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Log into WordPress,

or reset password

Log into WordPress

@} To get started, go to the
log in page:
= http://branches.pcuk.org/
/wp-login
Make sure you enter you branch name in the http link
ST Bl Enter your username

or email address.
Enter your password.

Click the ‘Log in’ button.

Reset password

Bl !fyou don’t know your password
W) and need to reset it, click ‘lost your
A password’ under the log in box.

Enter your username or
email address.

R m Click the ‘get new password’ button
You will then receive an email
. with the next steps.

After you have completed the
steps in the email, you can log in
with your new password.
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About The Pony Club

This page must not be edited or
removed. This page is fundamental
to visions and values of The Pony
Club, it needs to be visible on all

e branch sites.

Home | About The Pony Club

Welcome to'The Pony C

About The Pony Club * | Calendar Useful Information Portal Join now

The Pony Club is an i i | v youth isation for young pecple, up to the age of 25,
interested in horses, ponies, and riding. Founded in England in 1929, and granted independent
charitable status on Ist January 1997, there are around 330 Branches and 300 Linked Riding Centres in
the UK alone. The Pony Club is represented in no less than 27 countries with a worldwide membership
exeeeding 110,000, making it the largest association of young riders in the world.

Our Values

Togetherness

Our Charitable
Purpose

Wa have el SLAANGS 1 OUr PUIPCSS, Wi euist

equestrianism

Membership Activities Contact

ar




Guide to WordPress

Creating or editing a page

Creating a new page

Bl To create a new page: on the menu
on the left, hover over ‘Pages’.

Click ‘Add New'.

Latist by et o0 Toaatcom

Editing a page
n On the menu on the left, click ‘Pages.

Here you will be able to see the
list of all the pages that are set up.
You can click on a page to edit it.

To remove a page, hover over the
page, then click ‘Bin’.

You can also add pages from
this page.

Or edit from the front end

On the front end of the website,
go onto the page you want to edit.

- - s BB On the bar at the top, click
s A ) ‘ b ‘Edit Page’.

The Bquestrian., ™ &3
'

Youth Organisation
£

N

)
Join the equestrian youth
charity

Welcome to our Branch of The Pony Club. We have Members from the age of 4-

25, who participate in a variety of activities, frnrn Rallies, Cnmpatlﬂons, Tests and

Camp. The Pony Club is a unique youth the

opportu rllty to parllclpau ing dlﬂumm sports. At our Branch we focus on

d Games, Polo, Pony 4
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Blocks overview

Lorem ipsum dolor sit amet,
consectetuer

Imilibus et labo.

Imilibus et labo.

Lo -
st The Dedson & Horrell

Horse & Pony Care i 2
i Quiz \ggbinar

ImIIISus et
labo.

Header block options
Page 15

Full width text block
Page 5

Full width image block
Page 7

Video block
Page 8

Gallery block
Page 9

Relevancy block (no image)
Page 10

Full width content left right block
Page T

Contact(s) block
Page 12

Relevancy block (image)
Page 13

Content left and right block
Page 6

News block
Page 14
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Full width text block

Published view

Imilibus et labo.

Dashboard

Full Width Text Block

B Add Medi Visual | Text Hint

Poagosh  + B I EEE = = £ = #

fasne S AT @00 R hod Use for introduction copy and to
Imilibus et labo. help display long form content.

Volum quis esendel luptasit volarem aut aligeni hiligen imincta sitiamus dipsam doluptatur selupture con .
nihillita a si offictat eum quis sed que quod ut aut guuntumaue berit, ut aut que et quadior epudicimus accae Font Style are available p|ea$e
porum hitis magnatati sum quas volupis serciet quaturero magni que eos aut que cum quae aut odia corehen refer P9 20 for text Styles_

imilibus et labo. itat

Tip: Break up bulk copy by using
image or content blocks.

n Tip: When adding external links
need to start with https:// -
https://www.google.com/ hot
www-google.com or google.com

Enable button?

Yoz
Anchor Kame

Buttons

Button link

Insert text (no character limit). Refer to page 20 for type styles.

Option to include a button. (fyes go to page 17)

o~

Insert anchor name
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Content left and right block

Published view

Imilibus et labo.

Volum gquis esendel luptasit volorem aut aligend hiligen imincta sitlamus
digsam deluptatur selupture con

Dashboard

Image Position

Left

ST 1 |

Ideal image size 1270px x 850px

Text Content

Q) Add Media Visual | Text
Perageph v B I = E E £ = £ =
Formats » s — A B ¢ O =€ =

Imilibus et labo.

Volum quis esendel luptasit volorem aut aligeni hiligen imincta sitiamus dipsam doluptatur
solupture con nihillita a si offictat eum guis sed que quod ut aut quuntumquo berit, ut aut que
et quodior epudicimus accae porum hitis magnatati sum quas volupis serciet quaturero magni
gue eos aut que cum quae aut odia corehen imilibus et labo. Itat.

Ideal maximum amount of characters 350

Buttons

Button link

N B2

-~

Choose image placement, on the
left or right.

Insert image (ideal image size 1270x850 —
JPEG, 72dpi).

Insert text (no character limit). 35072

Include a button (go to page 17)

Hint

Use this block to display copy
alongside an associated image.
There is an optional button to link
to additional content.

Font style are available please
refer pg 20 for text styles.

Tip: Use this block to break up
bulk copy. They can also be used
underneath each other to add
variety and break up long pages.

Tip: When adding external links
need to start with https:// -
https://www.google.com/ not

www-google.com or goegle.com
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Full width image block

Published view

Dashboard

Full wWidth Image

Card Title

Dis explatur?

Card Text

Mod quis mo berumet evelis millabo. Ut laberro velitiur, variae net libus natemper re reptiuntiam quid ut idicrio omniate ne

Card Link

https:/fpcuk orgf

nsert URL

Card Colour

S 5 |

Open in & new window?

® Yes
No

N A

o]

o~

Insert image (ideal image size - IPEG, 72dpi).

Insert optional card title (maximum

50 characters).

Insert optonal body text (maximum

100 characters).
Insert optional card link.

Select the optional card background
colour from the list:

Purpis
ela

Light Blue.
Altarnate Purple
Altarnase Gald

Choose to open the button link
in a new window, click ‘Yes’

Hint

This block is a great way to break
up content on a page and display
a featured image relating to the
page content. The optional card
can be used to promote and link
to other content.

Tip: Use these sparingly on the
page as they can disrupt readers’
flow.

Tip: When adding external links
need to start with https:// -
https://www.google.com/ not

www-googie.:com or gooegle.com
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Video block

Published view

Imilibus et labo.

Volum quis esendel luptasit volorem aut aligeni hiligen imincta sitiamus dij
quis sed que quod UT BUL GUUATUMAQUD berit, ut aut que et quedior epudici
QUALUTEro MagNI GUe B0s BUL qUE cum quae aut odia corehen imi

sam deluptatur solupture con nikilita a si offictat eum
ceae perum hitis magnatati sum quas velupis serciet

The Dodson & Horrell
Quiz Pbinar

2024

" The Blue Cross
Horse & Pony Care

Memb ebinar

. 2024 B

o e ost

Blue Cross Horse & Pony Care Webinar 2024 The Dodson & Horrell Quiz Webinar 2024

Dashboard

Insert video block title and
text content

Text Content

Q] Add Media visual | Text
Pusguen v B I EEE = =S L I X[ (maximum 200 characters).
Formats v ase — A ﬁ & N =|E % ]

Click ‘add row’ to add a video.
Imilibus et labo.

Velum quis esendel luptasit volerem aut aligeni hiligen imincta sitiamus dipsam doluptatur solupture con | nsert V|d eo ||n k (go to page 18)
nihillita a si offictat eum quis sed que quod ut aut quuntumquo berit, ut aut que et quodior epudicimus accae
perum hitis magnatati sum guas volupis serciet quaturere magni que eos aut gue cum quae aut odia corehen

imilibus et labo. Itat.

-~ -~

Insert a short description

(maximum 75 characters).

o]

You can add or remove images by
1] hovering over the right bar and
clicking either the ‘+' sign or the

‘. M
- sign.
Videos
Video Link |
hitps:[fwwwyoutube.com/watch?v=Wi1-GAHFelc @
Video Description 1

Ideal maximum characters 75

Blue Cross Horse & Pony Care Wehinar 2024

Video Link
Insert URL

o
https:{fwwwyoutube com/watch?w=4fnjK B0ZskM H I n t

Video Description . .

\doal maximum characters 75 This block is a great way to
display video content from

The Dodson & Horrell Quiz Webinar 2024 A A
external libraries such as YouTube.
(= }
Video Link . . .
et URL Tip: Use the description box

wisely to describe what the video
shows and why a viewer would be
interested.

https:fwwwyotube comfwateh?v=\WaF_gNdOLUA

Video Description

Ideal maximum characters 75

HOYS 2023 Interview - Lanark & Upperward's Grace and Zara !
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Gallery block

Published view

Volum

Dis explatur? Mus. Riameni tiaecusam que
lacculles pa si ut et aped eicim volorero
dipitam gue mo cuscium es site exercil
lorehen derernam, imo odis aut aut.

Dashboard Click ‘Add row’.

[~ ]

Insert Image (ideal image size 1270x850 —
IPEG, 72dpi).

Gallery Content

Gallery Image

Ideal image size 1920px by 1290px

Insert gallery title (maximum 50 characters).

|
(-~

Insert image description

(maximum 350 characters).

o]

Choose background colour
from list:

Gallery Title
volum
Gold
Light Blue
Alternate Purple
Aherrate Gold

Gallery Description

Dis explatur? Mus. Riamen tisecusam que lacculles pa s ut et aped elcim volorero dipitam que mo cusclum es site Dark Blue
gxercil lorehen derernam, imo odis aut aut.

Repeat the first 5 steps to add

another image.
Background Calor To swap the image order, click
Purple v and hold the bar, drag up or down
3 to re-order.
Gallery Image
Gl R B You can add or remove images by

hovering over the right bar and
clicking either the ‘+' sign or
the *-* sign.

Gallery Title

Volum

Gallery Description

Dis explatur? Mus. Riameni tisecusam que [acculles pa si ut et aped eicim volorero dipitam que mo cuscium es site

exprcil lorehen derernam, Imo odis aut aut. H i nt

The gallery block works as a slider
so is a great way to show a
collection of images with
associated descriptions.

Backaround Color

Dark Blue v

Tip: A different background
colour can be applied to
n E each slide.

10



Guide to WordPress

Releva ncy block no image)

Published view

SODOT000 | OO0V 0GDGT000 1 OOVOLHOD0D

Med quis mo Mod quis mo

Insert title (maximum 50 characters).

Dashboard
Click ‘Add row".

Relevancy Title n

Insert date.

o -~

fara Insert card title (maximum 499 characters).
Date
P Add body text (maximum 499 characters).
Gard Title Repeat steps 1-5 to add

Maximum amount of characters 49
4 another card.
Med quis ma .

To swap the cards around, click
B and hold the bar, drag up or down
to re-order.

[~

Dis explatur? Mus. Riameni tiagcusam que lacculles pa si ut et aped eicim volorere dipitam que mo cuscium es site
exarcil lorehen derermam.

You can add or remove images by
5| hovering the right bar and clicking
either the + sign or the ‘-’ sign.

Card Link

https:ffpeuk.org) m m
1 ©

Button Text

Walum

Date

00/00j0000

Card Title

Maximum amount of characters 499

Med quis mo

Text Content

Maximum amount of characters 499

.
Dis explatur? Mus. Riameni liascusam que laceulles pa si ut et aped eicim volorero dipitam que mo custium es site H I nt
exercil lorehen derernam,

A relevancy block can be used to

link to other relevant site content,
downloads or external website
content.
Card Link
ntips:fipcuk.org] Tip: Use this towards the bottom

of a page.

Button Text

Valum

2] 6 | e

11



Guide to WordPress

Full width content left right block

Published view

Imilibus et labo.

Vislurn quis ssendel luptasit velorem sut aligeni hiligen imincta sitismus dipsam
doluptatur solupture con nihillita a st offictat eum quis sed que quod t
QuuRtrnqUE Berit, Ut AUt que et quodion epudicimus sccae porum hitis magnatati
SuM quas velupls Serchit UAtLIero Magni que eos AUt Gue CUMM quae aut odia

corehen imilibus et labo. itat.

reptiuntiam quid ut idiorio on

ipsamaent

Dashboard

Image

deal image size 1920px by 1290px

Text content

B Add Media Visual = Text
Parsgraph v+ B J E E E £ S L = |8
Formats v we — A v ¢ 0 E B ]

Imilibus et labo.

Volum guis esendel luptasit volorem aut aligeni hiligen imincta sitiamus dipsam doluptatur selupture con
nihillita a si offictat eum quis sed que quod ut aut guuntumquo berit, ut aut que et quodior epudicimus accae
porum hitis magnatati sum quas volupis serciet quaturero magni que eos aut que cum quae aut odia corehen
imilibus et labo. lat.

Mod quis mo berumet evelis millabo. Ut laborra velitiur, veriae net libus natempeor re reptiuntiam quid ut idiorio
omniate non pe nonsequi tem et re volut fuga. Sendipsae. Et fuga. Ut assitiasit millabo rrevit perchic ipsam,
cfficides aceperum ipsament.

deal maximum amount of ch

Background Color

Light Blue v
Image Positien

#) Image Left
Image Right

Buttons

Button link

Mod quis mo berumaet evelis millabo, Ut laborro velitiur,
o pe Ronsecui tem
Sendipsae. Et fuga. Ut assitiasit millabo rrovit perchic ipsam, officikdes aceperum

e net libus natempor re

(ol

Insert image (ideal image size 1270x850
~3IPEG, 72dpi).

Insert text (maximum 499 characters).

Choose background colour
from list:

[/ s )
Gold
Light Blue
Alternate Purple
Alternate Gold
Dark Biue

Choose image placement, on the
left or right.

Include a button (go to page 17)

Hint

This is a full width alternative to
the “Content left and right block”
with a background colour. Use
this block to display copy
alongside an associated image.
There is an optional button to link
off to additional content.

Font style are available please
refer pg 20 for text styles.

Tip: Use this block to break up
bulk copy. They can also be used
underneath each other to add
variety and break up long pages.

Tip: When adding external links
need to start with https:// -
https://www.google.com/ not

www.google.:ecom or google.com

12
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Contact(s) block

Published view

Imilibus et
labo.

Volum quis asandel luptasit volorem
aut aligeni hiligen imincta sitiamus
dipsam doluptatur solupture con

volupis serciet quaturers rmagni que
©0% Ut QuE CUMmM guae aut odia
conehen imilibus et labe. ltat.

Volum Volum Volum
Viokurm Valum Volum
Miet gario quiae nectore molectus. MNigt cario quiae nectore molectus Nigt eario quiae nectore molectus
alis experioresed quam eniet alis experioresed quam eniet alis experioresed quam eniet
wntus que wluptatur untus que valuptatur untus que voluptatur
T: 000000000000 T: 000000000000 T: 000000000000
E E: com E: auterm@autem.com
Dashboard Insert title and copy
(maximum 499 characters).
titie b 2, Taxt cant H ‘ »
Set e tn Hamding 2, Tt comtmn To add a contact card click ‘Add row
o A Visual | Text

Parmgraph *+B I =E E

Fomats v s — A v

Insert image (ideal image size 685x460 - jpeg, 72dpi).

Imilibus et labo. Insert contact name (maximum 100 characters).

Wodum quis esendel luptasit volorem aut aligeni hiligen imincta sitiamus dipsam doluptatur solupture con
nahillita a si offictat eum quis sed que guod ul aul guuntumguo berit, ut aul que el guodior epudicimus accae

Insert job title (maximum 100 characters).

porum hitis magnatati sum guas velupis serciet quaturero magni gue eos aut que cum quae aut odia corehen
imilibus et labo, itat.

Insert descri ption (naximum 499 characters).

Insert contact number.

Insert email.

To add another contact card click ‘Add
row’ and repeat steps 3-8.

Contact Cards

image

To swap the cards around, click and hold
the bar, drag up or down to re-order.

You can add or remove cards by hovering
the right bar and clicking either the ‘+ sign
or the *-* sign.

E BE B EBEON B2

Contact Name

w S}
Contact Job Tithe

Volum

Nigt earic quiae nectere molectus alis expericresed gquam eniet untus gue voluptatur

This block is useful to show who

Tal .
to contact or to introduce team
000000000000

members.

Email
autem@sutem.com E Tip: Use this towards the bottom
of a page as a “Call to action”.
B

13
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Relevancy block (image)

Published view

Awards Popular Post 2 Members Insurance
Read More —» Resd Mare —» Resd More —

Dashboard

.
Relevancy title n H I nt

The “Relevancy block with image”

is a visual way to link to other
Insert relevant Page/Post (Max 3)

relevant site content or external
website content.

Search.. Select post type w | Select taxonomy w

[ rowaen Lenue cyuianon

. o il Awards Tip: Use this towards the bottom

ﬁ JCB National Championships ofa page.

“ Join Now
Licensed Suppliers

Iia Members Code of Conduct

e iemc

m Popular Post 2

L Members Insurance

Insert title (maximum 50 characters).

The box on the left is a list of topics. You can scroll down the list
and select up to three relevant topics. The ones you select will then
move to the box on the right.

To remove a subject from the box on the right, hover over the topic
and click the black circle with the - sign.

You can re-order by clicking and holding the bar, and dragging
up or down to move.

14
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News block

Published view

Members Newsletter Members Newsletter
RET TETSY December

Ja v e
2024 January Newsletter 2023 December Newsletter

Read More — Froad More —

Visht our news page

Dashboard

Title n

News Block
Search... Select post type w || Select taxonomy v
—‘ ‘British Equestrians for Ukraine’ launched to aid E 2024 January Newsletter

gdavelopg eqtine crizis O 2023 December Newsletter 3

ﬁ 2023 August Members Newsletter

m

—

w 2023 July Members Newsletter

fRE Exceptional Travel Fund — Available to Pony Club
Members

ﬁ 2023 June Members Newsletter

Insert title (maximum 50 characters).

Na

The box on the left is a list of topics. You can scroll down the list
and select up to three relevant topics. The ones you select will
then move to the box on the right. (This block will only show news subjects).

To remove a subject from the box on the right, hover over the
topic and click the black circle with the - sign.

Hint

The news block can be used to
link to relevant news items on
your site.

Tip: Use sparingly and place
towards the bottom of a page as
it looks similar to other modules
but serves a different purpose.

15
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Adding a button

Buttons

Button link

Insert/edit link

Enter the destination URL

URL | https://pcuk.org/

Add Row

Link Text [ Test

=
|
)

[v) Open link in a new tab
Or link to existing content

Search |

Mo search term specified. Showing recent items.
Test

Albrighton Hunt

Amman Valley & District

Albrighton Woodland Hunt

Angus

Anglesey

Axe Vale Hunt

Avon Vale

Atherstone Hunt

Areill Tanith

Cancel

PAGE
CcLue
CLuB
CLuB
CLuB
CLue
cLuB
CLuB

CLuB

~Ln

i~ - -

B 8n

Click ‘Add Row'.
Click ‘Select Link'.
Insert link.

Insert button text.

There is also an option to link the
button to internal branded pages.

Click ‘Add Link'.
Add another button repeat steps 1-6.

You can remove a button by
hovering and clicking the ‘-* sign.

16
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Adding a video from YouTube

Click the three dots

The Blue Cross Click ‘Share’
Horse & Pony Care The Dodson & .
Quiz Web Click ‘Embed’
Members Webinar
Click ‘Copy’

i~ - -

2024
2024 Bllgs:
PONY, £ROSS PONY,
CLUB 1:30:22 CLUB

Blue Cross Horse & Pony Care n :  The Dodson & Horrell Qui
Webinar 2024 - Pony Club 2N24 - Tha Panv Nlup

Paste code in video block as a link.

89 views + 13 days ago »= Add to queue o

| Download

The Chairman's Cup!

Share

| Embed WhatsApp  Facebook X Email Reddit
https:/fyoutu.be/Wt1-GAHFelc?si=u6mv-OcZhcS5ql
O startat

Ermbed Viers

The Blue Cross
Horse & Pony Care

Members !/\/ebinar D

2024 BLUE e

PONY SR B e
peipe) -

Video Link E

Insert URL

https:/fwwwyoutube comjwatch?v=4fnjKBO2skM

17
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Header block options

Home

Lorem ipsum dolor sit ;
amet, consectetuer. |

Home

Lorem ipsum dolor sit
amet, consectetuer

PONY AbautThe Pony Club  Calendar  Mews  Useful Information  Contact Us Portal m Q =
CLUB l l -

Home | Xooooced | Xnoooood

Lorem ipsum dolor sit
amet, consectetuer

Header Block Options

Header Block Type

) Image

@ Solid 1]

) White

Header Block Solid Color

Dark Blue

Header Block Title

Lorem ipsum dolor sit amet, consectetuer

Use this for key pages where you want
to use images to create engagment.

Tip: When using the image version,
make sure the focus of the image
is in the right third and ensure that
the background is dark enough for
the white title to be legible.

Colour header

Use the colour header for
secondary pages.

White header

Use this for formal
notification pages like rules
and regulations.

+» . [ 3 option header types.

- Image: insert image
(ideal image size 3840x1200 —
JPEG, 72dpi).

- Solid colour background.
- White background.

Insert header title.

18
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Building a page with blocks

Click the plus sign in the top
left corner.

The list of blocks will come up
on the left.

To add a block, either click on the
block you want, or click, hold and
drag to where you want the block
to go.

Membership

1 e FEET
re-Ar@oOAE
Lorem insum dolor i amet, consectetuer adipiscing elit, sed diam
nonummy nish euismod tincidunt ut laoneet dolore magna aliquam erat

Lovem ipsum dolor 54 amet, consectetuer adpiscing elit, sed diam
nanummy nith euismod tincidunt ut laoreet dolare Magna aliquam erat
wolutpat.

8
o

Add title E

o] o]
-

Hover between blocks, so a blue
line shows up with a + sign in
the middle.

Click the + sign.

A small box comes up, with some
of the block setups and a search
bar. You can either click one of the
blocks, search for the block you
want or click ‘Browse all".

If you clicked ‘Browse all’, the list
of blocks will come up on the left.

Either click on the block you want,
or click, hold and drag to where
you want the block to go.

For a new page, click on the main
body. A + sign will show towards
the right.

Click the + sign.

A small box comes up, with some
of the block setups and a search
bar. You can either click one of the
blocks, search for the block you
want or click ‘Browse all'.

If you clicked ‘Browse all’, the list
of blocks will come up on the left.

Either click on the block you want,
or click, hold and drag to where
you want the block to go.

19
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Save a page as draft or publish page

Save a page as draft or publish page/updates

n To save as draft - click the button

. ’
‘save draft’ on the top right.
e s Add title eI
' = = To publish the page - click the
LR button ‘publish’ on the top right.
= i To make updates live on a
= = : published page- click the ‘update’
button on the top right.
B B c e
- . .M
Membership w
Switch to draft and unpublish
- @ T B o unpublish a page and set it as
e — i — a draft - click the button ‘switch
) to draft’ on the right, in the bar
under the ‘page’ tab.
(1] To delete the page, click
‘Move to bin’.
How to move and delete blocks on a page
o =] Bl Click on the block you want
S : to remove.
Add title e
Pt e - A box with icons will appear

= . above the block. Click the 3 dots
e s at the end on the right. A list of
2 options will appear.

= To remove the block, click ‘delete’.

20
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Get to dashboard from front end

About Tha Pony Club  Calendar  MWews  Useful Information  Contact Us

Lorem ipsum dolor sit amet,
consectetuer

Lerem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh
euismod tincidunt ut laoreet dolore magna aliquam erat volutpat.

Lorem ipsum dolor sit amet, consectetuer
adipiscing elit, sed diam nonummy nibh euismeod
tincidunt ut lacreet dolore magna aliquam erat
volutpat.

[l Togetto the dashboard from the front end of the website,
on the bar at the top of the page, hover over ‘PC UK.

A drop down list will appear, click ‘Dashboard'.

21
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News - Adding and editing

(-]

E EoQDEBDOBR

To find the News posts, click on ‘News’ in the bar on the left.

Here you can view the list of all the existing news posts. You can
click on a post to edit it, or hover over a page to edit, quick edit,
delete, or view.

To create a new post, click the ‘Add new’ button at the top.
Here you can start your new post by adding a title.

Then add a block like you would for a new page.

Add tags that are relevant to the news post.

Add a feature image.

To save as draft - click the ‘save draft’ button on the top right.
To publish the post - click the ‘publish’ button on the top right.

To make updates live on a published post- click the ‘update’
button on the top right.

To unpublish a post, set it as a draft - click the button ‘switch to draft’
on the right, in the bar under the ‘New’ tab.
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Heading set ups and uses

Primary Heading 1
Secondary Heading 2

Primary Sub-Heading 3
Secondary Sub-Heading 4

Sub-Sub Heading 5
Sub-Sub-Sub Heading 6

Paragraph — Body Text

Hint

Tip Font styles have an impact on SEO rankings.

Heading 1 should never be used as this is automatically used as a default at the
top of the page.

Use secondary headers to title up sections and H3-6 to add hierarchy.

Body is the default content style and is to be used for long form content.
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Media Library

B The media library is where you
can upload images and PDF files.
To access the media library, click
‘Media’ in the menu.

To add files, you can either drag
them straight onto the page, or

“mw %’#’Fﬂg click ‘Add New Media File’

oy h N “ @ Here you will be able to drag and
- B ' ﬁ % m drop a file or click ‘Select Files'.
"Ml E! ! I ‘ ; Q !:l I ' l !I You can organise your files

mm&ﬁz‘ T into folders.

- ——— . m—— To create a new folder, click here.

To add images into a folder, click

rokdrs » (IR Mo Loy (i and drag.

: B You can click and drag folders to
change the order or move a folder
into another folder, creating a
sub-folder.

You can also create a sub-folder
by clicking on a folder then
clicking the ‘New Folder’ button.

To edit or remove a file

B Whenyou click afile, an
‘Attachment details’ window
Training_image_6_1270n860 Wi” appea r_

o B B You can change the name of
v (et the file, add alternative text
and description*.

Training_image_6_1270n850

m wunL: | hitpifpcukvps burztestserver

Here you can find the URL to
the file.

Here you can download the file.

—_
N

Here you can remove the file from
the library.

—
(]

Click the arrows at the top to
go to the next image.

12700850

mowt Click here to exit the
m attachment details window.

H

Hint

Alternative text (also known as alt text . To explain an image that fails to load. - To improve SEO (search engine
or descriptive text) describes the - To describe the image for visually impaired optimisation) and help people find
content of an image; readers using voice or screen readers. relevant content.
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Menu builder

Menus |

EditMenus  Manage Locations

Select 3 menu 10 edit: | Main Menu (Primary Menu) ~ || Ssect | or creat

Add menu items Menu structure

Max Mega Menu Settings

About The Pony Chub

Calendar

[

Usetul Informatisn.

Contact Us

Custom Links

Bk et

Categories.

Menu Settings

Menu Name | Main Menu

Drag the items into the order you prefer. Click the arrow on th

Bulk select
About The Pony Club Pagy
Calendar Pagy

News E-NIELERXEL E Post Type Arch

Useful Information Pagy
Contact Us Pag(
Rulk calort

B To find the Menu builder, click

on ‘Menu’ in the bar on
the left.

Add pages or posts using the

bar on the left with the
heading ‘Add menu items’.

Click the arrow for the tab

you want.

Tick a page(s)/post(s)
either from ‘Most Recent’,
‘View All’ or Search what
you are looking for.

LENTI o Mega Menu Post Type Archive &
Mavigation Label .
Mews

Move Up one Down one Under Calendar To the top

Original: News

Remove | Cancel

Useful Information Page ¥

B Once you have ticked the
page(s)/post(s), click the
‘add to menu’ button.

BB To move the tabs, you can
click hold and then drag the
tab to where you want it.

By clicking the arrow on a tab,
you will be able to edit the
navigation label. You can also
move the tab using the
relevant move buttons.

[} Hereyoucan also remove

a tab. o5



Guide to Wordpress

Yoast SEO

voastseo [l Bl You can find Yoast SEO at the
bottom of every page.

@ SEO @ Readability 3% Schema &% Social .
A Insert keyphrases.

Focus keyphrase @

o
Hint
Use a basic keyword that people

are most likely searching for.
Yoast SEO will analyse your

Get related keyphrases

Search appearance A ..
PP content to see how well-optimised
Determine how your post should look in the search results your pOSt is for that Specific
keyword.

Preview as:
(®) Mobile result () Desktop result

@ PeUK g Insert Title.

pecuk.vps.buzztestserver.co.uk » Pony-Club )
Pony Club
MNov 30, 2023 = Lorem ipsum dolor sit amet, consectetuer H i nt

adipiscing elit, sed diam nonummy nibh euismod tincidunt

ut lacreet dolore magna aliquam erat volutpat. Ut wisi ...
There is a colour guide, when it

turns green, it indicates your title

SEO title Use All] |nssetvarable is an optimal length.

Pony Club
Slug A

] Insert Slug.

Pony Club

Meta description E Use Al | Insert variable
L]
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam nonummy nibh H I nt

euismod tincidunt ut laoreet dolore magna aliguam erat volutpat. Ut wisi enim ad . . ..
This is the URL where visitors can

find your page.

ex ea commodo consequat.

@ SEO analysis v B Insert Description.
Premium SEO analysis @& Premium
L]
+ Add related keyphrase & Premium H | nt

_ ) Yoast SEO information will show
Internal linking suggestions :prembim up in Google’s search results, so
make sure it reflects what the
page is about.
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Theme options

I howden

"
DODSON & HORRELL

Hiader Logo

ol o [~ I o~

]

You can find Theme options
on the bar to the left.

Footer:

Edit contact number here.
Edit email address here.
Edit social media links here.

To add another social link
click ‘Add row’ and repeat
steps 3-5.

To swap the links around,
click and hold the bar, drag
up or down to re-order.

You can add or remove links
by hovering the right bar and
clicking either the ‘+' sign or
the *-* sign.

Change the footer logo here.
(Go to xxx to see how to edit, replace or
remove an image).

Our Partners:

Change a logo by hovering
over an image, here you can

remove the image also. (coto
xxx to see how to edit, replace or remove
an image).

To add another logo click
‘Add row’ and then click
‘add image’.

To swap the logos around,
click and hold the bar, drag
up or down to re-order.

You can add or remove a logo
by hovering the right bar and
clicking either the ‘+' sign or
the *-* sign.

Header logo:

Hover over ‘header logo’
image to edit or remove the

Iogo (Go to xxx to see how to edit, replace
or remove an image).

Hover over ‘header logo
mobile’ image to edit or

remove the logo (Go to xxx to see
how to edit, replace or remove an image).
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Theme options

Colours:

The add a colour click ‘add row’.

Enter or edit colour name.

Click ‘Select colour..

You can enter a hex colour code.

NN N
EBEBHEEBA

Or use the colour picker by
clicking on the colour you want. Or
move the circle around until you
e : have found the colour you want.

|
IIlJ.IlI

o

To add another colour click ‘Add
B e= row’ and then repeat steps 20-23.

|
H
2

To swap the colours around, click
and hold the bar, drag up

H
U1

Theme Options avoa or down to re-order.
Footer  OurPartners  HeaderLoge Colors  News YOu can add or remove a Colour
Here Image Hews by hovering the right bar and

- clicking either the ‘+ sign or
?a Ew:-;. 60 the - sign.

Visual  Text

News:

Paragraph + B T &

= =P == [H
Formats» s« — A v il ¢ 0 & =B [7] . . ,
Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam Hover over ‘hero Image news

nonummy nibh euismod tincidunt ut laoreet dolore magna aliquam image to edit or remove it. (Go to xxx
erat volutpat . to see how to edit, replace or remove an image).
’ 29

Ut wisi enim ad minim veniam, quis nostrud exerci tation ullamcorper suscipit lobortis nisl ut aliquip ex ea
commodo consequat. Duis autem vel eum iriure dolor in hendrerit in vulputate velit esse molestie
consequat, vel illum dolore eu feugiat nulla facilisis at vero eros et accumsan et iusto edio dignissim qui

Insert a heading and body text.

blandit praesent luptatum zzril delenit augue duis dolore te feugait nulla facilisi.
Clubs:

Insert a heading and body text.

Theme Options S a

Footer Our Partners Header Logo Colors MNews Clubs

To save and publish any
changes click ‘update’ on the
right under ‘Publish’.

Hero Description

o -

Visual  Tex

&

Paragraph v+ B I = IE

Formatsy s« — A~ B @ Q ¥ ¥ e

Find a Pony Club

Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsumbLorem ipsum Lorem ipsum
Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsum Lorem ipsum
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Theme options - Editing a image

Edit Image x

icon.png

9 August 2023
10 KB

200 by 200 pixels

Edit In e

Alt Taxt

be the purpose of the image. Leave empty if the image is purely

n Title icon

Description

File URL: http:ffpcuk vps.buzztestserver.co.ukfwp tent/ 023/08ficon.png
Copy URL te clipboard |
Replace media

Upload a new file

Click on the button to replace the file with another file

Update file name with title

Compress image

Restore original @ m

The file was comprassed from 9.95 KB to 6.39 KB saving 35.77 percent using WP-Optimize
+More

WP-Oplimize image settings

Replace Your File
Upload a new file instead of the current ane

T

—

Dimension: 200 x 200

DRAG AND DROP FILES HERE
Maximum file size 40 MB

Upgrade to Pro to compare size

ng a file the lile ex sion st i be the p ex. .png file
Replace Mame
Replace Date

Use Today's Date (01/11/2024)
(@) Keep Old Date

RQE the date with
Cancel

B 0 B B

B B

You can change the name of
the file, add alternative text
and description*.

Here you can find the URL
to the file.

Here you can remove the file from
the library.

To change the image click
‘upload a new file’

Drag and drop your image in the
box or click the box to pick your file.

Click ‘replace file’

Click ‘update image’ when
completed.

29






