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CMS Wordpress - Tutorial for Editors

= Description: Tutorial on using CMS Wordpress, in order to bring promotion to the app
Public display

* Target audience: Editors/or technicians

® Validation Period: During and after the project for Partners with the role of
editors/Admin’s

= Objective - Publish news and other contents;
» Create/edit City’s to be used in mobility’s projects
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BEFORE STARTING

> If you are not a partner of SOMExNet project :

Please, ask for the formulary/ protocol to become a pariner by sending a mail at contact@somexnet.eu

> For the partners of SoMExNet project :

Please refer to your Mobility Coordinator to give your access credentials. The structure for inputting City s is
pre-defined. If in need of more considerations, please send a mail at contact@somexnet.eu

HOW TO CONNECT TO CMS Wordpress Site

1- Please click on the link below or copy this url address in your web browser :
https: //www.somexnet.eu/wordpress/wp-login.php

2- Fill your Username, Password and click on

Log in.
» For SOMExNet’s partners:
Username: [partners name_editor] @

Password : [partners name_editor_year]

Lost your password

~ Back to SOMExNet

Figure 1 - Login screen

3

SoMExNet— Project n®: 2017-1-BE01-KA202-024739


mailto:contact@somexnet.eu
mailto:contact@somexnet.eu
https://www.somexnet.eu/wordpress/wp-login.php

SoMExNet

3- Congratulations! You are now logged in.

If you want, you can filter the contents by language. In order to see all published content, in all languages,

you should select to show all languages (option n.1)
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Figure 2- Main work area
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INPUTTING THE CONTENTS

Learning the workspace

I Facebock X s Sporting Regelies dades i<l X @ Novo sepavador X | Chies<SoMENet—WordPre X | + = @ #
)= C R D& s 5 B -8 n e @O =
€ Mas acedidos @ Comegaragui @ Whaticthe logic behi.. (G 78 Frends Ranking

# soMEmet B + adicionar Ver artigas Bl Poriugués. Old, CENRC Portugal

ﬁ’ Fairel Cities | agd

pids Mover para o ko Ver | Duplicate This

Prate Forms

; Acstes por otes 3] | tplior
& Fers 3
& Ferramentas 2

Figure 3- Workspace

1- Main menu

e The main menu is where all the possible, editable categories and other options are located

2- Arficles / content - concerning the chosen menu option / categories
e In this area you can manage to see all the published articles, in the category, and their
status (published, draft)
®  You can select an existing article and manage to do the following actions:
i. Edit the selected content;
ii. Quick edit (change some quick info, like the title, change privacy, etc)
iii. Delete the selected content;
iv. Duplicate the content;
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3- Translation input / status!
e In this area you can see the status of the translations concerning the selected content, add
translation to other language
i. In order to understand the status of the translation you must pay attention to those
icons:
= [ = 1[0l .
1. Languages available for
translation;

2. The content is not translated and you may add the translation by
pressing this icon;

3. The content is translated in the corresponding language and you may
edit the translation
v N . . . .
4. When working in multi-language it shows in which language(s) the

article is translated

Example: if an article is showed with v in all flags, means that all the
languages will be forced to display in the language you choose to write
your article

! Note: By default, the contents will only display in the language your phone/tablet app is set. In order to be
available in other languages, the desirable languages must be translated.
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Creating and editing News (posts)
This area is for the news, advertisement of mobility actions or other type of articles that you want to give

emphasis. They will be displayed in the public frontend of the app.

000K/s 3 © “d 4 82% QO 11:39:40

=  SoMExNet

= Menu

25 SETEMBRO, 2018

Reuniao do Projeto Somex.net (Dusseldorf)

4 JUNHO, 2018
Proximo curso em resorts de verao na Espanha

No dia 11 de junho, nossa nova mobilidade na Espanha comega.

Se vocé quiser entrar em entre em contato conosco

Figure 4- Frontend APP

Adding news (posts) content

Y TO access 'rhe news con'ren’r, you must % Dashboard « SoMExNet — Wor X | TF Opcées X | & Sportini
select the posts option in the left main € > Cc @ @ @ hitps:/hyperion.uviesfwordpress/

£+ Mais acedidos @ Comecaraqui @ What is the logic behi.. () F8 Friends Ranking

menu, according to the figure. A sub-
options menu should appear, giving
you the options to add new, show all

‘:\E‘:;‘ @ somexnet B 0 4+ New Portugués

Add New

the existing posts, etc.

o Select the add new B 15 Pages

@ Sponsors.

91 Media

ing Twenty Seventeen Child theme.

Tags

I_. Pages
€€ Testimonials
¥ Comments

Logo Showcase

ﬁ Profile

& Toals

=] Pirate Forms

o Collapse menu

Figure 5 — Menu to Add a post
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e Now all that is left to do is to write your title and the body of the article in the
corresponding sections (see legend below)

E: dd a New Post
1|

A New

+ Cies

& sponsces Uibre Frankin v 12 e g e

9 Medis

& pages

s name, indspendanty of the setings in Show Hide Author plign.

Figure 6 - Add a post

Editing previous news (posts)

2 — Body field
3 — Default language
4 — Publish article (save)

i Pupk ey
-4
A sundad

To edit posts, previously published, the option to see all posts should be selected, followed by a click in the
post you want to edit, as shown in the figure below:

#% Dashboard

Posts | Add New

A Posts

pF Cities
& Sponsors

A7 Media

|B Pages

€ Testimonials

Bulk Actions [|  appl All dates | Al Categories |¥|  riter

es Author

| Reunido do Projeto Somex.net (Dusseldorf) CENFIC Portuga

Préximo curso em resorts de verio na Espanha admi

Figure 7 - Editing content

Sin categoria

Categories

Now you are presented with a similar screen, like the previous adding content, but now you can see the
previously written post. You may now edit at will and when finished you should click the update button in
order to save your changes.
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Edit Post | Add New

Reunido do Projeto Somex.net (Dusseldorf)

Permalink:

Q) Add Media

File v Editv View v Inserts Formaty Tools v Table v

Paagaph v B I € i

Libre Franklin v 12pt v

v By @

Word count: 0

Show Hide Author Name

Select whether to display or not the author's name, independently of the settings in Show Hide Author plugin.

Figure 8 Editing Screen
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ST Opons L

Languages N

Visual Text  Page Builder

Tenguage

Portugués v

Translations

S P Dusseldorf SOMEX.net meetin

Last edited by CENFIC Portugal on 25th September 2018 2t 3:13 pm

=
=+
o+

Publish a

Preview Changes
P Status: Published Ecit
® visibility: Public Edit

Published on: 25 Sep 2018 @ 1518 Edit
P

Duplicate This

Note that | can see that my post was created in my default language, but I've also created a translation in

other language

You may also check that there is some multimedia content in the post, which can be achieved in two ways:

1 —If you want to give some featured media display in your post (The image will be showed outside the

article)

Edit Post | Add New

Reunido do Projeto Somex.net (Dusseldorf)

Permalink:

Q; Add Media
File vy Editv Viewy Insertv Formaty Toolsv Table v

Paragraph v B I ¢ =v i

n
il

S
1]
>
.
il
P
®

Libre Frankiin v 12pt v

Word count: 0

Show Hide Author Name

Select whether to display or not the author's name, independently of the settings in Show Hide Author plugin.

®) Use Settings in Show Hide Author plugin
Show Author Name
Hide Author Name

Figure 9 - Featured Media

Visual  Text  Page Builder

Last edited by CENFIC Portugal on 25th September 2018 at 3:18 pm

Languages s
Language

=} Portugués |

Translations

= +

2% @ Dusseldorf SOMEX.net meetin

o+
=+
o+
Publish ®
Format v
Categories v
Tags v
Featured Image s

Click the image to edit or update

Remove featured image

9 SoMExNet— Project n®: 2017-1-BE01-KA202-024739




SoMExNet

2- If you want to put some media inside your article, along your text

Figure 10 - Inserting Media

Creating and editing City s

This area is for the creation or editing City’s as needed for

the mobility actions. The result will be displayed in the app
like shown in the figure 11.
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Edit Post add hew

Reunido do Projeto Somex.net (Dusseldorf)
Permalink:

0y add Media
Fie v Edi v View v _Inse

Paragraph

Libea Franklin  w

Word count: 0

Show Hide Author Name

Figure 11 = City’s
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Adding city content
° TO access 'rhe le)’ 'S content, you must ® Dashboard < SoMExNet— Wor X | XF Opgdes X | & Sportini
select the City’s option in the left main e © & nttpsihyperion.uv.csfwordpress/i

£¥ Mais acedidos @) Comecaraqui Q What is the logic behi.. @ FB Friends Ranking

menu, according to the figure. A sub-

option menu should appear, giving you
the options to add new, show all the Dashboard

existing City’s, etc. A Posts o
| N
+ Seletthe odd new
Categories

&l Sponsors.

@ & somexnet W0+ New Portugués

Tags ing Twenty Seventeen Child theme.

D9 Media

I_. Pages
e Here, exactly like the previous topic 06 Testmonie

(adding news content) the procedures B Comments
are exactly the same Logo Showease
ﬁ Profile

& Tools

E= Pirate Forms

o Collapse menu

Figure 12 - Adding City’s

Note. The main difference between adding a post or adding a city is that the last one has already a pre-
defined structure, designed to bring standardization to the city’s content
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o

) CEEINE 5 Visual | Text

File v Edit v View v Insert v Formatv Tools v Table v Fes
Paagaph v B I € v =Ev = = £ £ R

Libre Franklin v 12pt v Q= AvEY O

Ohnao ! O que deverei levar comigo? I

Acede ao link : http://www.accuweather.com/, procura a cidade onde vais ficar
e encontraras ainformacao que necessitas!

.

lic

B

Transport a

o~ visual  Text
File v Editw Viewv Insertv Formatv Tools v Table v

Paragraph v B I & =~ v E E

Libre Franklin v 12pt -

Vivemos na época da globalizagao, o que quer dizer que a maioria dos paises
ocidentais funciona da mesma formaTodos usamos transportes pablicos e
podemos viajar facilmente, pelo que, se quiseres saber onde estas, para onde

vaic & ramn 1A chaoar aiem cahe a ceointa infarmaran enhre ne canirne re
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Editing previous City’s

e To edit City’s, please follow the procedures, exactly like the topic (Editing previous posts)

HELP!

N For any problem, do not hesitate to access our website contact form.
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