@ Working with WordPress

Welcome to the world of WordPress. | have prepared this guide to help you to manage
DestinoMovement.com.

Getting Started

Open up your favorite Web browser (Firefox, Safari, Internet Explorer, etc.) and go to
http://destinomovement.com/wp-login.php. You should see a screen similar to the one

below.

Figure 1 - WordPress Login Screen

Enter your Username and Password. Your username will be firstname.lastname. If you
have forgotten your password, you can reset it by choosing Lost your password? at
the bottom of the login box.

Congratulations. You should now be logged into the WordPress Control Panel.
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\ Destino Movement v« test | Turbo | Log Out
Screen Options. Help

% Dashboard

2 Media Right Now

) Pages At a Glance

Edit O Posts O Comments

Add New 11 Pages O Approved

L/ Comments 1 Caregory O Pending

O Tags O Spam

24 Profile
= Theme Destino Movement
Your Profile

You are using WordPress 2.8.4,
T} Tools
1§ Tools Akismet blocks spam from getting 1o your blog, but there's nothing in your spam queue
at the moment.

Figure 2 - WordPress Dashboard

The Dashboard

The dashboard for your installation of WordPress has been made very simple. You are
only going to be utilizing a portion of the functionality of WordPress so | have paired
down your view of the dashboard so that you can easily use what you need and not have
to worry about things you will not be using.

One of the features that you will not be using is posts. Posts are short articles that are
usually displayed in a menu in chronological order in descending order from the most
recently written post. At this point, DestinoMovement.com is not using posts so you do
not need to worry about or click the Posts link in the Right Now box on the Dash-
board.

Comments is another item on the dashboard that we are going to ignore. Commenting
is most often used with blogging. Unfortunately I could not hide Comments on the
menu bar on the left hand side of the page.

The part of the page that we need to use is the Pages section on the left hand side of the
page. As you can see, there are two options available in this section, Edit and Add
New. You will be using Edit most often to edit and update current content already in
place.
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The first thing that | am going to show you is how to edit an existing page using the
WordPress control panel.

Destino Movement New Page test | Turbo | Log Out
Screen Options Help
(3} Dashboard |i_ Edit Pages
Search Pages
- 5 Al Published | Scheduled Pending Review Drafts Private
) Media
Bulk Actions 4 Apply
:
Edit [ Title Author = Date
ST O About Us admin 2009/08/31
C) Comments Published
() — Mission and Purpose admin 2009/08/28
& Profile Published
Your Profile [) — Statement of Faith admin 2009/08/31
Published
T} Tools
() Contact Message Sent admin 2009/09/04
Published
[) Events admin 2009/08/31
Published
) How to Build a Destino Movement admin 2009/09/02
Published
) Knowing God Personally admin 2009/08/31
Published
Your New Relationship admin 2009/09/01
Published
[ Raising up a generation of Latino and Hispanic leaders to change the world admin 2009/09/10
Published
[ Resources anna.pratt 2009/08/31
Published
() Start Destino on Your Campus admin 2009/09/02
Published
O Title Author L] Date

Bulk Actions =] | Apply

Figure 3 - Edit Pages Screen
Editing an existing page - Step-by-Step
1. Choose Edit from under Pages on the left hand side of the screen.

2. You should now see a screen similar to the one in Figure 3. This is a listing of all the
pages in DestinoMovement.com.

3. Click on the title of the page you want to edit.
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Editing Pages (other than the Homepage)

Using WordPress to edit your page is pretty intuitive. The homepage is a little more
complicated because there are more than one content region to edit. You will find in-
structions on how to edit the homepage on page 8 of this guide.

Destino Movement Howdy, test | Turbo | Log Out
Screen Dptions Help
{a} Dashboard | 1
. [l Edit Page
Th Mediz Publish
) Media |About Us |
| v Preview Changes
= Status; Published Edit
Add New Upload/Insert (=] [ /5 # Visual
Visibility: Public Edit
) Comments s=illi= = = o= =2 55
L) Comments B I & = i« E=E= = a1 " Published on: Aug 31, 2009 @ 15:17 Edit
a
- What we're all about %
< Profile Delete Update Page
Your Prafile We're all about raising up a generation of leaders from the Latino and Hispanic community to change the
= world.
T4 Tools Attributes
Toals What we believe
Parent
FormBuilder e . ias ; - " . . P .
b ° Our beliefs are based on what God has said in the Bible, both Old and New Testaments. We believe the Bible is
the main way God continues to communicate with us. . Main Page (no parent)
s § You can arrange your pages in hierarchies, for
Path: example you could have an "About” page that
has “Life Story™ and "My Dog” i .
Word count. 80 Last edited by test on October 5, 2009 at 12:04 pm spelbly i ol oo dln. cidobmttos
There are no limits 1o how deeply nested you

can make pages.

Template

Default Template |

Some themes have custom templates you can
use for certain pages that might have
additional features or custom layouts. If so,
you'll see them above.

Order

0

Pages are usually ordered alphabetically, but
you can put a number above to change the
order pages appear in. (We know this |s a lirtle
janky, it'll be better in future releases.}

Page Image

Enter the file name of image 1o be displayed
on this page. Be sure the image is uploaded to
this folder on the Web server -

“http:/ {destinomovement.com,wp-content
Juploads

aboutus2.jpg

mtation | Feedback

Figure 4 - Editing a page
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As you can see from figure 4, there are only a couple of content regions that you can edit,
the title, the main content, and the page image. To keep things simple, we are only going
to cover the title and content region for now. Page images will be discussed in the ad-
vance section of this user guide.

Editing Text

To edit any of the text fields, click inside the field or select the text that you want to edit.
It's that simple. Once you are done editing, choose “Update Page” on the right hand
side of the page. (See Figure 12)

Adding Headings within your content

Many of the articles on the Destino site use headings within the content. (Figure 5)

Our Mission «——Heading

Our Purpose <«——Heading

Who are we? «——Heading

Figure 5 - Headings

The headings shown in this example are level 3 headings. You can add headings to your
content using the toolbar just above the main content region. (Figure 6)
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Figure 6 - Content Editting Toolbar

You will need clickthe ~ on the right hand side of the toolbar in order to show more
buttons. (Figure 7)
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Figure 7 - Hidden row of toolbar buttons now exposed.

To make your text a level 3 heading, highlight your text and choose “Heading 3” from
the dropdown menu on the left hand side of the second row. It will probably say “par-
graph” or “format” before you make your selection.

Suggestions on Using the Formatting Toolbar

As you can see from Figures 6 and 7, there are a lot of different buttons to editing con-
tent. | would suggest that you only use a select few. Using other formatting buttons will
can break the visual design and not fit in with the styles programmed by Jeff.

ol

B BB 2 =
e Y

Heading 3

Figure 8 - Suggested Buttons to use in editing
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- Bold

« Unordered list

« Ordered list

« Link and Unlink

« Show/hide Kitchen Sink (shows or hides second level of formatting buttons)

« Format dropdown menu (only for changing text into a Heading 3 as discussed in the
last section)

Those are the basics of editing text for all of your secondary content pages. Now we are
going to turn our attention to editing the homepage.
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Editing the Homepage

Destino Movement
(&} Dashboard i | Edit Homepage
G Media
Library
Add New Raising up a generation of Latino and Hispanic leaders to char
() Pages Permalink: http://destinomovement.com | View Page
Edit
Add New

&) Comments

24 Profile
Your Profile
T} Tools
Tools

FormBuilder

Upload/Insert (m) L 7 # Visual

B 7 & 2« E == = |2+ 3=
Format ~u|mA- @@ e HQ =S ©

The world is a pretty messed up place. You don't need anybody to prove that. Wars. Disease. Poverty. Divorce.

Addicti Tragedies and injustice all around us. A lot of people want to change the world, but sometimes it's hard
enough to even change our own lives.

We think Jesus was on to something when he said, “Apart from Me you can do nothing.” Destino is a movement of
college students that wants to change the world, one life at a time, with the only One who can do it.

Path:
Word count: 89 Last edited by admin on September 22, 2009 at 3:49 pm
First Conference or Event

Name of the conference or event

Fall Retreat on the Coast

Content
B 7 & =2« EE = =22
Format v U |E A~ GG B2 & 2

Join Destino for a weekend on the coast to relax, get away from school, make new friends, and grow closer to
God.

Path:

Image File Name (Be sure the file is located in this folder “http://destinomovement.com/wp-content/uploads/” on the
server

fallretreat.jpg

Link to Web site for more information
http:/ /www.destinofallretreat.com/

New Post v test | Turbo | Log Out

Screen Options Help

Publish
Preview Changes

Status: Published Edit
Visibility: Public Edit

" Published on: Sep 10, 2009 @ 12:09 £dit

o L iponeroe 3

Page Image

Enter the file name of image to be displayed
on this page. Be sure the image is uploaded to
this folder on the Web server -

“http:/ /destinomovement.com /wp-content
Juploads/™

homeshot.|pg

Figure 9 - Edit Homepage Screen

The home page is most complicated of the pages to edit because there is more than one
content region that you can edit and update.

The home page is named Raising up a generation of Latino and Hispanic Lead-
ers to change the world. It is named this because the home page is using the title
field to generate the tag line on the page that you see in Figure 10.
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Degtino

Raising up a generation of
Latino and Hispanic leaders to
change the world

The world is a pretty messed up place. You don’t need

anybody to prove that. Wars. Disease. Poverty. Divorce

Addictions. Tragedies and injustice all around us. A lot of

people want to change the world, but sometimes it's hard

Figure 10 - Tag line on the home page

These are the different content regions that you can edit on the Destino Movement
home page:

« The tag line (title of the page)

« The image that is displayed to the right of the tag line
« The paragraphs under the tag line

« Each conference listing

« Each Summer Project listing

Let’s take a look at each one of these individually.

Working with WordPress - Page 9



@ Working with WordPress

Tagline

As already mentioned, the tagline is also the title of this specific page. To edit the ta-
gline, click inside the box or select the text you want to change. Then type in your
changes. See Figure 11.

Raising up a generation of Latino and Hispanic leaders to change"

Permalink: http://destinomovement.com | View Page

Figure 11 - The Title Box on Edit Page Screen

If that is the only change you are making to the page, you can click the Update Page
button on the right hand side and the changes you made are saved and the page content
is updated. (Figure 12)

Publish

Preview Changes

Status: Published Edit

Wisibility: Public Edit
] Published on; Sep 10, 2009 @ 12:09 Edit

Figure 12 - Publish Button

The Page Image Field

Each page on the Destino site has an image. Your WordPress installation has been set
up so that you can change the images in the future. On the Page Edit page, this is done
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by specifying the file name of the image that you want to display on a given page (Figure
13).

Page Image

{uplo:
aboutus2.jpg

Figure 13 - Page Image Box on Edit Page screen

Your WordPress installation is set up to look for the image files in this folder on your
server, destinomovement.com/wp-content/uploads/. So all you have to do is to add
your pictures to this directory using a built-in WordPress function and then type in the
name of the file like aboutus.jpg or homeshot.jpg.

I will be discussing how to upload a new picture to your site a little bit later. What | want
you to understand right now is that you can change the image that is displayed on any of
the pages of DestinoMovement.com.

Paragraph(s) Under The Tag line

The paragraph under the tag line uses the same main content region that we discussed
for all other secondary pages of the site. (Figure 14)
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The world is a pretty messed up place. You don't need anybody to prove that. Wars. Disease. Poverty. Divorce. Addictions.
Tragedies and injustice all around us. A lot of people want to change the world, but sometimes it's hard enough to even
change our own lives.

students that wants to change the world, one life at a time, with the only One who can do it.

Figure 14 - Main Content Region of the Home page

Editing the content of this region is just like editing the content of other pages, which we
have already covered. Remember, once you are done editing, choose “Update Page” on
the right hand side of the page. (See Figure 12)

Conference/Event and Summer Project Listings
Each conference/event listing and summer project list contains 4-5 different fields.
« Name of the conference or summer project

« Content of the listing - This is a paragraph or two of information that you want to
list on the home page. Remember that this is only an introduction or teaser. Keep it
short and let a secondary page or Web site go into greater depth. This editable region
includes an editor much like the main content editable region. Again, I would advise
only using the buttons suggested on page 6.

« Image that you want to display with the project listing. The dimensions of the
image need to be 217 pixels wide by 163 pixels high with a 72 dpi resolution.
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As | mentioned before, your WordPress installation is set up to look for the image files
in this folder on your server, destinomovement.com/wp-content/uploads/. So all you
have to do is to add your pictures to this directory using a built-in WordPress function
and then type in the name of the file like aboutus.jpg or homeshot.jpg. We will cover
how to upload a picture to use in your Web site in the Advanced section on page XX.

« Link to a Web site for more information. It might also be a link to a page that
you create in WordPress .

« Position of the image (Summer Project Listings only). The design of the
conference/event and summer project listing is to have the image and content of the
list alternate position down the page. (Figure 15) The design is set up to start left and
then alternate from there. Because the number of conference listings can vary, | de-
cided to allow you to control the project listings manually by using the radio buttons
provided in the additional field.

DESTINO TREK MORE >>
Maybe it's time to step up and lead. Take a week

with Destino staff and grow in your ability to

lead others spiritually. Oh, yeah, we'll have fun,

too!

DESTINO FILM PROJECT

We had a blast making our first film last summer
called "Jalapenos”. If you've ever thought you
should use your filmmaking skills for God, check
us out. For more information, email
tom.allen@uscm.org.

NORTH AFRICA

So...this is where we get serious about changing
the world. This summer we're going to North
Africa. We will be pioneering there for the first
time. For more information, contact
destinoeric@uscm.org.

Figure 15 - Alternate image and content positions for Summer Project listings on the home page
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Advanced Topics

« Adding an image to the WordPress Image Gallery
« Publishing a new page

« Updating Your User Profile

« The Admin User

« Adding new users

« FormBuilder

Adding an Image to the WordPress Image Gallery

You may have need to add new images to the site in the future. Each page has an image
that was purchased from iStockPhoto. The other place that images are used on the
homepage for the conference/event and summer project listings. Before | get into how
to add images to the site, | want to give some design perspective on the use of images on
the site so that you can continue to maintain the professional look established by the
original design.

Design Note on Images for DestinoMovement.com

The images used on the site for the upper right hand side of the page are set to a specific
dimension to be in proportionate relationship to other design elements on a page. The
dimensions of these images are 290 pixels wide by 235 pixels high at 72 dpi resolution
(Figure 16).
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290 pixels wide D

235 pixels tall

Figure 16 - Right hand image dimensions

Conference/Event and Summer Project Images

These images are also set to a specific dimension that is hard coded into the design tem-
plate. The dimensions of these images need to be 217 pixels wide by 163 pixels high with
a 72 dpi resolution.

It is important that you edit any new pictures that you would like to add to the site so
that they fit the dimensions. Otherwise, when you add them to the site, they may look
distorted because the image dimensions are hard coded into the WordPress page tem-
plates powering the Web site.

Adding images within the main content area of other
Pages

I would strongly recommend not adding any images in the main content area of any of
the other pages of the site unless you feel strongly that it adds to the value of the com-
munication. One of the goals of the new design was simplicity. Adding too many images
can move away from this goal and add more visual clutter to the page which can lower
the value of your communication.
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When the Web site was delivered, there were only 2 pages that had images in the main
content area, Knowing God Personally and Resources. On the Knowing God Personally,
images/diagrams were used to support the gospel message. On the resources page, a
screenshot of GodSquad was included under the listing of GodSquad as an additional
resource. In both cases, these images helped support the overall message of the page
and were used sparingly.

With that said, let’s look at how to add new pictures to the image gallery.

Adding New Pictures to Your WordPress Image Gallery

Media

Figure 17 - Media Selections on the left hand navigation menu

To add new pictures, you will want to go “Media” on the left hand navigation menu.
Click the down arrow and two items will be revealed to you, “Library” and “Add New.”
To add a new picture, choose “Add New.” (Figure 17)

You will now be on the Upload New Media page. (Figure 18)
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\\) Destino Movement v s wdy, test | Turbo | Log Out

i} Dashboard 2 Upload New Media

Choose files to upload Select Files

Ubrary You are using the Flash uploader. Problems? Try the Browser uploader instead.
Add New After a file has been uploaded, you can add titles and descriptions

[ Pages

L) Comments

T} Tools

Figure 18 - Upload New Media Screen

Choose the Select Files button and navigate to find the image on your computer. Once
you choose the file, it will upload to the image gallery. Once the image uploads, you can
add titles and descriptions to the photo. You will also see the file url in WordPress. The
name of the image will be the same you named the image file on your computer. (Figure
19) In this example, the image file name is “aboutusl.jpg.”

When you are finished, choose Save all changes.

1Y) Destino Movement v test | Turbo | Log Out

i Dashiboard 2 Upload New Media

m Choose files to upload Select Files
Library an

ou ng the Flash uploader. Problems? Try th tead.
Aft
Hide
B Lipg
image/jpeg
2009-09-22 14:39:24
o
Title . aboutus
Caption
Also used as alternate text for the image
Description
htt P boutus1 Jpg
File URL Bl

Location of the uploaded file.

Figure 19 - Add title and descriptions to your image
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Changing the Right Hand Page image

On the Page Edit page, this is done by specifying the file name of the image that you
want to display on a given page (Figure 20). Going back to our example in Figure 19, the
File URL was http://destinomovement.com/wp-content/uploads/aboutusl.jpg. All
images that are uploaded through the WordPress Control Panel are uploaded to the

http://destinomovement.com/wp-content/uploads/ folder on the site server.

The image file now is aboutusl.jpg. If | wanted to change the Page Image on this page,
I would replace “aboutus2.jpg” with “aboutusl.jpg.” Because all the images uploaded to
the server through the WordPress control panel go to the same directory, have already
specified the directory in the page templates for the site. You only need to specify the
specific file name of the image you want to use.

(1Y) Destino Movement viisi: P Howdy, test | Turbo | Log Out
} Dashboard L Edit Page

=) Media About Us Publish

1B Pages - Permalink: hitp://destinomovement.com fabout-us/ | Edit || View Page Preview Changes

Status: Published £dit

Upload/insert (@] I /2 4 visual

Visibility: Public £dit

B 7 &S E « E == = o-m s ™! Published on: Aug 31,2009 @ 1517 fit
What we're all about

Delete Update Page
We're all about raising up a generation of leaders from the Latino and Hispanic community to change the
world.

Attributes
What we believe

Our beliefs are based on what God has said in the Bible, both Old and New Testaments. We believe the Bible is
the main way God continues to communicate with us. .

Path:
Word count: 80 Last edited by test on October 5, 2009 at 12:04 pm

aboutus2.jpg

¢ with WordPress. | Decumentation | Feedback

Figure 20 - Page Image Box on Edit Screen
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Editing Conference/Event and Summer Project Listing
Images

The procedure for changing these image is much the same as what was discussed above.
The only difference is that instead of using the Page Image box, you will look for the Im-
age Field in the listing you are adding or editing. (Figure 21)

First Conference or Event

Name of the conference or event

Fall Retreat on the Coast

Content
B 7 & 22|« E = A=
Format v U|E A-y B @< B Q = E “

Join Destino for a weekend on the coast to relax, get away from school, make new friends, and grow closer to
God.

Path:

Image File Name (Be sure the file is located in this folder "http://destinomovement.com/wp-content/uploads/~ on the
server

fallretreat.jpg

Link to Web site for more information
http:/ /www.destinofallretreat.com/

Figure 22 - Image Field in Conference/Event or Summer Project Listing
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Publishing a New Page

To create a new page, go to the Pages section on the left hand menu. Choose “Add

New.” (Figure 23) Editing this new page is the same process as other pages and we
have already covered that in this guide.

Dashboard « Destino Movement — WordPress

4| w | |5t q + | D hitp:/ /destinomovement.com/wp-admin/ & | [Qr Google

0 #B 2009 Summer... for Christ GodSquad TinyURL! Design USCM 1024  thelAB work

) Destino Movement v s

1y, test | Turbo | Log Out

- . N Screen Options « Help
{2 Dashboard

Zh Media Right Now
| Pages
Edit 0 Posts 0 Comments
Add New 11 Pages 0 Approved
LJ Comments 1 Category O Pending
0 Tags 0 Spam
4 Profile
Theme Destino Movement
T} Tools

sing WordPress 284,

kismet blocks spam from getting to your blog, but there's nothing In your spam gueue
at the moment.

ith WordPress. | Documentation | Feedback

Figure 23 - Add a new page

Your new page is probably going to be part of one of the existing sections on the Web
site—about, events, or resources. You can assign your new page to be a “child page” of

one of these “parents.” To make your new page a child page, go to the Attributes mod-
ule
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on Edit screen of your new page. (Figure 24) Under Parent, choose the page you want to
be a parent page to your new page—About Us, Events, or Resources.

Edit Page « Destino Movement — WordPress

<4/» =& @ + Dhup/ com/wp-admin/page.php?action=edit& =25&message=1 ¢|lQr
0 #2 2009 Summer... for Christ GodSquad TinyURL! Design USCM 1024 thelAB work

TV Destino Movement v s New P wdy, test | Turbo | Log Out
Dashboard 1 Edit Page
Media Page updated. View page

About Us Publish

Preview Changes
Edit || View Page b o

Status: Published it
Upload/Insert (= no# —
Visibility: Public Edit

%, Profile B I & = | « E B = = |9 i ||

™) Published on: Aug 31, 2009 @ 15:17 Edit

T} Tools What we're all about

We're all about raising up a generation of leaders from the Latino and Hispanic community to change the world.

What we believe Attributes
Our beliefs are based on what God has said in the Bible, both Old and New Testaments. We believe the Bible is the main
way God continues to communicate with us.

Main Page (no parent)
Path: You can arrange your pages in hierarchies, for
Word count: 80 Last edited by test on October 5, 2009 at 10:13 am example you could have an "About™ page that
has “Life Story” and "My Dog™ pages under it
There are no limits to how deeply nested you
can make pages.

Template

Default Template 3

Some themes have custom templates you can
use for certain pages that might have
additional features or custom layouts. If so,
you'll see them above

Order

0

Pages are usually ordered alphabetically, but
you can put a number above to change the
order pages appear in. (We know this is a little
Janky, it'll be better in future releases.)

Page Image

Enter the file name of image to be disolaved

Figure 24 - Attirbutes Panel

To add a link to your new page on the parent page, you will edit the parent page and add
the title linked to your new page. You can add a link to text by highlighting the text you

want to be your link and click on the link icon ~ on the format toolbar. Then add the
link url into the pop-up box. The link to any of your pages is displayed just beneath the
page title when you are editing a page. It is labeled Permalink.
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Updating Your Profile

If you would like to change your password, you have that option by updating your pro-
file. Go to Profile on the left hand menu and choose Your Profile. (Figure 25)

7Y Destino Movement v se New Pe WD Howdy, test | Turbo | Log Out
‘ Opts
Dashboard

2 Media Right Now

Pag
0O Posts 0O Comments
11 Pages O Approved
J Comments 1 Category (o]

0O Tags O Spam

locks spam from getting to your blog, but there's nothing in your spam queue
ar ent

Figure 25 - Profile

This will open up your profile page. You can change your email address and change your
password at the bottom of the page. (Figure 26) Enter the new password twice and then
click Update Profile to save your changes.

New Password If yot

Strength indicator

Figure 26 - Changing Your Password

Adding Users

In the future, you may want to add new users who can edit or add content to the site. In
order to do that, you will need to login into the Administrative account. The username
on the account is Destino_admin. Anna Pratt and Jim Sautner have been sent the pass-
word information for this account.
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Once you have logged in, you can go under Users and select Add New. Fill out the
form. You will need to set-up a password for the new user. That person can also change
it using the instructions for Updating Your Profile.

You can choose whether or not to send an email to the new user with his or her user-
name and password information along with a link to the WordPress login screen.

Formbuilder

DestinoMovement.com takes advantage of a plug-in called FormBuilder for form on the
Start a Destino on Your Campus page.

If you need to change the email address that the form information is emailed to, you can
do that by going to Tools on the left hand menu and choose FormBuilder.

On the FormBuilder Management page, find the Start Destino from in the list and
choose Edit under the column, Actions.

On the next Page (Figure 27), edit the email’s Recipient and Save Form.

ﬁ Destino Movement v s New Post v wdy, test | Turbo | Log Out

Dashboard ‘[ FormBuilder Management (v 0.82)

Results | Text Translations | Edit Form | Blog | Documentation

Form Details

You may use these controls to modify a form on your blog.

Form Controls:

R Profile NAME Start Destino

" PonN SURJECT: Start Destino Respx from com

METHOD. POST &
FormBuilder
ACTION Form to Emall - Convert the form results to an emall
THANKYOUTEXT Thank you for your interest in starting Destino on your campus. We
will be in contact with you soon.

AUTORESPONSE.

Save Form

Figure 27 - Edit the recipient of the Start Destino form
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