BIDDENHAMPARISH COUNGIDRAFT

Website Process Notes

There are Separate steps to completeasic processing within the website

1 Agenda Update Archive

1 NextMeeting Updatec Agenda

1 Minutes Update Archive

1 Minutes of past meeting

1 News Articles
In all cases when @ating and adding data login to the website via the following link:
http://biddenham.org.uk/wpadminand enteryour unique password details.

Agenda Update Archive

Select Dashboard

Select Documentssee hidplighted item below

Select Add new Documeqtsee highlighted item below
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< C | ® biddenham.org.uk/wp-admin/edit.php?post_type=lsvrdocument | »
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Screen Options ¥

@ Dashboard

Documents  Add Ney2s
) dE All (57) | Mine (22) | Pul w Search documents
A Posts Bulk Actions ¥ | Apply ¥  Document Categories ¥ | Filter 57 items 1 |ofz| > || »

B irtees Title & Document Categories Date
201701 Biddenham Minutes Agendas Published
1 hour ago
201611 biddenham Minutes Minutes Published
1 hour ago
Chairman's Biddenham Loop article: November 2016 Chairman Reports Published
2016/11/22
Galleries
201610 Biddenham Minutes Minutes Published
i Council Members 2016/11/03
Event:
fif] Events 201611 Biddenham Agenda Agendas Published
B Pages 2016/11/03
¥ Comments 201610 Biddenham Agenda Agendas Published
2016/10/26
Contact
B Email Subscribers 201609 Biddenham Agenda Agendas Published
2016/10/26
biddenham.org.uk/wp-admin/edit php?post type=lsurdocumentorderby=titleBorder=asc >
[ siddenham PC Dr.pdf [ Agenda Biddenha...pdf [ siddenham PC Dr..paf [ cLerRk RFO Applic...pdf & cLerkrFo Applic..pdf ~ Showall X
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Within the new documents section
1 Add title as per the forma¥'YYYMM Biddenham Agenda
f LY GKS 520dzySyd /FGS3a2NBQa GAO]l GKS
1 In the Document Type Section Add tkef PDF from the dropdown box
1 Finally Click update in bottom rightand corner
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The Screen will change to the one belew:

Hover the curser over the existing document attachment, highlight it and then delete it.
The attachment should now be deleted.

Addmedia see screen dump below
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Preview Changes
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B Documents

@® Visibility: Public Edit
Add Shortcode

Visual  Text
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Move to Trash Update
M Pages

Agenda for the next meeting:-

1] Published on: Sep 22, 2016 @ 21:04 Edit

All Pages .
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Add New
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Select Upload files
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Insert Media
Create Gallery

Featured Image

nsert from URL

Drop files anywhere to upload

of

Select Files

Maximum upload file size: 100 MB.

|5 giddenham PC Dr...pdf - | Agenda Biddenha...pdf | giddenham PC Dr...pdf - |5 CLERK RFO Applic..pdf ~ |5 CcLERK RFO Applic...pdf -~ Showall | X

Select Files, this will take you to your local drive.
Find the latest Ageda document and open it.
Click insert into page
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Go backo the website and check to see that the document can be downloaded.

Minutes Update Archive

Select Dashboard

Select Documentssee highlighted item below

Select Add new Documegtsee highlighted item below:
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Within the new documents section
1 Add title as per the format- YYYYMM Biddenhariinutes ¢
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1 Inthe Document Type Section Add the pref PDF fiteerdropdown box
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Minutes of past meeting Update
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