title.
A ﬁ““"*w: —=—_Toedit the body text of the page,
r r;‘:;. i place your cursor in the text field and

You can edit the Page’s Permalink (URL), but for SEQ reasons this is not recommended.

Northern Territory

L. Permalink: http://futurebeef.kingfisherhost.com/regions/northern-terricory; | Edit || View Page

Purmsalink: b ffuceleef kingRahisaionm | reghans hnﬂl—rm—muwl 1 of | Cancel

. i — -

= begin typing and deleting as required.

To edit or delete an image or media item
within your Post, refer to page 20.

To edit the Permalink, click the Edit button and
type in your new post address.

Wordpress will do all the formatting for you:
lowercase text, remove spacing, remove illegal
characters etc.

Once complete click Ok.
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EDITING A PAGE - REVISIONS AND ROLLBACK

If you've made changes to the Page but later realised the original content was better you'll see a list of all
revisions made to the page under the Revisions Panel.

Hovdiion for Trataing " crambed on & April, 2001 @ 7218

Ifyou choose to compare two pages side by side to see what changes have been made,
WordPress will highlight any differences in the pages.

| Edit Page

Page updated. View page
Once the Page is edited and updated, click on
Publish to save it and a message should appear
that reads Page Updated.

Pages - general information

Revisions

19 april 201 & 12:24 (Aunosave] by Stuar
19 Al SOLT & 10:5] by Sluart

19 April, 2011 & 845 by Stuan

18 April, IOLT & §44 by Stuar

15 April, 2011 & 539 by Stuart

When reviewing a Revision, you will be given
a full list of other copies of that Page and some
options that allow you to Restore a previous
version or to Compare two pages side by side.

Restoring your Page to a previous Revision will
save the Page and display a message to show
which revision has been reinstated.
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DELETING A PAGE

DELETING A PAGE - SINGLE PAGE

1" Pages s

AR

[T o | g fmr ad e =] #
™ Wi

) Abowt Futuryles
Comsm

Copyrigat and Sulasmer

O Title

O test
Edit | Quick Edit | Trash | View

Pabiinberd

¥_fnnkaa

¥ fvinkaad

DELETING A PAGE - MULTIPLE PAGES

All (5) | Published (5) | Trash (8)

¥ Bulk Actions 41 Apply She
Edit -
™ test
™ Aliguam eu ornare sem
ET Lorem ipsum dolor sit amet
™ Tristique vel odio

O Pellentesque feugiat felis ac

O Title

DELETING A PAGE - EMPTY THE TRASH FOLDER

To permanently delete items in the trash folder, use
following three steps.

3. From the Bulk Actions drop down, select
Delete Permanently.

RESTORE A PAGE

the

To Restore an item/s from the Trash back to the site,
follow Step 1and 2, but on Step 3 select Restore

from the Bulk Actions drop down.

All (5) | Published (5]

¥ Bulk Actions
Restore

Pages - general information

To Delete a single page, hover the mouse over the Page to be
deleted and select Trash from the appearing menu.

This will not permanently delete the page but move it to the
Trash Folder.

To Delete multiple Pages, tick the checkboxes next to each page
to be deleted.

Select Move to Trash from the Bulk Actions drop down menu.

| Trash '™

Apply 1. Click on the Trash link at the top of the table.

Belete Permanently

IE (no title)

# (no title)

@ (no title)

2. Select the checkboxes of items to be removed.

Please Note: A single title can be emptied from the
Trash Folder by hovering your cursor over the title
and selecting Delete Permanently.
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Posts - blog posts or news items

THE POSTS

Posts are the entries that display in reverse chronological order on your home page. In contrast to pages, posts
usually have comments fields beneath them and are included in your site’s RSS feed. Posts are the interactive content
of the website. They are the writings, compositions, discussions, comments and news items that create the site.

The News items on the FutureBeef website are Posts.

THE POSTS PANEL

In the Admin Menu select Posts by
clicking either on the word Posts or the —« Posts
drop down arrow. This will expand to
reveal a number of subheadings.

Note: News post images are not displayed unless the
;? Posts user clicks the title link to view the individual story.

Add New (A)
Categories

Post Tags
On the Posts page, all previous posts will
be displayed.

W POEE  sime

T T i o] - =
- = R g (= I .
I = e e ] [
el wnwme e
[pe—
o T ——— - - L - O I i § it
it e (e
I ——————— P — o b O e I .
[Re— e i
Epe—
W T G LS - -y [ o LT i T T —
[P wae -
[rpu——
- v = g T L ey

CREATING A NEW POST

To add a new post, click on the @ Add New subheading on the expanded Posts menu OR click on the (B ) Add New button to the right of the title.

This button is the Kitchen Sink icon. —

o A Mew Post e Click on it for more text formatting options. | =**
I Patsimh
Bawem Teall L
Ldmd e W O e e Eon
LA 1Y A= o BT MM b Bl F DD ST

Peger = Bl & O A-%-%F o B 9 cF— 08 i

= - WordPress uses a powerful user friendly

WYSIWYG (What You See Is What You Get)

PP p— Editor for creating Posts or Pages.
S Everything within this editor is made to look
and act like it would if it was in Microsoft Word.
Please Note: For WYSIWYG Editor make
o sure the Visual tab is selected.
s T (Use HTML view if selecting text to
copy and paste.)
Start by giving your post a name. Type your text here.

Orto insert text from elsewhere, refer to next page.
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Posts - blog posts or news items

CREATING A NEW POST - TEXT TOOLS

B | || |i=]i=]

i
M
il
10
&
]

This is where you format the text of your Post.

(lick on the Kitchen Sink for more options.
Chain icons -

refer to Managing  Insert More Tag -
Links sectionp6  refer below.

Expanded view with Kitchen Sink open.
AN

&) || Styles -

B| 7| S| | E(=

Paragraph ~|Oo = ﬁ' i || )| 2 | | 2

i
il

(Changing text colour is
not recommended. Text
colours for this site are
embedded in the format
dropdown for a consistent,
professional look.

Remove formatting  Insert Custom Character - a selection of
from highlighted text. alternative characters or glyphs. e.g ©, 0, %, 6 ...

Format dropdown
- refer to Formatting
Text section below.

To copy from a source other than Microsoft "Lﬁ -‘JE Use the Clipboard with the Word icon to paste
Word click on the plain text icon. No formatting the copy from Microsoft Word.

uilllog o iaeess e St Please Note: You cannot insert images or other

forms of media from Microsoft Word. These
must be uploaded separately via the Upload/
Insert panel. (Refer Insert Media p 12)

Insert a Read More functionality into your Post using the Insert More Tag
Icon. This will add a link that says More into the editor. Only text above the
line will display on the Blog or News Items. The full article will display when
the More linkiis clicked.

U

CREATING A NEW POST - FORMATTING TEXT

This heading will change with the

A number of styles are preset into the Format drop down menu. selected styles.
Using these presets will maintain a consistent and Paragraph v
professional look across the website.

Format
We recommend for consistency that each Post and Page should

use the same styles for displaying headings and content wherever
possible. Address
Headings come in various sizes and weights. Use Headings 3, 4,
50r6 to create titles and sub-titles within your posts and pages. .
Heading 1 s generally only used once on a page for the purpose Headll'lg 1
of Search Engine Optimisation (SEQ). Heading 2 is for post titles. Heading 2

| IS

» Paragraph

Preformatted

All text uses the default Paragraph style unless otherwise
specified.
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Posts - blog posts or news items

CREATING A NEW POST - INSERT MEDIA

For more specific instructions on
Upload/Insert into a Post, please refer
to Media section on page 20.

Upload/ Insert Image
Upload/ Insert Video
Upload/Insert |ﬂ_§r§ =] Upload/ Insert Form - Do not use refer page 40
Upload/ Insert Other Media
Upload/ Insert Audio

CREATING A NEW POST - MANAGING LINKS

Add new or existing links to your Post for more information or to support your writing.

To Add or Edit an existing link just highlight the ) Erl:i To Remove a link, just highlight the link and
link you want to edit and click on the Chain icon : click on the Broken Chain icon (Unlink). This
(Insert/Edit Link). will remove the link.

To add or edit your link, simply click on the

T e - 1 URLin the URL text area and type in the link

" UL address.
WAL | el
Tirle
. . J Dt L 4 e o Don't forget to give your Link a relevant Title,
To Add a link to a post, click on o getlogney .
i L y this is good for SEQ and will display when the
Or link to existing content”. Or ik to Existing :
, , cursor hovers over the Link.
Once you've found what you're Saarch
after click on it and it will R e Ifthe link goes to an external website, click
automatically be inserted into - : D Open Link in a new window/tab”. This will
your the URL text area. N o keep the visitors on your website and open the
i 5 link in a new window/tab.

CREATING A NEW POST - ASSIGNING CATEGORIES

All new posts must be assigned to a category to be able to display on the website. Use the Categories Panel to specify one or more categories for your Post.

Categories

All Categories Most Used

] General
[ What's new
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Posts - blog posts or news items

CREATING A NEW POST - MANAGING DISPLAYED CONTENT

Click on Set featured image to upload
or to select an existing image already
on the website.

Featured Image Please Note: If you do not select a featured
image, the default will be your author photo.
News Items do not have or require a featured
image.

Use the Featured Image Panel to select an image to feature with your Post.

Set featured image

CREATING A NEW POST - SAVING AND PUBLISHING

Use the Publish Panel to make your Post live and listed on the website.

To save and continue working on your
post at a future time without it listing

Publish on the website, click on Save Draft.

Save Draft Preview

To preview your post on a live webpage
to check how it will display, click
Wisibility: Public Edit Preview.

Status: Draft Edit

[%]] Publish immediately Edit

Move to Trash [ Publish__

Know the status of your Post at a glance - Draft,
Pending approval, Published.

— Know the visibility of your Post at a glance -
Public, Private, or password Protected.

Please Note: Password Protected will only show
to those people who have been given access

Delete your post, click on Make your post live, fahts

Move to Trash. click on Publish.

—— Before Publishing, you have the option of setting
a date for the post to become visible on the
website.
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Posts - blog posts or news items

Select Posts from the Posts submenu in the Admin Menu.

All (4) | Published (4 Update
S Publish Panel
Bulk Actions j Apply Show all dates j View all categories j Filter
O Title Status Author
[J Remaining profitable in a post Published nichole

flood economy
Edit | Quick Edit | Trash | View

[ Nunc aliguam auctor leo ac Published nichole
scelerisque
Please Note: Quick Edit is only recommended if
[ Nunc 'c_1I|quam auctor leo ac Published nichole yOU are 0n|y editing attributes ofthe pOSt
scelerisque
(e.g. editing title).
[0 Nunc aliguam auctor leo ac Published nichole
scelerisque
O Title Status Author
Bulk Actions j Apply

EDITING A POST - CHANGING TEXT

Unlike creating a new post, when you edit a post all the fields are filled in.

Nerrarirg praftak e a pou flood smeary

To edit or delete an image or media item
within your Post, refer to page 20.

You can edit the Post’s Permalink (URL), but for SEQ reasons this is not recommended.

Remaining profitable in a post flood economv To edit the Permalink, click the Edit button and
Permalink: o ffueureheed kingRcherhase. comjgeneral fremaining - praf - flnad - eeancmy Fdir Wirwr Prst Coer Shnrrlink type m your new pOSt address

Wordpress will do all the formatting for you:
lowercase text, remove spacing, remove illegal
characters etc.

*wreralink: bttp: | ffutarsbeaf king Asharhat.comganeral | Femairing-profitabla-in-a-pasi | | 0K | Cancel | Gat Shortlink

Once complete click Ok.
(licking on the Get Shortlink button will provide a shortened
version of the permalink. This shortlink can be used for emailing a

link to the Post to others or for linking the Post to social networking
sites such as Twitter and facebook.
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EDITING A POST - COMMENTS

You can view the comments to the post you're editing in the Comments Panel on the Posts page.
This will only show the latest five comments to that particular post. To view more, use the Comments
submenu on the Admin Menu Panel.

Comments

No comments yet.

EDITING A POST - REVISIONS AND ROLLBACK

If you've made changes to the Post but later realised the original content was better you'll see a list of all

revisions made to the post under the Revisions Panel.

Revision for e " ereatel on sy Apel, soa @ 10053

Ifyou choose to compare two posts side by side to see what changes have been made,
WordPress will highlight any differences in the posts.

.~ Edit Post

Post updazed. Yisw pos]
Once the Post is edited and updated, click on
Publish to save it and a message should appear
that reads Post Updated.

FutureBeef

Posts - blog posts or news items

Revisions

L agril 011 & 134 (Autosave] by Stuar
19 Al SOLT & 10:5] by Sluart

19 April 01L& B4 by Stuan

18 April JDLT B 44 by Stuar

13 April 2011 & 339 by Stuart

When reviewing a Revision, you will be given
a fulllist of other copies of that Post and some
options that allow you to Restore a previous
version or to Compare two posts side by side.

Restoring your Post to a previous Revision will
save the Post and display a message to show
which revision has been reinstated.

Wordpress Training Manual



DELETING A POST

DELETING A POST - SINGLE POST

O Title

O test

Edit | Quick Edit | Trash | View

DELETING A POST - MULTIPLE POSTS

All (5) | Published (5) | Trash (8)

¥ Bulk Actions &1 Apply She
Edit E

™ test
™ Aliqguam eu ornare sem

ET Lorem ipsum dolor sit amet

™ Tristique vel odio

O

Pellentesque feugiat felis ac

O

Title

DELETING A POST - EMPTY THE TRASH FOLDER

To permanently delete items in the trash folder, use the

following three steps.

3. From the Bulk Actions drop down, select
Delete Permanently.

RESTORE A POST

To Restore an item/s from the Trash back to the site,
follow Step 1and 2, but on Step 3 select Restore
from the Bulk Actions drop down.

All (5]

¥ Bulk Actions
Restore

Belete Permanently

| Published (5)

IE (no title)

# (no title)

@ (no title)

Posts - blog posts or news items

To Delete a single post, hover the mouse over the Post to be
deleted and select Trash from the appearing menu.

This will not permanently delete the post but move it to the
Trash Folder.

To Delete multiple Posts, tick the checkboxes next to each post to
be deleted.

Select Move to Trash from the Bulk Actions drop down menu.

| Trash '™

Apply 1. Click on the Trash link at the top of the table.

2. Select the checkboxes of items to be removed.

Please Note: A single title can be emptied from the
Trash Folder by hovering your cursor over the title
and selecting Delete Permanently.
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MANAGING CATEGORIES

Select Categories from the Posts submenu in the Admin Menu.

Posts - blog posts or news items

The website pulls Categories from the Posts section, and only shows posts within certain categories.

Categories
Add Kew Cavegory Biiamen o g
LTS Ty Tha s raa s
Sug
. [ e
i K [ =
Fund - deiee &
horg r
it & e ighr
war g i, il s it
2 2 4o By Rt 2
Earpcrigrien

MANAGING CATEGORIES - ADD NEW CATEGORY

Add Mew Category

Mame
Thé RAMF i b JF BODRIS i pOUY EAF
Slug
The “shug” i the LWL < friendly version of the aame, it i useally 4 iowercare and contaim
anly beiters, mumbery, sag Ayphem
Fareng
L H
Caregonien, inIRE tAQH, A MIVE & RISFARCRY. FOU Fujgie e
ihat have chileiren calegoried for Bebop snd B Banol Potady optonal
Description
The deséription i nof proviinent by defbull, howswly, some Mhénes may show §

Atdl Krw Cafrgary

MANAGING CATEGORIES - EDIT OR DELETE A CATEGORY

[ What's new
Edit | Quick Edit | Delete

P ST

Please Note: All new categories will only display under the
Parent Heading selected. Multiple Parent Headings cannot
be chosen for a new category.

(A URL friendly version of the name)

To Edit, Quick Edit or Delete a Category, just
hover over which Category you would like to
work with and a sub-menu will appear.
Editing a Category is similar to creating a
category (screenshot above), all the fields will
be populated and simply place your cursor
wherever you wish to edit.
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Media - images and other files

MEDIA
| UPLOAD OR INSERT MEDIA TO A POST OR PAGE |

UPLOAD OR INSERT MEDIA TO A POST OR PAGE

UPLOAD OR INSERT MEDIA - HOW TO UPLOAD / INSERT

The screenshots below show the process for upload of an image file to a Post or Page. Whether you choose
image, video, audio or other media - the look and process is almost identical and will follow the same steps

described here.
Upload/ Insert Image
‘ [ Upload/ Insert Video
Upload/Insert Upload/ Insert Forms - do not use refer page 40

als
1

Upload/ Insert Other Media
Upload/ Insert Audio

|

Select the type of media you wish
to upload or insert into your Post
or Page.

From Computer Friom URL  Media Library

Use the tabs to select where the
media is coming from - Computer hard
Choose files to upioad Sefec Files - drive, URL or Media Library.

Madimum upload file size: BWE

You are using the Flash upload’ “roblems? Try the Browser uploader instead.

Alter a Fite had Bevn upioaded ¢ can add fitles dnd dedoriphions.

Add media files from your computer

- From computer - click on Select Files and the
File Browser window will appear, just select the
image from the hard drive.

- From URL - enter the address for the image.

- From Media Library - browse the library and
selectimage.

Once you've chosen your image and it has uploaded to the server, the dialogue box
will expand to provide further information for the image (or media)
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UPLOAD OR INSERT MEDIA - DESCRIPTIONS

File name: read -more_phg
File type: image/ong
Upload date: Agrl 1%, 2011

Edix image

Dimensions: 29 = I8

Titla *  read mode

Alternate Text

Al rext far ihe image. &0 “The Mong Lisa”™

Caption

Description

Link URL natp: / ficingficharhodtCom fwp=content fuphoadd f 301 1 /04 read =mads. png
WnRE File LIR Prar L
Enter a Onk URL or click above for presels
Alignment = MNone (B= Left = Center ) ™Right
Sire Thumbnail Medium Large = Full Sla
(=9 x 25}
Isert s Posi Use as Teatured imaos Dalein

Insert Into Post - inserts
the image into your post.

Use as featured image - Selects this Delete - Removes the image

image to be featured image on Blog Post. off the server and it will not
display on any posts or pages it
may have previously been on.

Once all descriptions are done
click on Save all changes.

When uploading Audio, Video or other types of media, click on
the File URL button in the Link URL. This is so the file can be
directly downloaded from the website.

Refer to Handy Hints p56 for an example.

Media - images and other files

Title - this is the text that displays when the
cursor hovers over the image.

Alternate Text - displays while the image is
loading or if the image can no longer be found.

Both Title and Alternate Text are required for good SEQ.

Caption and Description are not used in a
Blog Post (News) and can be left blank.

Link URL - insert an URL if you want to link the
image to an internal or external page. Or link the
image to itself to make it clickable to open in it’s
own window.*

Alignment - set the position of the image in
relation to content.

Left - align to the left of the content.

Center - align in the centre of the content.
Right - align to the right of the content.

None - text will be below the image.

Size - choose from 4 different sizes for your
image to display. If not specified, by default the
system will choose the closest size match without
exceeding the original size.

Thumbnail - 150 px wide x 150 px high (max).
Medium - 300 px wide x 300 px high (max).
Large - 700 px wide x 600 px high (max).

Full size - entire size of uploaded image.

The system will constrain your image if the size
goes outside the specified height or width.

Please Note: Selecting full size can break the layout
and cause the page or post to be slow to load or fail to
display properly. It is not recommended.

*Itis a misconception that the www is a required prefix
on all web addresses. Adding the www to URLs that do
not have them may cause your URL link to fail.
e.g. http://www.breedplan.une.edu.au/

should be

http://breedplan.une.edu.au/
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Media - images and other files

HANDY HINTS

If your YouTube URL for linking is:

http://www.youtube.com/PmX6m98gD_Y

Add opening and closing square brackets around the URL to embed the video.

[http://www.youtube.com/PmX6m98qD_Y]

Remember to hit Enter/Return after your link so that additional content starts on a new line - separated from the URL.
To view the video click Preview in post or page to see if the video had been embedded properly.

EDITING MEDIA - IN A POST OR PAGE

i (| || 2

Paragraph 0| =

A = R =

= lectus nulla, mattis in sodale

= T elit nunc nec nulla. Nam id
=l Eit Image £== .

-:. _ ‘ ¢ assa, molestie vel elementu

o ~ lobortis est laoreet sed. Etian

magnis dis parturient montes, nascetur ridiculus 1

ornare mollis. Nullam eret nune tortor.
Path: p = a » img.alignleft size-full wp-image-316

Use Edit Image if you wish to make some edits to the existing
image. e.g. size, alignment, title etc. This will open up an
Edit Image tab and Advanced Settings tab.

To change to a different image, use Delete Image and then follow
the instructions in the Media Section on page 18 to insert a new
image into the Post.

This process will be similar for edits to inserted video, audio or other media
types.

Eddit image  Advanced Settings

Size ? :
e, YT

Almost all features in the Edit Image screen

10K
pre are the same as when you inserted an image.
i The main notable difference is the ability to
L
— change the size of the image inside the post
Alignment = pone B ™= Left {3 = Center = Right ina visual editor
e St I you need be specific about the image size,

Alternate Texk
Caption

Link URL
Heane Cuirrent Link | | Lk to beage

Enter a link [RL o click abeve for preseds

Uedaie Camel

add a border, or change the Link Settings
click on the Advanced Settings tab.

hittp./fkingfisherhest, com//wp-content/uploads/ 201 1A0d/commiunity.)|

FutureBeef | Wordpress Training Manual



Media - images and other files

THE MEDIA LIBRARY

THE MEDIA LIBRARY - UPLOAD NEW MEDIA

The screenshots below show the process for upload of a media file to the Media Library. Whether you choose
image, video, audio or other media (pdf, ppt, docs etc) - the look and process is almost identical and will
follow the same steps described here.

s Posts

Eh Media
Library

Add New

& Links

[E] Pages

) Comments

Events

Upload New Media

Choose files to upload Select Files
Maximum upload file size: 8MB ) )
An Upload window will appear. Browse your

You are using the Flash uploader. Problems? Try the Browser uploader instead. .
computer for the file you wish to upload.

After a file has been uploaded, you can add titles and descriptions.

Unlike uploading media via Posts or Pages, the Media section has fewer options and requirements when
uploading to the site.

= 1
T—— Flle mame: “wacder-iuriet png

File type: mage /oo Title - this is the text that displays when the
il bt pch 18y 201 cursor hovers over the image.

Dimsenpiony 580 = 180

Alternate Text - displays while the image is
loading or if the image can no longer be found.

Ile mrags

Both Title and Alternate Text are required for good SEQ.

Titls *  RACE!-URNE

Almrmate Test
AT beat for the image. £g The Mang Lina®

Caption
Daacription
e egfisherhas L com fwp-conten fuploads | 200 1/ 04 helde - senie. pry

Lodition of e wwicaded e
Delele

Fibe UmL

s Once all descriptions are done click
on Save all changes.
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Media - images and other files

THE MEDIA LIBRARY - EDIT MEDIA

57 Posts . .
Choose Media from the Admin Menu.

Media

Library

Add New Select Library from the drop down.
@ Links
Pages
() Comments

[ Events

I-=',_'§ Media Library sdise

ARG | g (175 | el Hover your cursor over the image you wish to
T o e S Edit. Select Edit from the menu that appears to
s :: i the right of the image.

o

W . Edit the text that appears with the image or

select the Edit Image button to make basic
= Q T T e e changes to the image: cropping, rotating,
. flipping and resizing.
ol H :.;I-Irl topdll g Froee rmug s
2 Edit Medi
[ mmn seacs
Fll® nanm communing pg
. File type: Imageripeg
Updoad date: March 300 2011
Dimamionw 170 x B
FAit Image
Tile . communiny363233
Crop image Alternate Text
AT rear for nhe #, g TThe Mons Lia™
Rotate 90° counter-clockwise ! B
. Caption
Rotate 90° clockwise g
. . Daseription
Flip vertically
Flip horizontally
Undo edit
[ Redo edit
Jﬁ}ﬂ"' EE | Scale Image

Image Crop (help)

Aspect ratio;

Selection:

Once all edits are complete click on
Save to keep the changes.
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THE MEDIA LIBRARY - THE CROP TOOL

Media - images and other files

Select the Tool. We have chosen the Crop Tool.

Drag the cursor over the image to begin
cropping the image. To finish cropping, select
the Crop Tool again.

Please Note: Once cropped and saved, this

cannot be undone.

THE MEDIA LIBRARY - THE SCALE TOOL

To decrease the size of an image, click on the Scale Image button. Add in the
dimensions for the new image size, then click on Scale. Try to keep the new
dimensions proportionate to the old dimensions to prevent the image distorting.
(e.q. If you downsize the image height by 30% - do the same to the width).

Upscaling the size of the images is never recommended as they can blur or pixelate. 120 x 80

This gives an unprofessional look to the site.

THE MEDIA LIBRARY - DELETE MEDIA

= MNLIS recording equipment
JPG

-
3

Edit | Delete Permanently | View

THE MEDIA LIBRARY - REPLACE MEDIA

To replace a media file, open the edit media page by clicking on
the media file name. Choose the Upload a new file option.

Replace Media Upload
MOTE: You are about to replace the media file "FB-Cerificate-Aug1 2. pdf,

Chaose afile to upload fram your computer

I Erowse..

Select media replacement type:

O Just replace the file

Nobe: This option requiras voul fo upioad 2 file of the same fype (appiication
ho matter what the file ol wpload is called.

(® Replace the file, use new file name and update all links

Nobe: if o checl this oplion, the name ahd fipe of the fiie you are about
to point to the new fiie name.

Upload | Cancel

Scale Image
You can proportionally scale the original image. For b

may become fuzzy.

Original dimensions 120x80

Hover your cursor over the Media you wish to
delete. Select Delete Permanently from the
menu that appears to the right of image.

Replace media Upload a new file

To replace the currant fiie, click the link and upioad a repiacermeant.

(lick the Browse button to choose a
replacement file to upload (use a filename
numbering or date system for version control).

Select the use new file name and
update all links option to avoid browser
caching problems.
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Events - on the calendar

EVENTS

The Events Manager in Wordpress is a fully featured plug-in that allows the listing of events, locations, calendars and bookings.

Please Note: For the purpose of this Event plug-in, Events organised and run by FutureBeef are referred to as Internal events.
Events organised and run by other entities or businesses are referred to as External events.

THE EVENTS PANEL

In the Admin Menu select Events to

display the submenu and manage and Events Overview of events
reate your events, Add New Add new event
Event Status Add, edit or delete an Event Status type
Event States Add, edit or delete a State
Locations Add, edit or delete locations
Bookings Add, edit or delete bookings for events
OVERVIEW OF EVENTS
Sort by Date, Status or State by Shows the events
using one of the dropdown menus. current status.
(lick Filter to apply your choice.
é? Event Adanew
All (30) | Published (19) | Drafts (11) | Trash (2) J AL
Bulk Actions +| ( Apply | Showall cates +| Show All Event Status +| Show All Event States ~| | Fiter |
[ Events Event Date Event Status Bookings
) Webinar: Weaner management in northern beef 20/04/2012 External bookings
herds - Draft
= BusinessEDGE: Katherine 22i05/2012 External bookings
() BusinessEGDE: Cloncurry 01/05/2012 Current External bookings
o ] BusinessEDGE: Clermont 18/04/2012 Current External bookings
Bulk Actions allow for a process to be (lick Bvent Date to order your Displays bookings
applied to multiple events in one go. events chronologically. as Internal
Click Apply after selecting from the (includes number
drop down menu. of bookings) or
External (third
party event).
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CREATING A NEW EVENT

Events
Add New
Event Status

Event States

Events - on the calendar

(lick on Add New from the
Events menu in the Admin
Panel or from next to the title

Locations }
_ on the Events Overview screen.
Bookings
& Add New Event
Add aTitle for the Event.

Lpaeiraen T

B l=y EEZ® EZ S L B e

Pagmens. =~ ([ B2 L2/ A-¥-8 « =B 2CcF—08

WordPress uses a powerful user friendly
WYSIWYG (What You See Is What You Get)
Editor for adding content and images. This
is the same as the editor used for creating
Posts or Pages.

Please Note: For WYSIWYG Editor make
sure the Visual tab is selected.

Famp
Woed count. D

Use the Event Information Panel to set the Dates and Times for the Event.

Event Information ‘ Select the Start and End date
from the drop out calendar
Start Date: End Date: i - T =]
format: dafmmfyyyy format: ddimmifyyyy L 3 — J
Su M Tu We Th Fr ia
Start Time: I End Time: [
1 2 1 4 3 t 7
[ ] L il 11 {1 il 14
L 13 1% iT 18 w n 1
Select the start and end time from the 2 23 24 w2 a7
drop out clock in 24 hrtime. i Fh
i ] 1 2 3 4 § 00/05 10
AN
4 7 -] g 10 1% 150 30| 38
‘ 12 13 14| 18 335 40
P,

Use the Ticket Information Panel to set the Name, Number and Price for Internal Events. Price can be left blank for FREE events.
Tieket Information
= Abrrw for nicwts T

/ T Woan Dot WA L T Valod CITT B 01, B8 A PRGN T FYTTAIR WINNT CADAMY T BO0ians) Toemm an i

Tickst i Bressctir manngement wn Ameon) of tickets 500

Ticketn por bocking. Prica: §

| T B, S G

Note: if youAllow for Tickets' to be booked to an event, and don't put a value in Tickets per booking other than 0, the booking form will not display on the event page.
The event creator must put in the amount of tickets per booking (the values for the $ per ticket can be left blank).
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Events - on the calendar

Use the Event Location Panel to set where the Event will take place. Select an existing location from the database or create a new entry.

Event Location

Select a location -- Please Select -- |
Or create a new one
Location Name

Phone Number Please Note: When creating a new
location entry, all fields are mandatory

Street Address 1
except for Street Address 2.

Street Address 2 q q
Please Note: For the location to display
Town/City correctly in Google maps, it must have a
State street number. Check with local councils
for community hall details.
Postcode

Use the Event Administration Panel to set the Organiser and Notifications for the Event.

Event Administration Set the Event Organiser - ALL bookings and enquiries related to
the event will be emailed directly the organiser.

Please Note: Event organiser needs to be member of ‘staff special’ group
or their capabilities will need to be updated to include ‘Edit Events”.

Event Organiser: -- Please select - j

Event Motification: (] Email [_] SMS

Set the type of notification used to remind the subscribers/attendees for the
event. Choose one or both types. Emails are sent 3 days prior to the event
and SMS are sent 24 hours prior to the event.

Please Note: Notifications are only active for Internal events.

Set the status in the Event Status Panel.

Event Status
STl When creating the event, tick Current in the Event Status

O Current Box. The system will default to Previous if left blank.

] Previous events

Set the State in the Event States Panel.

Event States
Ewvent States  Most Used

ONT
[ aLp
CIwaA

Usethe Event Publish Panel to save and/or publish the Event..

Publish
Suwes Deun Prever Ifyou haven't finished with putting all the
St Dot 01 event information in click on Save Draft.

Vigitdiry: Pulblio £t

™ Publish immediniely [dd

Click on Publish when all

information is ready to display.
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Events - on the calendar

EVENT LOCATIONS

EVENT LOCATIONS - ADDING, EDITING AND DELETING

Events
Add New

Event Status

Select Locations from the expanded Events menu in the Admin Panel.
Event States
Please Note: You can select ‘To be advised' if the venue is still to be confirmed.

Locations
Bookings
Locations Addnew To create a new location, click on Add New in
Bulk Actions ; ~| (" Apply ;) the Locations Panel. This will display a Add
New Location form for completion which is
Name explained in the next screenshot.
[ < Al~ra Showarounds
[ Alpha Golf Club To Delete a location, tick the box/es at the

start of the Location/s name. From the Bulk
Allor Stiowgiowits AFtlons dropdown, select Delete and then
View in Google maps | Edit location click Apply.

[

O

Arid Zone Research Institute

To Edit hover over the Location name to reveal the submenu.
Choose Edit Locations to make changes to the location
details. Click on View in Google Maps to open a new
window and see how the location looks on Google Maps.

Add New Location

Location name: Give your location a name
Phone number Add a phone number for the venue / location if you wish
Street address 1: attendees to be able to contact the location directly.
S add 2:
rest address All address fields, except Street Address 2, are mandatory to
Town/City: successfully add the new location.
State:
Postcode

Additional information

This field can be utilised for extra information important
to the location. e.g. Room number, specific parking area,
instructions for place to check-in.. ..

Save Location Once all details are complete, click on
Save Location to save all entered details.
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Events - on the calendar

EVENT BOOKINGS

EVENT BOOKINGS - CREATE A NEW BOOKING

Events
Add New
Event Status
Select Bookings from the
Event States .
_ expanded Events menu in the
Locations .
Bookings Admin Panel. To create a new Booking, click on Add New in
the Bookings Panel. This will display a Add
New Booking form for completion which is
| Bookings s explained in the next screenshot.
Pending Bockinga
Event Xame Booking [T Business Namnes Fhane Emaill Address
Toul Cvmrt GLAENOOOI Shwmicty Far-iy i (LTS LR St o T B T
B Andrew
B Pma
& Campnn
8 Paoken
Evenis with bookings enabled
Fxvemi Name Hookings no. Sawrt dabe End duie
] Tasi B 04 B BOAS O
Evanis happaning Todey
B T [ T 0
Pasi Events with bookings onabled
Allows user to view Allows user to view Allows user to view Allbookings and their
event bookings from bookings for events for all current events with details that are pending
past event. occuring today. bookings enabled. confirmation from the
Event Organiser.
Add New Booking
Event: ~ Please select - +| Select the Event the booking relates to.
Name(s):
1.
2.
a. Up to 5 people can be included in a single booking.
4,
5.
Business name: Enter a Business name or Surname to be associated with the booking.
Address:

Fhone Number: Enter contact details for the booking.
Mabile:
Faux:

Email:
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Dietary needs:

Special needs:

Notify me by: ] Email ] SMS
Payment Recaived? Awaiting payment j
Status Pending j

Save Bookings

Events - on the calendar

Enter information about any dietary requirements.

Other information which requires to be noted for the
booking.

Select either Email, SMS or both as the preferred method for
communication or notifications about the event or booking.

Payment Received must be selected for any FREE event/s.
For paid events, the organiser must wait for the payment
to be processed before changing to Payment Received.

Al bookings will default to Pending until the booking is
confirmed by the Event Organiser.

Note: many of the ticketing and event admin

fields won't be saved unless the event is then
published. Merely using Save draft won't work.

EVENT BOOKINGS - EDITING A BOOKING

Event Name

Test Event
View event | Edit event | View all bookings

In the first Bookings Panel, hover over the
Event name to reveal the submenu. From
the submenu, Select View all Bookings to
display bookings associated with that Event.
This is explained further over page.

Once all details are complete, click on Save
Bookings to save all entered details.

When saved, each booking will be assigned a Booking
Booking ID ID Number which is generated as a code by the system.
AL TNVIO0053 This booking number can NOT be edited but is used to
Edit booking identify individual bookings for tracking, viewing, editing
and confirmation.

To edit a booking (most commonly to change a
Status or Payment Pending), hover over the relevant
Booking ID number to reveal the submenu. Select
Edit Booking to make changes. Don’t forget to
click the Save Booking button when finished
to save the changes.
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Events - on the calendar

EVENT BOOKINGS - VIEWING AND MANAGING BOOKINGS

Events
Add New

Event Status
Select Bookings from the

expanded Events menu in the
Admin Panel.

Event States
Locations

Bookings

Event Name Booking ID

] Test Evemt GLMNWO0033
View event | Edit event | View all bookings Edit booking

In the Bookings Panel, hover over
relevant Event name to reveal the
submenu. From the submenu, Select
View all Bookings to display
bookings associated with that Event.

i | View event bookings for Test Event Asibes Epecav

Confirmed bookings

Booking ID Business Mames
GLMMWOODTE) Shisids Family
1, Shiart
2. Andrew
1 Paul
A, Carsamn
A Moberd
Pending boskings
i pehding Dosangs
All'bookings that are All confirmed bookings The name of the To export the bookings for the
yet to be confirmed or for the Event will be Event selected will be selected Event, click on Export
that are cancelled will displayed. Hover over the viewable in the top title. CSV to generate a CSV report.
display under Pending. Booking ID Number to Please Note: CSV files are
reveal the submenu and viewable in Excel for PCand
edit the booking. Numbers for Mac.
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Newsletters - staying in touch

FutureBeef eBulletins

BRI KX S0 g RO MRCRRRRKI]

O BRER] X R DR

ailChimp training manual for FutureBeef eBulletins.
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YouTube video embedding

Newsletters - staying in touch

DODE

(MK

OO

T
MR

REXTRE

DR DX R CRX DO DR XTI DI

XD DI OB

DL R OO0 0N RO 0% KR M
R XX R R DR XSO

Pestivirus in Qld Beef Herds

= FutureBeefAu
= 5 Click Share
+ Addto 8 Share ore
Share Embed Email

flvlcf=l8] t [o)in] |

https://youtu.be/oMmu562DAIY

S [ 8]0
-—

Start at: 0:03

Uploaded on 12 Feb 2012
Dr Geoffry Fordyce (DEEDI) discusses Pestivirus in Queensland Beef Herds.

SHOW MORE

NN DMRARANM
ROXDIBIN MBS DR

R

218 views

g Po

Link

Copy
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PDS settings - producer demonstration sites

PDS SETTINGS

ADDING A NEW LISTING

Select PDS Settings from
the Admin Panel.

AIIPDS listings will display on the map after being saved.
Use this feature after saving new listings to check the
location is correct.

Add new PDS listing
Town or shire. Largest town in the State URL link to PDS information.
PDS area. ‘ X
£ b S DA J fememe———— (lick on Remove to delete a particular line.
o

(lick on Submit to save the entry

EDITING A LISTING
{1} PDS Setti
Select PDS Settings from the

Admin Panel.
FOS: Mangumy Miser Trrart: Wgars e 0D x| Watmtn P S s com st Senon
| LR M RSO0 D LN WY =| WD — . . o 4. .

- i = i Edit previous PDS listings by selecting the entry,
POB:  Pocte, eIaTERN, M2 Mg Towr P e T ————— changing information within the fields.

s e, s L Click on Submit to save your changes.

FDS5: Fany bbwiw o Forroy B WA ﬂ WiaDmas O s L OO BT ETore

P B ey Fraer Mo ST x| Westmer WS e com i e

FOS: Larrawa Stton Mhiger Tirwrr: | Fiamay Crosasry S WA = Vatete tro-twwehtuest s frrer

g J
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CONTACT FORMS

CREATING A NEW FORM

Contact forms - collecting information

[Z] Contact

Select Contact from the
Admin Panel.

Use the default language (English)

Add New

Or

(select language)

~| | Add New

Alightbox panel will appear on your screen.
Select Add New from under the default

language

Unititied|

(English).

(lick on the text“Untitled”and type a name
for the new form. Click on Enter to save
the form.

Copy this code and paste it into your post, page or text widget content.

Generate Tag -

To add fields, select the field type from the
Generate Tag dropdown menu.

Text field

Text field
Email field
Text arsa
Drop-down menu
Checkboxes
Radio buttons
Acceptance

Quiz

CAFTCHA

File upload
Submit button

[ Required field?

Name
[ text-754 ]

id (optional) clazs (optional)

size (optional) maxlength (optional)

Akismet (optional)
[ This field requires author's name
] This field requires author's URL

Default value (optional)
(] Use this text as
watermark?

Copy this code and paste it into the form left.

[text text-754]

And, put this code into the Mail fields below.

| CE—-——

After saving, a line of code for the form will be generated.

This code allows the form to added to the particular page
or section itis to appear on.

Edit your form to add fields and functionalities to the
form, then copy this line of code and paste directly into
the site content where the form is to appear.

Once a field type is selected (example shows Text
Field) more information will need to be specified.

Set the parameters for your field by choosing
options for required field, name, ID, class, etc.
Options can be left blank.

Copy the text that generates in the brown
line and paste into the Form html box
(shown over).

Copy the text that generates in the green
line and paste into the Message Body
(shown over).
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Form

=p=Your Mame (required)<br /=
[text” your-name] </p=

=p=Your Emalil (required)<br /=
[email* your-email] </p=

=p=Subject<br /=
[text your-subject] <fp=
<p=
Some field<br /=
[text text-754]|
</p>
<p=Your Message<hr />

<p=[submit "Send"]</p=

Message body:

From: [your-name] <[your-email]=
Subject: [your-subject]

Message Body:
[your-message]

text-754]|

Mail

To:
info@futurebeef com.au

From:
[your-name] <[your-email]=

EDITING A FORM

= Contact Form 7

SOnEaCE 1 | Cuiidm Evant Bubmes Teat foarm

Add new fields in the same way as when the form was created.

Delete a field from the form by removing the field code from the
Form html box and from the Message Body Box.

Contact forms - collecting information

The Form html box displays all the underlying code for the form.

Add the code from the brown box (created as on previous page)
to this Form html box. Place a <p> tag at the start of the line of
code and a </p> at the end of the code to have each section of
the form start on a new line.

There will be a line of code to copy and paste for each field added
to the form.

The Message Body contains the information sent by email for

the form that is created.

Add the code from the green box (created as on previous page)

to this Message Body.

There will be a line of code to copy and paste for each field
added to the form.

Use the Mail box to designate which email
address the collected form information will be
sent to.

To edit a form, click on the name of the form from

the sub list (highlighted example is “test form”).
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Broken links

BROKEN LINKS

The Broken Links plugin will check for
broken links every 72 hours.

Tools a
L :::'T“ Select Broken Links from
[I7] Sattings . .
| Expon Tools in the Admin Panel.
| Conlact Beriionn Linkes ()
Tl Broken Links (3)
Broken (3) | Redirects (93) | All (2020) Note: Ignore any error that starts with 50*
Broken: Lists how many links Redirects: Lists how links All: Shows all links available
are broken. Generally these on external websites are on the site.
links will display a 404 page. redirected to a different URL.
O URL Status LinkTedt  Sowre
O O Ot oL 404 Mot Fauedt e To Edit or Repair a broken link, hover over
{ the link to reveal the submenu and choose edit,

unlink or not broken.

D http:ifwww.gld.gov.auemergency
Edit URL | Unlink | Not broken

Update the link by clicking on Edit Unlink: Removes the link from Not broken: Reinstate the link Double check the current link
URL and entering the new link. the textif it no longer exists. as correct and change the by clicking on the link title.
Note: Click on the Update URL button to status to Not Broken.

save the change.

Broken links identified by the system will be given a code which displays in the Status.
e.g. 404 Not Found.

Although there are several number codes that can be generated, the 404 code is the
most important. A 404 code refers to a dead link - meaning the URL is incorrect or
the page has been removed and the link is no longer reachable. For these, select Edit
URL and enter a new link to be added to the text or select Unlink to remove the link
permanently.

A 503 code means the script couldn't find the page at the time of activation. This may
be because the other site was undergoing maintenance or a temporary disruption took
place. These links can be reinstated by selecting Not broken.
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Settings

SETTINGS

USERS - ADDING A NEW USER

Select Add New on the Users sub-menu

All Users in the Admin Panel.
Add New

Your Profile
User Role Editor

§° Add New User

Creats o brand new user a7 add £ In I ke Username: Please set the new user's email address as their
Liaemacme froqure ’—‘ username.
E i oty Email: Enter email address for new user.
Firnl Hams
Las rame ——— Password: Set a password of choice. For good security, it is
— recommended that all passwords contain a mix of both

i ! uppercase, lowercase, numerals and symbols.

——= Send Password: Tick the box to send an email to the new user

Stngin ndexes it T e containing their username and password details
oot vl T~ p—— forlogging in.
s 4 ) — Role: The system defaults to the Role being set as Subscriber. Use

the dropdown menu to assign a different role (explained

CEI» below).

Select Add New User when user
details are complete.

ROLES OVERVIEW:
Public Site
Subscriber: Make comments, book for events, receive newsletters.

Administrator:  Permission for everything.

Author; Write posts, pages and newsletters but not publish. (submit for review by an Editor or Admin).
Contributor: Write posts and newsletters but not publish (submit for review by an Editor or Admin).

Editor: Write, edit, delete and publish posts, pages and newsletters,

Event Organisers: For non-editor and non-administrators who need access to administrate events.

Staff Intranet

X General Staff: ~ One each for Qld, NT, WA and MLA. Gives access to forums, wiki and staff resources.

X Special Staff: ~ One each for Qld, NT, WA and MLA. Gives same access as general staff but with additional
permissions to add, delete and edit posts and pages on the main website.
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USERS - EDITING AND DELETING

All Users

Add New

Your Profile
User Role Editor

Al | Aghrinistiabey (1) | Corgributgy Bty Evort Organisers [ | Subsoriber (B8
Bulk Actions e G Crange rola 5., »| | Change
Usernama Nama E-oail
Use the Bulk Actions drop Use the Change Role drop

down menu to apply changes
to multiple users in one step.

Select All Users on the Users sub-menu

Settings

in the Admin Panel.

Filter the User List by Role

down menu to apply changes
to multiple users in one step.

alcoota@bigpond.com
Edit | Delete | Capabilities

Change capabilitics for user alcootai@bigpond.com

Fols  Subscnbaer

bl

Esnmmummm rASARIS torm
_ Show cepracased capabilitag

Add eapabilities to this user:

Add capabilities to this user:

O Activate plugins &

[ Add users &

[ Create users &

[ Delete events

(] Delete locations

] Delete others events
[ Delete others locations
[ Delete others pages ‘&
(] Delete others posts ‘&
(] Delete pages ‘&

(] Delete plugins &

[ Delete posts &

(] Delete private pages &
(] Delete private posts &'

(] Edit posts

[_] Edit private pages
[ Edit private posts

[ Edit published pages
[l Edit published posts
V! Edit recurrences

(] Publish events
] Publish pages
[ Publish posts
v Read

] Read private pages
[T Read private posts
) Remove users

(] Edit theme options
[ Edit themes

[J Read others locations

Search User database

| gidstafl

Rale

Column headings that appear in blue can be
selected to reorder the listed users by that
header type. All users can be selected by
checking the box at the start of the headers.

Hover over the username of individuals to display the
submenu. Choose Edit, Delete or Capabilities to make
changes to the user.

Make sure the box for Show capabilities in
human readable form is checked.

(hange the Role of the User.

Check the boxes of individual capabilities you want
to give the user.

Note: Any capability that is ticked and greyed out is
specific to the Role assigned to the User. These can only
be edited by changing the Groups Capabilties in the User
Role Editor but this will change that capability to the

[_] Edit usergroups (] Switch themes entire user group.
] Edit users (] Unfiltered htmi
[ Ef view calendar [ Unfiltered upload
[T Ef view story budget ] Update core
v Events admin ] Update plugins
[ Export [ Update themes
O Import [T Upload files
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Settings

MENUS - ADDING AND EDITING

Themes Select Menus on the Appearance
Widgets sub menu in the Admin Panel.
Menus
Editor
Main
Menu Mame  Main One menus or navigation bar is currently available on the

site - Main (at the top of the page with a second level
appearing as drop downs). Choose the Main tab to edit
Menu text.

Delete Menu

Note: DO NOT click on Delete

Menu, as it will remove the entire
menu from the website.

To create a custom menu item (a link to an external website or page),
Custom Links use the Custom Links panel on the left side.
Note: When adding the URL, the http:// must be included at the start, or the link

i nerptl will fail and go to a 404 error page.
Label [ Keep the Label for your Menu Item short so as to not break the menu formatting.
Click Add to Menu to save the link information.
Add to Menu
Pages

To add a link in the menu directly to a page on the website, use

Most Recent  View All Search )
the Pages panel on the left hand side.

[ The Business EDGE

) MSA Producer Demonstration Site: Select the page or pages to be displayed and click on the
Marketing and MSA forum Add to Menu button.
] Larrawa Station Producer

Demonstration Site

[_] Best management practice for the

Top End

[C] Graduate certificate in agricultural

consulting

[] Land systems of the Kimberley i

region, Western Australia ¥

Select All Add to Menu

To rearrange the menu order, simply click on the menu item and drag it
to its new position.

i

{

To create a second level menu item, click and drag the item to the right.
Mg To make the item a top level item, click and drag to the left.

Note: The website only supports a two tier menu structure in Main menu.

(lick on the Save Menu button to save all changes made to the menu.
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STAFF INTRANET

The Staff Intranet is a sub-site of the public website.

Settings

Please note: When adding a user to a subsite, do not use the Search
Users function, as it will be limited to that particular website.

When selecting users, only select the users on the page currently

STAFF INTRANET - ADDING AND EDITING A USER

viewed, and apply changes. Repeat the steps on each users page.

Note: User must already have registered via the public website.

My Sites FutureBeef intra

I Network Admin

Fre

Navigate to the subsite by the My Sites

[ I.:ﬁ\l .
LY FubmeBost | drop down menu in the Tool bar.

2 '@' FutureBeef intranet

| - SR

All Usarn Select Users in the Admin Panel.
A3 Merw

Youi' Pridis

Al Mew Fole

Select Entire Network in the Users Overview page.

Entire Metwork | All (5) | Administrator (5

DU Users e Select Add New at the top of the page.

A Help
Ji Add New User

Add Existing User
Enter the email address or username of an existing user an this network ta invite them ta this site. That persan will be sent

Enter email address (existing user).

E-mail or Username

Rale Subscrib
ubscriber V] Select role (e.q. Qld staff general).

Skip Canfirmation Email [ Add the user without sending them a canfirmation email.

Add Existing User

(heck the’Add the user without sending
them a confirmation email"box and click
Add Existing User.

To edit or delete the role of a user on the subsite, hover over the

{Biik Actions ™ +| | Apply Change role - name to reveal the submenu.
If deleting several users, tick the box at the start of each name
O Username and use the Bulk Actions Menu.
T andrew

Test the User role you assigned to any user by selecting “Switch
To" This will automatically log the user in for testing the
[ Username privileges are correct.

Edit | Remove | Switch To

To switch back, click on the Switch back to link line in the Admin

Bulk Actions x| | Apply area of WordPress.

Swch back 16 s1uan (Elust
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USER ROLES

USER ROLES - ADDING AND EDITING CAPABILITIES

All Users

Add New

Your Profile

User Role Editor

Roles
Add New Role

User Role

Select Role and change its capabilities list

Select Role: WA staff special | (] Apply to All Sites

Select the Role type for editing.

L] Activate phuging &

) A usary W

[ Craame rolss

0 Croate utars W

B Dalet el

B Deinte locutions

4 Dwete rareslotens

B Dodatn conare menets
1 Dutetn othors iooatons
4 Dasietr pshors pagus.
! Detwsn conars poss W
i Dates pages W

(] Delete plugm 4

& Deteta poss

# Dutete peivaie pages
L Dadade privale pogis &
! Ootetn putsishod pages &
& Deirte publshod posts W
L] Derleder rolers

] [Dadgne thamay &

) Dubon usavs W

L il categories

Add New Role

MName:

Make copy of: MNone

Select User Role Editor from the Users
drop down menu in the Admin Panel.

Editor

Edits by default will only

apply to the current site or
subsite. Check the box to
apply across all sites.

() Edht pluging ‘&4

i Edn post subacrigtions
B e poate

) Ex privain pages

B Edit privadn posts

B4 Exdit publkshed posts

Add

= Update themes

Settings

# Show capabilities in human readable form
] Show deprecated capabilities

Make sure the box for Show capabilities in
human readable form is checked.

(heck the boxes of capabilities that are to apply to
the Role. Uncheck boxes for capabilities that are not
to apply to the role.

Note: Capabilities are specific. Select each that is to be
applied. e.g Edit posts does not also give the ability to
publish posts.

Click the Update button to save any
changes made.

Scroll down the bottom of the User Role Editor
page for more options including:

Add New Role; Default Role; Delete Role; New
(apability (requires WP scripting knowledge); and
Delete Capability.
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Settings

All Users

Add Mew

To check numbers of capabilities assigned to a role or
Your Profile

number of users assigned to a role, select Roles from

User Role Editor the Users drop down menu in the Admin Panel.

Roles
Add Mew Role
. Rales see -
L ke Rt Bada Fom = Cagradiitim
Number of Users assigned to Number of capabilities
the Role group. assigned to the Role group.

FutureBeef | Wordpress Training Manual | 42



FORUMS

Forums

OVERVIEW

im forums.futurebeef.com.au

Visit forums via the link on the Intranet website or by typing
http://forums.futurebeef.com.au into the address bar.

Logging in is required for access to the Forums.

Dashboard Discussions  Activity Inbox  stuart Logout
{ Select Dashboard J Select Discussions to Select Activity to list Select Inbox to view Select your name to
to enter the forum view all discussions your Forum history. and send Messages. access your forum
admin area. in the forum. profile.

The Forum Dashboard Page

FutureBeef Forum

Wisit Site

stuart

Sign Chut

Dashboard 0 | what's the Buzz?
Appearance g 2 Users
I Ham 2 Discussions
| Barmer 3 Comments
| Themes 1 Mew commuints in the last week
| Messages
Recently Active Users
| Users ﬁ E ETLErT 12:33PM
i Ushrs E Jahn jJames June 14
| Roles & Permissbons e =
! e shahields Juiri
Authentication Recent News
| Connect
| Coma and Mast U @t thase Dvants  May 24
| "mu‘hﬂ a‘ H ehrg Wl Ever A pood mamh e meel semdans from Vanilia face e face, June i§ 1§ You can ind ons of us 5t the follawing eventa: jurs 12
| & ForumCon, Hooel Kabuki, San Francicco Jene (14, 15 8080, Universiny of Sackachewan, Savkamoon jure 21, 22 Big Soulder|Conference, S1 julien Honed,
| Manage Spam Boulder Sae you |-
; Mederation Quee May Release: Introducing Polls] My 13
Edit/Dwlete m VWi are very piaaied 1o Announce that it i Aow possible 13 create & poll in Vasilles Feromis This & just 1% A a anes of new postng abilines we
| Ban List are sdding te Vasilla over the coming manthd. Ta turm on polls, simply enable the Folis addon in your Dashboard, Thes wil) sde a [...]
I Create a unigue icon with Vanilliconcam  May 71
| Forum Settings When & e reglsters 1o & Vardla Forum and|doesn™ upload a profile picture, & Vanillicon b4 automatically created. Whist's (& VanilSoan? It's & unigue
: avatar that's created baved on Ine usemanme enlered, Vamillicons have been in use In Vanilla Forums for & long tme, in fack, over 500,000 of them
| Categories have been created 5o ..
Flood Cantrol
| Advanced
— Forum Admin Panel < Forum statistics View which users Recent news available Retum to the
appear in the What's have been recently for discussion. Intranet website.
the Buzz? section. active on the Forums.
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MESSAGES

Appearance

F Homepage
Banner
Themes

Messages

Manage Messages

Messages can appear anywhere in your application, ar
re—organize your messages by dragging them up or d

Page

Al Pages 2
Poslthen

Ancvn Mam Corgent 5 |

Message

Appearance

Indarmation Warresy Pass! Box
Mlow users bo dismiss this message

Enable this meszage

Save |
|

Example of a Message on a Forum

To subscribe to a particular topic, please
click on the “star" icon next to the
topic's name. To unsubscribe click the

"star" icon again.

Forums

To convey a message to forum users, select
Messages from the Appearance drop down
menu in the Forum Admin Panel.

Select Add Message from the Manage
Messages Box.

Page: Select the section of the forum that the Message is to appear on.

Position: Select from the dropdown options, the position the Message will
appear in.

Message: Enter the text of the message.
Appearance: Select how the message will appear to the users.

Allow users to dismiss this message: Check this box if users are able to close the

message.

Enable this message: Check the box to enable the message to be viewed. Return
and uncheck the box when the message is finished and can
be disabled. Unlike deleting, this retains the message to
display again at a later date if needed.

(lick Save when changes are complete.
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— P

Users
Rodes & Permissions
Registration

Authentication

Connect
Usernamu Ermail
John jarms jobn jamen Rilall gld, pev sy
shahlelds bahieldsfgmailcon

siuan astEhngfiche roreative cir.ai

Usemame

John Jamee

Ermail

pshm jarmaafbdal gid gov.au
[ Emall wisible to obher users

— Bansied

Bty
Chack all rolen that apply 1o (s auer
7 test rele
T Cuesl
_ Applicant
| Member

Maderator

Forums

Please Note: User accounts and registrations cannot be
created directly in the forum. New users must be added
via the main FutureBeef website.

To change the role of a User, select Users
from the Users drop down menu in the
Forum Admin Panel.

Aol Firat Viak st WisA Lasi P ptians

Mdmwisteator  June®  June 14 (£t (eieen Select the Delete button to remove
June & Jane & Eo] [Dviese) the user from the forum only.

Admistaniee ke i acueinay N Select the Edit button next to the

user's name to change their Role.

—

Roles give different types of capabilities to users and can be used to
give access to particular forums that others cannot view.

By default a registered user will be assigned the role of a Member.

Moderators have access to monitor the forum, make sure it runs
correctly, and to address issues or concerns that users may have.

® »

Pasaveand Dgtions.

Reset Password

=

USERS - ADDING A ROLE

Users

Users

Roles & Permissions
Registration
Authentication

jsConnect

Please Note: If you need to change a User password do it in WordPress on
the main website. Changing the user password in the forums area will not

O Reset password and send email natification to uier change it across a|| FutureBeefwebsites.

(lick on Save to update changes
made.

To add, edit or delete a Role, click on
Roles & Permissions.
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Every user in your site i asshgred to at least one role. Robes are us

|t mee

Aole Dascrigticn

Caant Cusutn cam anby view content. Anpnnag Browsing the
fl..]]
Applecant Uiers wha hine dpplied for membBeiihip, but R

]

Add Role

Role HName

Description

Check all permissions that apply io this robe

Carden Add  Aisw Apareve Delets [t Mamage  View
Activity ]
AdhvancedManfications

Apphicar -
Appiitatioms
Emaii
Meshaget
Mederahon
Pluging
Profiles wl ]
RegiuITation

Riikes

Reutes

Sattingn

Eigrin =]
Themed

ery

Comversathons Marage

Elsderation

Wamidlla Marage

Categoring

Larrings

Spam

Defaub Category Add  Announce Close: Delete  Edi Bink Wiew
Permissions

Commens il

E

Discussions

Forums

(lick Add Role to create a new Role.

Give the new Role a name and description.

Select which permissions will apply to the new Role.

A generic role like “QLD staff general”would have permissions
for - Activity: View, Profiles: Edit, View and Signin: Allow.

A moderation permission can also be applied to the Role
allowing those Users to look after conversations (discussions)
within the forum.

Vanilla is the name of the forum and these settings affect the
admin area of the forum. As the forum isn't for public use, they
are not needed for User groups.

Assign particular permissions to each Category for the Role.
e.0. QLD general staff would have: Add and View

(lick Save to update settings with the new Role.
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Forums

USERS - EDITING AND DELETING A ROLE

Users

Users

Roles & Permissions

Registration To add, edit or delete a Role, click on

Authentication Roles & Permissions.
jsConnect

Role

Some Roles cannot be deleted (Guest and Applicant) as they are

Guest base Roles for the system. We recommend not deleting any Roles.
To Edit a Role, click the Edit button next to the relevant Role and
Applicant follow the instructions as per Adding a Role.

To Delete a Role (not recommended), click the Delete button next

Member to the relevant Role. The following lightbox will appear.

Moderator R —- Y
Heads Uip! Deleing & Fode Cam Fevu o users mor Raving acoess to the application

0 useris) will b afecoed by tes agnon,
Chooie & nele that sephaned siari will bhe dikighed b

Administrator Replacement Role: Select an alternative Role

Repla Rabe . o
s = to be assigned to Users still listed under the

Confirm Email Duims Role to be deleted.

Click the Delete button to remove the Role.

ADD A CATEGORY

Forum Settings

» Categories

Flood Control Select Categories from the Forum Settings

Advanced dropdown menu in the Forum Admin Panel.

Msnage Cncgeran Huns Syow Helpt

::7:-: aiw el L P St i D Dag OO B LD s T o = C||Ck Add category tO Create anew
St memiem— Category.

gy Fiogeh Lidptast v e el o narm®

* T G i GARSE T
Comhigars for e jied ESegarinn o dhaled © v T T N P
o W e o Ch e B

s et abmpres o -t e oy [ e v |tk s DO NOT change or add to this section, as it has
Driptew 1ol Calwgpsrs an frosdbeen & e T TS IR
n.....d,.,.,,,:._-..:-...p... S et ppag been pre-setup for the FutureBeef forum.
lapemtd

Ehrganies Casgae
G e

Lastrn parwuns L
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add Carsgery

= ben allow i b

@ T“"-h

Category

Catogery Url ki | forarsi Aturetor oo/ mallaeatcgeny | ool

Description

Forums

Give the new (ategory a name and description.

——= Tick"This category has custom permissions”to
give the new Category different permissions.

T Thia etegory has cusben permodienl

Membar Add Announce  Closs
Commants H

Discussions ol

Moderator Add  Announce Close
Comments o

Discussions e o B
Administrator Add  Anpounce  Clods
Commints H

Discussians o o 0

=

Delem

Delee

Dalate

(21 Sink Wik

o Select which Roles will or will not have access
to the new (ategory.

Roles that do not have any boxes ticked will not
have access to the Category.

Edit Sink Whew

Edit Sink Wik

(lick Save to save the new Category and settings.
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GLOSSARY

Glossary

GLOSSARY

BLOG
A website on which an individual or group of users record opinions, information
etc. on a reqular basis

BOUNCE

Abounce refers to a bounced email address (also called hard bounce). It means
the email returned to the server that it was sent from. Generally indicates the
email address is nonexistent or incorrect.

DASHBOARD

The Dashboard tells you about recent activity both at your site and in the
WordPress community at large and provides access to updating WordPress,
plugins, and themes.

LINK ROT
A URL that has become permanently unavailable

MEDIA

Relates to images (support types: gif, png, jpeg), videos (support types:
mp4, mov, aiv, mpeg etc.), audio (support types: mp3, wav) and text based
documents (support types: doc, docx, XIs, xlsx, ppt, pptx, pdf, txt)

NEWS ITEM
An article that is News related

PAGE
Where information about a particular topic or subject is kept

PERMALINK

A permalink (permanent link), is a URL that points to a specific blog or
forum entry after it has passed from the front page to the archives. Because a
permalink remains unchanged indefinitely, it is less susceptible to link rot

USEFUL LINKS

BLOGGING

PINGBACK
Is an automatic Trackback

PINGS
Where a website is notified of another website’s update

POST
An article of recorded opinions, information, etc. The news items on the
FutureBeef website are posts

SCREEN REAL ESTATE

Is the viewable area on the screen, generally cut into 4 rows with the top 2 rows
being of highest priority

SEO

SEO (Search Engine Optimisation) is a technique that helps search engines find
and rank your site accordingly

TRACKBACK
Alink that “tracks” back to another blog

URL

URL (Uniform (or universal) resource locator), the address of a World Wide Web
page

WYSIWYG

WYSIWYG (What You See Is What You Get) is a visual editor like Word that
allows people to visually see what they are writing and how it will display

Using titles effectively on blogs - http://www.problogger.net/archives/2006/02/19/using-titles-effectively-on-blogs/
Post length - How long should a post length be? - http://www.problogger.net/archives/2006/02/18/post-length-how-long-should-a-blog-post-be/
Writing good content - http://www.problogger.net/archives/2006/02/18/writing-good-content/

PAGES
How to write great website content - http://bloqgcritics.org/culture/article/how-to-write-great-website-content/

FORUM
WordPress forum support - wordpress.org/support

FutureBeef | Wordpress Training Manual | 49



Email settings

EMAIL FORWARDING
|
FutureBeef emails are managed through Google.

Use the relevant FutureBeef email address text in
the Gmail search bar in the following format:

Gougle  tioausbestconai |
to:(info@futurebeef.com.au)

Gmall - . c vy +
m ‘WordProwa (1) oo eRaghoesteal semms  HEW LR MBS 08 T
i gty Tt (. O (@rmivabie (lick on the dropdown arrow on the right
hand side (left of the search bar).
Gﬂugle o intofuturbeat. com sl EE
Canres X
Grrail = et
Frors
E=m Tjmmeres
T
W - :-huwr-n-uw o
Satwon n Marric (e
mporam
fFEm— Try_nt reea
i P e
Srafa EED - GRamp-
lnndEachffuonben [ — BEC - Futarsh
riagfuturabent o
R Hips = Leave everything as it is on this screen
?.. - D withint oy 5 o eaf] Panywese y g
e o i S - il (lick on Create filter with this search.
m:ﬁm‘l:ﬂ “ Cowate Nl et Py smsh v
el BT DONGACHS. A Dat
Hanes Jnckaon, Dusires e st e Tl o] DfoE: Wekcome
WordPress leten eiArehel s i NW ULAF regiater an
[ e e asemesl s s VOUR webkly HootBuUlm
Gm;gle :(info@uturebest.com i) [ o |
 Bark o weath optrm. Il
Cmail - Wher a mosdage e Bl malches B sascch:
] Bp e It [Archien 1)
[ cowrces | ahiiacud Freghotes on 7 Tick the Forward it to option, and in the
(i Emara inient’
[ 1 igaoka dropdown box, select the new recipient's
&= | Chenss el 3 .
F— ) Appey o tnel: » Marrlott flive email address.
imgoriend T B s st o
Basl et L e jamengidat 0k g
e = o darmen gD gk gov i SE0 - Gharsps
[ Wit it &
tesdbackiuturvbes A il euartfengfateoonatye com s BED - Futursbe '
riofuturshest co it NS e Click create filter.
A = o — Faymmnt recaty
L|m- - BT v ooy ooe o 104 g oo, e To test, send an email to info@futurebeef.com.au
5 Laam oy
St Py i, you nave a
Lionéx Fem you 0on't have
e b e Wi et WandPress s Ragnsaeteet on i [FuureBesl] Pasaword
Irvirl SO CONSICEN B ot
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Newsletters - staying in touch
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