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WordPress Basics

To access the admin side of your website, you will want to type in
https://www.wildearthcamp.org/wp-admin/ in order to edit your website. After you login,
you should see this page:

The only thing on your dashboard you need to pay attention to is the site health status.
This is what will show you if anything is going wrong with your sight. As long as the
status is good or okay, you should be fine. Sometimes WordPress will suggest you update
certain things or do other actions, but these aren’t always 100% necessary.

https://www.wildearthcamp.org/wp-admin/
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Now to the navigation bar. Here is the rundown:

Posts - Posts are involved with blog websites. If you were
running a blog, instead of creating new pages every time, you
would create posts that would then show up on a posts page.
Since this is not a blog site, you don’t have to worry about
this one.

Draw Attention - This is the plugin that runs the interactive
map.

Media - This is where you can see all the photos and videos
you have uploaded to your site. Check out some general photo
guidelines in the Website Good Practice section.

Pages - This is where the main core of your website lies. This
section contains all the different pages that you can see on the
website. You can edit your website’s main content here.

Comments - This is another function that is more geared
towards blog pages. It would allow for visitors of the site to
comment on blog posts so users could discuss with the author
and each other. Since this is not a blog site, you don’t have to
worry about this one.

Ninja Forms - This is where you can see the submissions to the
forms on your website. See how to check submissions and
create new forms in the Ninja Forms section.

Elementor - Elementor is a WordPress page builder that
makes building and editing webpages a lot easier. You
shouldn’t have to worry too much about this section, just know
that it is what helps you set up your web pages. I’ll discuss it
more in detail in the Elementor section.
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Templates - This is another function of Elementor that allows you to use pre-built web
page templates. You are free to explore this if you would like, but you shouldn’t need to as
the website is currently set up.

Essential Addons - This is another addon to Elementor. It just
adds some extra functions to Elementor that I’ll address later in
the Elementor section.

Appearance - This controls the aesthetic elements of your
website such as your global themes, colors, and fonts, as well as
the header and footer. The main things to pay attention to in this
section would be the themes, customize, and menu section.
These will be discussed in the how-tos section.

Plugins - Plugins add extra functionality to your website. Ninja
Forms, Draw Attention, and Elementor are all plugins. These will
be discussed more in the Plugin section.

Users - This section is necessary if you have a section of the
website that people can create special logins for or if you ran a

blog and had subscribers to your blog. Since this website is not set up with those
functions, you don’t have to worry about this one.

Tools - This is where you can go to check your site health if you need to, but overall you
shouldn’t have to worry about this one.

Settings - This section controls a lot of your website’s basic operations. Here you can
change your site title, admin email, and timezone among other things. This will be
discussed more in the Settings section.
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Elementor
Elementor is a WordPress page builder that makes it easy to build and edit web pages without
having to code anything. Currently, you are running the free version of Elementor. There is a
pro-version that requires a paid subscription that would add a lot of functionality to your site,
but is not necessary. If you would like to upgrade to the pro-version, you may do so at your
own discretion.

To start editing a page that is already set up with Elementor, just hover over the page with
your mouse and click on Edit with Elementor”.

Then you should see a screen like this:
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The main thing you want to focus on is this sidebar:
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If you want to edit a section:
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If you want to make a new section, scroll down to where you see this section and click
on the plus sign:

After you click on the plus sign, you will see this:

Choose how many columns you want the section to be divided into. Then you will see the
section divided into how many columns you choose with small plus signs in the middle.
Click on the plus sign of the column you want to edit. Then drag whatever element you
want from the sidebar.
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Plugins

Plugins add functionality to your site that doesn’t automatically come with your WordPress
site. You shouldn’t need to download any more plugins, but you’re always welcome to explore
more plugins.

If you want to add more plugins just click the add new button at the top and then search for
what you want.

These are the current plugins that you have. You can find more information on each plugin by
clicking view details by any one of them.
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A simple rundown of the ones you currently have:

● Draw Attention - This is the plugin that creates the interactive map is on the resources
page.

● Elementor and Essential Addons for Elementor: See the elementor section of this
guide.

● Insert headers and footers - This involves some technical/code stuff. Don’t worry about
this at all.

● My Private Site - This is the plugin I used to make the site private from the public. If
you want to know how to make your site public/private, look in the tutorial section of
this guide.

● Ninja Forms and Ninja Forms Addon Manager - This is the plugin I used to make the
sign up forms on the website. See more in the Ninja Forms section of this guide.

● Updraft Plus - This is the plugin that currently is backing up your entire site. This saves
a version of your site every week so if something bad were to happen, you wouldn’t
lose your entire site.

● WP reCaptcha Integration - This allows reCaptcha to work on your forms. ReCaptcha
is a service that stops bots on the internet from spamming your forms and generating
submissions that aren’t real. Bot spam is a common problem on the internet as there
are thousands of bots at any given moment circulating through the internet. ReCaptcha
provides an extra step that bots can’t complete on forms and other types of internet
submissions.

● WP super cache - I’d say the only thing you need to know about this one is that it helps
your website load faster.

Some general housekeeping:

Plugins are updated regularly. This is generally a good thing because it means the developers
of the plugins are actively listening and troubleshooting any bugs or problems people are
having and are constantly making improvements. However, each one of your plugins has its
own set of code that has to work in conjunction with the other plugins on your website and
WordPress itself. This means sometimes things can get messed up. Some newer code might
not be compatible with older code. This occurrence is rarer, but it does happen sometimes. If
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you notice to the right of all your plugins it says “enable auto-updates”. This means you
currently do not have auto-updating enabled and have to actually choose to update all of your
plugins when prompted. Best practice is to not enable auto-updates in case there are bugs or
incompatable code that could mess up your site, but that does mean more work for you. If you
want, you can just turn on auto-updates for all the plugins. Generally, you won’t have issues
and it will make your site lower maintenance; just do so knowing it has the possibility of
running into a coding issue.
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Settings
When you click on/hover over settings, you are presented with these options:

General - This is where your site title, tagline, site name/address,
administrator email, and site date and time are. You can change
your site title and tagline, but you can’t change your
WordPress/Site address as these are registered specifically to your
website. You would have to pay to change it. You can change how
your date/time are display on the website, but that feature is mainly
for blog sites so bloggers can keep track of when they publish
articles and when people comment on them.

Writing, Reading, and Discussion - These all have to do mainly
with blog websites. They control how blogs are written, seen, and
discussed. Since you do not have a blog site you shouldn’t have to
worry about too much. The only thing that you need to worry about
with these sections is on the reading tab, make sure the “your
homepage displays” are set to a static page and your homepage is
set to the page labelled “Home”.

Media - This allows you to set a cap on the number of pixels an
image can be when uploaded into your media library. This helps

with file sizes of images which helps your website load faster and run more efficiently.

Permalinks - Permalinks are what you see at the top of your browser where your webpage’s
URL is. This section controls what those permalinks look like. However, this is only for the
blogpost part of WordPress so I don’t think you need to worry about this part.

Privacy - Some website need privacy policies when handling people’s data/ private
information. As of now, I don’t think you need a privacy policy, but this is where your privacy
policy resides if you make one.

Insert Headers and Footers - See plugins section.
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UpdraftPlusBackups - This is where you can go if you need to see a particular backup or
control your backups settings/schedule. You can also manually start a website backup if you
need to.

ReCaptcha - See plugins section.

WP SuperCache - See plugins section.

How-Tos

How to create a new page:

1. Start by clicking “Add New”

2. Create a title for the page.
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3. Make sure the page title is hidden. The title is useful for accessing the page, but it can
be kind of ugly if it just shows up in the middle of your page.

4. Hit the blue publish button on the top right corner. This will make the page live. If you
don’t want to make the page live immediately, you can just press save draft until you
are ready to make the page live. Then to edit, hit edit with elementor and you’ll be on
your way to building a page. Refer to the elementor section to see how to edit a page.
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**important note
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How to change the header or the footer

On your webpage, this is your header:

And this is your footer:

To edit these, hover over the appearance section of your WordPress sidebar and click
“customize”.
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It will take you to a page that looks like this. From here click on either header or footer,
depending on which one you want to edit.
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From there, it will take you to page like this.

If you click on any of the individual tabs under “general”, it will allow you to customize the
different sections of the header or footer.
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If you hover over the header and click the small edit icon in the top right corner like this:

You can edit the header as a whole (i.e. the background color, height, etc.)

This section here controls the layout of the header or footer, so if you want to switch elements
around, you can move them around here.

DON’T FORGET TO HIT THE PUBLISH BUTTON AFTER MAKING ANY CHANGES. IF YOU
LEAVE THE PAGE WITHOUT HITTING THE PUBLISH BUTTON, ALL YOUR CHANGES WILL
BE LOST.
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How to edit the menus

The menus appear in three different versions.
On your desktop header like this:

On your desktop footer like this:

Or on tablet/mobile versions like this:

These different versions allow your users to navigate your website easily on any device they
might use.
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To edit these menus hover over the appearance section on your WordPress navbar and select
“Menus”.

It will take you to a page that looks like this. Refer to this picture on how to use edit the menus:
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How to make your site public or private:

Since the site is not live, it currently is private from the web. While you can still find the
website’s url on google, anyone who attempts to access the page will be require to log in. They
won’t be able to see the website’s content without logging in.

To make your site public or private when you are ready, hover over the “My Private Site” section
on your WordPress sidebar and select “Site Privacy”.

Then you will see a page like this:

If you want to make your site public, simply uncheck the “Enable login privacy” box and click
the “Save Privacy Status” button. This will make your site open to the public. If you want it
private again, simple recheck the box and hit the button again.
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Ninja Forms

View Form Submissions:

Hover over the Ninja Forms section on your WordPress sidebar and select “Submissions”.

Then you will see a page prompting you to select a form to view. After selecting one, it will
look like this:
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How to create a form:

1. Click on the Ninja Forms section of your WordPress sidebar.
2. Click the blue “Add New” button.

a. It will ask you if you want to use a template. If one of the given templates
matches your intent go ahead and use it. You can still personalize the template
to your needs but it will give you a good starting place.

i. Many of the templates are exclusive to the pro version of Ninja Forms
which you currently do not have, but are welcome to get if you choose to.

b. Otherwise, you can just select blank template.
3. Then you will see a page like this:

Ninja forms is a drag and drop form builder. So click any field from the right side and drag it to
the left side. It will give you options to customize that field to your needs.

4. When you are done, hit the “Done” button in the upper right-hand corner and give your
form a name then hit the “Publish” button.

5. Then your form is all done.
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How to edit a form:
1. Click on the Ninja Forms section of your WordPress sidebar.
2. The page will look like this:

3. To edit a form, click on the wheel next to the form you would like to edit and then hit
“edit”.


