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PUBLISHING YOUR SITE



WELCOME TO YOUR 
WIX TEMPLATE!
This template has been set up to provide you space to 
showcase the work your chapter does in your community and 
highlight your current partnerships while encouraging future 
involvement by engaging community partners and 
volunteers. 

Through Wix, you can upload images and videos, promote 
social media and events, sign-up visitors for the newsletter, 
collect volunteer and partner information through 
standalone forms, and much more that will allow you to 
create and update a professional, personalized website 
easily. 

We appreciate your time in helping your community and 
hope that this template can serve as something that will 
enhance the work you can do and raise awareness in your 
community. With fill-in-the-blank sections and “quick edit” 
Wix features, we want this website to be as efficient and 
user-friendly as possible so that you can spend your time 
doing the fantastic work you are doing in your chapter.



How to Set Up Your Site
 

 

Every chapter of The Backpack Project starts with the same 
template. You will have all the tools you need to customize 
the template to your chapter and help highlight the specific 
goals of your community. 

Let’s get started!

1. Login to The Backpack Project’s Wix profile with the
following information:

Username: xx
Password: xx

Making Your Chapter’s Website: 

2. Move your cursor over “TBP Template” under the “My
Sites” page that you will see after logging into Wix.

3. Click “Site Actions” and then “Duplicate Site" from the
drop down menu.

4. When prompted, name the duplicate site with your
chapter’s location. For example, if you were a chapter in
Atlanta, name the site “The Backpack Project- Atlanta.” Then
click “Duplicate” You should now see your Chapter’s site on
the “My Sites” page. Let’s start editing!
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How to Start Editing: 

5. Click “Select and Edit Site” after moving 
your cursor over the website you just 
duplicated. This will take you to the dashboard 
for your new website. 

6. From the dashboard, click “edit site” in the 
right corner of the dashboard. 

7.You can now begin personalizing each page 
to your chapter. To find the Backpack Project's 
branding guide, click here!  

How to Set Up Your Site
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The template provides you with spaces for your 
chapter specific logo, media and photos of your 
community, your projects, partners, and staff, and 
links to donation pages, social media, and relevant 
contact information. Make sure you have access to 
what you want to showcase and the information you 
want to include as you work through the website. 

If you do not have images for certain areas, make 
sure that you use free images or images that you 
have the right to use. All images on the template 
are acquired through the Wix Media Library and 
Unsplash, so they are free to use if you choose to 
keep them (for example, the banner video on the 
homepage may be used freely by any chapter, but 
when you are able to replace that banner with a 
video of your own community, this will better 
enhance your website.)

If you have not created a chapter specific logo, you 
can use The Backpack Project Inc. logo until you are 
able to replace it. 

Key information as you work through the template:
 

Your Information
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“TK” appears in front of all elements that need 
to be directly edited on the page
“DX” appears in front of all of the guiding 
textboxes that must be deleted before 
publishing

As you work through each page, a fill in the blank 
format has been set up so that you can personalize 
the information to your chapter. 

Further information has been provided about each 
section in textboxes in the margins to guide you as 
you edit that can be deleted without affecting the 
site’s formatting before publishing. (Also if you 
delete these elements and find down the road that 
you need clarification, you can always access the 
original TBP template, but please do not delete 
elements from the original template.) 

 Copy phrases have been set up for you so that you 
can use the CTRL + F search 
feature after editing to make sure all necessary 
changes have been made before publishing: 

 
 

Your Information
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Editing Each Page

 

Wix is set up in sections. Each page contains several 
sections that you will need to edit. 
 
As you move your cursor over a section, it will be 
highlighted, and an action bar will appear on the right 
side of the section. Click the pencil icon for “Quick 
Edit” and it will open a sidebar that will allow you to 
update everything you need to in the section without 
having to directly interact with the canvas of the 
website. 

Hiding/Deleting/Recovering:

As you edit, if you see any sections that you currently do 
not have use for, you can hide these sections until you are 
ready to use them. They will stay in template form on the 
backend editing side, but visitors to the published site will 
not see them. 
 
 Click “Dev Mode” in the Wix Menu, turn on Dev Mode, 
then click on the section you want to hide. 
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Editing Each Page

 

A banner will appear like the one below, all you need 
to do is check “Collapsed” and the entire section will 
not appear on your published page. When you are 
ready to show this section. Simply uncheck “Collapsed” 
and make sure to save and publish your site. Make sure 
to “Turn off Dev Mode” under the Dev Mode tab after 
collapsing the section.

 

 To delete a section, simply click the ellipsis under the 
pencil icon and click delete from the options. 

If you delete a section, but later decide you want to 
add it, you can access the original TBP template and 
copy sections from the template and paste them into 
your site. 6



 
 

Editing your Homepage 

 

Step One: Double click on the box in the strip that says “About 
Us,” 
Step Two: Click “Change Column Background” 
Step Three: Click “Image”
Step Four: The Media library from Wix will open up, click the
button on the left that says “Upload Media,” at this point you 
can go ahead and upload all the images you already have on 
hand for your website of your community and your work in the 
community so that you can access them in the library. All of 
your uploaded images will be located under “site files” Click on 
the image you want as a background and click the button 
“change background” 

This will be most visitors' first impression of your chapter if they 
visit your website. It is a great place to center your community
through images and videos while providing a brief overview of your 
chapter’s mission, goals, and recent work. 

Section: Banner
Step One! Click the “Quick Edit” pencil icon. 

Section: About 
This is already set up and linked to other pages, the only change 
required here is the column images. This is a great place to establish 
your identity as a chapter in your community. Using free to use
images or images you own, replace each picture with photos from 
your community. The example photos are all recognizable places in
Athens, Georgia. 
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Step Five: Change the background for all four columns with the 
images you have in your media library.  

Step One: Using Quick Edit feature, proceed with deleting fill in the 
blank sections and change the image to a community specific image 
per the instructions in the text box in the margins. Delete the 
instructional text boxes when finished. 

Step Two: If you would like to customize colors to your school 
colors, change the buttons from green to your established color as 
follows: 

Click “Site Design” on the left bar, then hover over “Site Theme” and 
click “customize.”
Click “colors” and change colors 3 and 5 to 1-2 of your school 
colors. If you would like to just use one color, put the hex code in 
for both places. If you would like to use two colors, use the separate 
sections for each color. Now you will be able to implement these 
accent colors throughout your website
Return to “Services,” click on an icon, then click the third button 
from the left that looks like a paintbrush to customize the design. 
Click customize design, then select the last option on the list “icon.” 

Section: Introducing your chapter

Delete the fill in the blank section and replace with your chapter’s 
name. 

Section: Services

Change the color by selecting from the preset theme colors and repeat 
for each icon. 
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Step One- Edit the information under “Meals” with chapter 
specific details. 
Step Two- Click the Photo Gallery (called a slider) and click 
“Change Images” follow instructions in margins to replace the 
current gallery with images from your chapter. 

Step One- Replace the image with a banner or image of a flyer 
for an upcoming event for your chapter. 
Step Two- Replace the text in the text box with a brief 
description of the event
Step Three- Click the button and link to an event page created 
for the event by clicking the button then clicking the 5th icon 
over, a window will open asking “What do you want to link it 
to?” Click the third option: “Web Address” and paste the 
address for the event

Section: Photo Gallery 

Section: Special Event

*If you do not have an event to showcase at the moment, simply 
hide this section using the instructions above on page 5

Section: Boilerplate

Simply fill in the blanks for these sections!
You now have a homepage! Let’s set up your project page!

9



Editing your Projects Page

Click the section and then click “Manage Slides,” a
window will open which will let you delete or add
slides- so you can have as many or as few slides as you
deem fit. You can continually add or take these away as
your campaigns change. Name the fundraiser, give a
brief description and link to an external page or post
about the campaign with the button, or link to a place
to donate. 

This page has been set up to help you shine whether you’re
a long established chapter or if you’re just starting out. We
have implemented “carousel” type sections that allow you
to add and take away content without having to worry
about the format of the page. If you have a lot of projects
to showcase, great! If not, that's ok too. Feel free to add
whatever you want or can to the carousel, and update as
you work on new projects and campaigns!  

Section: Recent Projects  
Follow the instructions of the margins to change the images
of the gallery, remove the stock images and replace with
images of recent projects.

Section: Campaign

Highlight on-going campaigns you have with community
partners or other school organizations here!
1.
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Section: Coverage
Optional sections to highlight a recent past event 
or any local press.

Simply edit the text, the In the Press section 
features a bulleted list where you can link to 
external articles. To link a piece of text, highlight 
the section you want to serve as the link with your 
cursor (such as Washington Post) then click the 
link icon in the fourth row of the window of text 
settings.
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If your organization uses Flipcause, 
follow the instructions in the margins 
to replace the current widget with one 
that links to yours chapter’s Flipcause

Proceed to highlight the underlined 
sections and link them to your 
chapter’s Amazon wish list if you have 
it set up and replace the fill in the 
blank with relevant chapter 
information. 

Editing your Donate Page
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Editing your Get Involved Page
This page has been designed to showcase current partnership work
and encourage future partnerships. Here you can highlight both local
and corporate partners while providing information for how future
partners can get involved. Additionally, this page will serve as a
resource for those wishing to volunteer and become members. 

Forms:  Your Get Involved Page links to 3 template Forms:
Partnership Interest, Volunteer Training Sign Up, and General
Membership Sign Up. 

We have created linked pages that only need small chapter
customizations in the descriptions and can be used by your chapter
to get this information. 

View and Edit these forms under the dropdown pages menu- each
has its own page that is hidden from the navigation bar. You can fill-
in-the-blank in the descriptions then view the set up form and verify
that all of the infomation is relevant to your chapter. 

You also have forms set up for Newsletter sign-up as a pop-up as
well as a Contact form on the Contact Us page. 

Manage all of your forms from the dashboard of your wix site. 

Search: Forms from your Wix site Dashboard. All 5 of your wix forms
will be there. You can view submissions tables for all of your forms
here. Additionally, click the ellipsis next to each form to set
notifications, here you can enter the email address of the team
member you wish to receive notifications when a form has been
filled out. 
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Change the image to a photo your Chapter owns or is 
allowed to use of an event with partners
Fill-In-the-blank text

Edit the generic images to logos of your community 
partners/organizations and link to their respective websites 
by clicking “Change Images” and adding the images, 
description text and links in the window that opens. 
Delete the second row if you do not have at least 6-8 logos 
to give symmetry to the design

Replace the link with a link to your GivePulse calendar if 
your organization uses this service by clicking on the 
calendar then clicking “change website address” and 
pasting the embed link that you can access through your 
organization’s Givepulse account

Section: Partner with Us

1.

2.

Section: Community Partners 
1.

2.

Section: Volunteer 
Edit the fill-in-the-blank text and double check that the forms
are edited and accurate to your organization

Section: Events

1.

14



Section: Donate 
In case someone visits this page and not the 
donate page, we include an additional donate 
section at the bottom because donating is also a 
great way of getting involved. Simply link the 
same Flipcause widget you linked on the previous 
page and you are good to go!

On to the Staff Page!
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Here you can showcase the members of your chapter
Highlight the executive board, advisory board, any
other staff in the editable cards we have provided fo
their headshots, position, and linkedin and email.
 
Use the “Quick Edit” feature to easily edit these
sections, change the images, text boxes and add links
all on the Quick Edit Sidebar. Make sure to edit in
regular mode and “hover” mode. “Hover” will allow
you to add links to linkedin and email.

If you have too many blank profiles, you can simply
delete to the desired number by highlighting the
whole container box and clicking delete. 
You can add more profiles by highlighting a blank
container box and clicking duplicate.  

Editing your Staff Page
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Editing your Contact Page

 

This is the final page of your website! You’re 
doing great so far! This is a space where visitors 
of the website can find out even more information 
or find answers to other questions they might 
have about your chapter. 

Section: Contact
Add any contact information you wish to provide 
such as email, phone number, or social media 
links. Delete any information you do not wish to 
disclose. Current social media links to The 
Backpack Project Inc, so you may keep that if you 
wish

Section: Newsletter
You have a newsletter popup set up for when 
visitors first open the site, but this is an additional 
area in case they closed the popup and now 
decided they do want to sign up. 
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Click “Manage FAQs” 
A window will open with each question, click the pencil 
“edit” icon on the right of each question
Replace the bracketed fill-in-the-blank parts of the 
question and answer with your chapter information
Make sure to click “save” after editing each question
If you click the “...” next to the “TBP FAQ” you can add 
more questions, and if you click the “...” next to each row 
of question, you can delete the questions you don’t want
You can close out of the FAQ window after you have edited 
and saved each question, you do not have to save the FAQ 
as a whole

Section: FAQ 
your FAQs are setup, they just need a little personalization. 
The FAQs use a drop-down format so that the answers are 
revealed when the user clicks the inverted caret

Section: Instagram
This allows a visual space for you to highlight your chapter’s 
social media. If you have a business Instagram set up for your 
chapter, you can select a hashtag, that will also display in your
Instagram section. Simply Click Settings -> then connect 
Business Account and log in to your chapter’s Instagram. You 
can log in to a personal account as well and it will display a 
row of recent posts. 
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Nice Work! 
Great Work! You have completed setting up your
chapter’s website, you can click “Publish” and
the site will be live! You can still edit and
update the site at anytime after publishing, just
make sure to click “Publish” every time you are
ready for new changes to go live. You can also
always save your changes without publishing as
you work on updates. 

Remember you always have access to the
original template if you ever need an element
or a page back on your site, and you are free
and welcome to add additional sections or pages
as you see fit. Just make sure to keep to the
style guide found here in order to maintain a
professional, cohesive website. 

The following pages will give you some
additional insight and resources into the tools
and elements of Wix for any customization you
may want to do. 
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Extended Wix Overview/ Basic Elements
The search bar will help find things a lot 
quicker. 

Searching up keywords will allow you to find 
what you want through each section on the
left part of your screen.

 If you cannot find what you are looking for or 
are curious of what other things you could 
add, we recommend you go through each 
section to figure it out! 

Here we have a breakdown of the sections and 
what they contain.
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 Basic Elements

Elements section

This section includes all the small detail stuff you can use to fill in 
your pages.
This includes:
·   Text boxes with different sizes for headers, paragraphs, etc.
·   Adding images
o The gallery option allows you to put more images in different 
setups
·   Buttons for links or navigation through the website
·   Menu and anchor which helps with anchoring buttons to a certain 
page so when one clicks it they will be directed to a certain part of 
the page.
These will be the options you use the most. Feel free to click around 
and see what else you are able to add.

Add section

This section allows you to add spaces on your page. It includes pre- 
built sections like a welcome page, about page, team page, and pretty 
much everything you would need to set up a website!
There is also an option labeled “+ Blank Section” where you can add a 
completely blank area and design it how you would like.
Go through each option to see what’s available as you can also use 
them for other purposes.

21



 Basic Elements

 

Site pages and menu section

This section allows you to add things and edit your menu. From 
here you can put the menu in a certain order by dragging them up 
or down. You can also make pages a sub page by dragging the 
section you want to the right.
If in the process of editing a live website, there is an option to 
hide a website you are working on.
Steps:
1.   Hover over the page you want to hide
2.   Click the three buttons on the right side
3.   Look for the option “hide page”
4.   A symbol of an eye crossed out should be on the page you 
selected
You can do this for subpages as well. Then, once you are ready to 
add the page, go through the steps again and click “unhide” and it 
will be live on the website!

Site design

Here you can choose the color theme of the website, page 
background, and page transition.
The site theme allows you to make sure to keep the 
colors all the same throughout your entire website.
The page background will be the very back part of the 
website. We recommend keeping it white, but if you have 
an idea of how you want your website to look, feel free to 
try it out.
Page transition will be how a transition from one page to 
the next would look like. You can decide if you want to 
change it.
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 Basic Elements

 

Wix App Market section
This section includes a bunch of add-in apps that allow you to 
bring your website to life. For these you must download them. 
This includes contact forms, social media icons, and even 
comments from users accessing the website! There is a search 
option in case you are curious as to what other apps they 
provide.

Disclaimer: some of these may cost money, so be 
cautious when searching up apps and read reviews 
before purchasing.

My business section
Here you can add forms and FAQs
Forms
·   Here you can manage your forms
o By clicking “Add new form” and “View more templates” it will
direct you to the “contact and form” option under the “Add
Elements” section.
o Upon clicking the “manage submissions” option a pop up window
will come up to show all the forms you have. Here you can edit them
and check submissions.
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FAQ’s
·   Here you can manage the FAQs
o You can add questions and answers
o Customize the display, layout, and design
o Upon clicking the “manage FAQs” option a pop-up window will
come up with all the FAQs you have. Here you can edit them. 



 Basic Elements

 

Media
This section allows you to upload your social media. You can
also access images that you have uploaded onto wix.
Content manager
Here you can access your forms as well. 
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