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Introduction

This guide will help you set up and manage your microsite as a Helen Doron English
Franchisee. Your new site has been simplified both on the front end and the backend and
has been designed to help you keep your information up to date more autonomously. The
microsite is an important part of the Helen Doron English website, as many customers may
visit you virtually to get a sense of who you are. Think of it as your calling card. Your site is in
WordPress, so the backend will feel familiar to most of you. However, there are some
notable differences from the previous version.

IMPORTANT! You should be able to set up and make most microsite changes
on your own. However, if you have basic contact info changes (address,
phone, email) please let your MF know. We will need to be able to change
your information on your forms so that you receive your leads!!

Logging In
Your username, password and website login page URL will have been sent to you by the
website administrator.

General orientation

When you log in, you will see the screen shown below. From the left-hand menu, click on
<Pages> to see that four pages make up your new microsite. Please note that although
there are four of them, only the last one “Welcome to Learning Center My Town” is
necessary. This is the main page where most of the magic happens. Your website now has
more of a one-page format that the user can easily scroll through.

The rest of the pages are optional. However, if you feel you don’t need them, please DO
NOT DELETE them. We will cover these optional pages as we come to them in the guide,
but, for your info, they are:

* ateam page for individual members of your team
* anews page
* apage called “Schedule” where you can list special demo-class schedules, if desired.
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At any time, you can view how your website will appear on the front end by finding <Visit
Site> in the dropdown menu under your city’s name (this will be provided for you).
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Getting Started
Click on the “Welcome to Helen Doron My Town” page under <Pages>.

As before noted, this is the only page that is absolutely necessary, however, you will not
need to fill out all sections if you do not want to. If you decide to leave certain sections or
pages blank, such as the news or team sections or Qur Team page, they will not show up on
the front end. You can make it as simple or as in-depth as you want.

You can view how the site will look on the front end by clicking the <View Page> menu
option in the top black bar as seen below.

) & MySites @A default <& 3 B + New ViewPage @i

@ Dashboard Edit page

£} General options
Welcome to Helen Doron My Town!

¥ News )
Permalink: https://mu-test.helendoron.de/default/

07 Media

M Pages Welcome v oA

All Pages Contact us



Main Page

Welcome Section

The first section on the front end looks like this. The image and color are static and cannot
be changed:

Helen Doronk

Welcome to Helen Doron My Town!

This corresponds to the top section on the backend.

The first thing you will want to do is change “My Town” to reflect the actual name of your
centre, for example, Helen Doron Berlin. You can, of course, also change the rest of the title
to German. This will also change the name of the page. For SEO purposes, please be sure to
include your format as “Helen Doron” followed by the name of your town.

Under this, you will see a field entitled, “Contact us” (1). This corresponds to the button on
the front end that allows visitors to jump to the contact form, which appears further down
the page. You can change the button text; however, it can only be linked to the contact
form.

Screen Optiol

Edit Page Change this (and language, if desired).
: - - = Make sure to include the words :
Welcome to Helen Doron|My Town “Helen Doron” followed by your city Publish
r— . for SEO purposes. [
? Status: Published §
|N Pages Welcome AV a
@ Visibility: Public Ed
All Pages Contact us
, | O Revisions: 21 Brow:
Contact us v

Users g m Published on: Aug *
Fait




About us

The next section on the backend is the About us section. It appears as follows on the front
end:

Englisch fiir Kinder im Helen Doron My Town

Englisch fiir Kinder ist unsere Passion @

On the backend, you can name this section in the “title” field (1). For SEO purposes, it is
important to mention “Englisch fiir Kinder” or “Spielerisch Englisch lernen,” and then the
name of your centre as it would be searched for in Google.

For example: Englisch fir Kinder im Helen Doron Berlin
Spielerisch Englisch lernen im Helen Doron Berlin

TIP! If your text is breaking in a way that looks strange on the front end, you can add a
small bit of code to force your line to break where you want: <br>

For example:
Spielerisch Englisch lernen im <br> Helen Doron Learning Centre Berlin

You can change the text that introduces your learning centre (2) and change the photo (3).
You will have to crop the photo for this section by using the “About_us_special” crop (for
more information, see the guide section Adding/Formatting Photos).

97 Media ey
About us
Readability
I.' Pages dability: Good
title

SEO: Not available
All Pages

Englisch flr Kinder im Helen Doron My Town @

o Users

image text

¥4 seo

£ Gallery

o

Parent
- (no parent) v

Template
Englisch fiir Kinder ist unsere Passion! This is where you
7 : 3 Page (welcome) v
introduce your learning centre, @
Order

0

Page Attributes AV A



Our Team

The next section on the backend is for your team. This is where you can place a general
photo of your staff.

Our Team

You can change the title (1) and add some text (2). You will have to crop the photo for this
section by using the “Our_Team” crop tab (for more information, see the section about
adding and formatting photos).

If you would also like a separate page showcasing individual teachers, click the “Link to our
team page” box (3). That will allow a button to show up in your team section. The text for
the button can also be changed.

@ Pages

All Pages image text

Parsgraph v B I £ E ¢ E =

@

il

R

Add a line or two about your team.

===y

ba

Our team button /
Our teachers

Our Team Page

If you would like to introduce individual teachers, you must set this up separately. We
suggest doing this after you are finished setting up your main page. If you choose to do this
now, please first save your changes to the main page by using the blue [Publish] or [Update]



button in the upper right-hand section on the backend. Saving changes works exactly as it
did on the previous website.

‘ Publish AV A

Save Draft

9 Status: Draft Edit
® Visibility: Public Edit

¥0 Revisions: 112 Browse

imus
1

Publish on: Aug 17, 2021 at 13:21
Edit

From the left-hand menu, choose <Pages> and then the “Our Team” page.

With the Our Team page open, you will see the Yoast SEO section. You can find more
detailed information about how to fill this out by going to the Main Page Yoast SEO section
of this guide. However, you will need to fill it out according to the contents of this specific

page—not the main page.

On the front end, the Our Team page will appear like this:

Helen Dos;onk \
English

On the backend, there is a space to create a page title in the field under “Edit Page” (1).

IMPORTANT: For SEO purposes, please be sure that your URL matches the content on this
specific page. You do this by hitting the [Edit] button next to the web address under the
title. Changing the end of the URL will allow searchers to find your page more easily. This is
especially important if you decide to use this page for something other than a
teacher/team page.




You can add a photo (2) (for more information, see the section about adding photos. You
will have to crop the photo format for this section by using the “Our_Team_index” crop
tab). Write in the teacher’s name under the “title” section (3) and write a brief introductory
text for each person, if desired (4). If you would like to add more teachers, click on [Add
Row] (5). To delete an entry, hover the mouse over the vertical gray bar to the right and
click on the circle with the “-“in it (6).

When you are done, as with all pages, click on “Publish” or “Update,” if the page has already
been published.

Edit Page | Add New |
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» Appearance ——
Vvisual T
& Users )
Paragraph v B I & Page Attributes AV
& Tools
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[ Settings ==
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8 Custom Fields
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o Page (team) N
(<) Y e =
Order

®

Need help? Use the Help tab above the
screen title

Featured image AV

Set featured image
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Courses
On the front end, there is a place to show course offerings. It appears like this:

Our courses @

Fun with Flupe

Kids have so much fun in Fun with Flupe. You can put a
description here or prices or whatever you want.

The colours show up automatically and cannot be changed.

On the backend, the section looks like the image below. At the top, there is a place for the
general section title (1).

Under that, there is a place for each offering you would like to show. You can write the
name of the course in the title field (2) or use a more general description, as we have done
in the second example.

You can also write a more detailed description in the field provided (3). What you write is up
to you!

You should also add an image for each course item (4). If you do not have an image, you can
choose a general one from your Media Library. Please see the section about adding photos
for more information. You will have to crop the photo format for this section by using the
“Courses” crop tab.

If you need to add more entries, click the [Add Row] button (5).

To delete an entry, hover your mouse over the vertical gray bar on the right-hand side. A
circle with a “-“ will appear (6). Click it and it removes your entry.



courses title @

Our courses

courses
title
Fun with Flupe @
image toxt
Visual Text
Pagaph v B I EEKE =S LT HE @

Kids have so much fun in Fun with Flupe. You can put a description here or

prices or whatever you want. @

© o

Prices
In this simple area, you can add your price list, should you choose to show it. It consists of a

title, which you can change, and three columns of text. If you leave it blank, it will not
appear on the front end.

Prices

40 min - 50€ per month Siblings get a 20% discount! Get a discount by referring a friend!

60 min - 60€ per month

120 min - 120€ per month

Price-title

| Pages Prices
All Pages
Price
box1 box2 box3
Visual Text Visual Te: Visual Text
ols
Paragaph v B I £ £ ¢ = Paragaph v B I E E 6 = Paragraph v B I £ E 6 =

[ Settings
=== XM

=SS = <HE

£ Gallery

40 min - 50€ per month Siblings get a 20% discount! Get a discount by referring a friend!

o

60 min - 60€ per month

120 min - 120€ per month

Reviews
You now have the option to make use of those reviews from satisfied customers. It works

just like the rest of the website, with room for a title, entries and the option to add more.

We suggest you write in the source of the review as well.



Testimonials

"This was an amazing experience for my Heinrich. He
k‘!(ftY\ when we are on vacation and has SO muc h

more confidence."

J.P. Schnitzelbock - Google Review

Review title

Testimonials

97 Media

review

I Pages

toxt name

All Pages

“This was an amazing experience for my Heinrich. He orders when we are on J.P. Schnitzelbock - Google Review
vacation and has so much more confidence.”

Contact

The end of the editable section of your main page is all about your contact info. Here is the
front-end view:
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There is room here for more specific instructions

On the backend, after you add your address in the space provided, click the grey magnifying
glass icon. This will allow Google to locate you on the map.



L News map

97 Media Your address here]
@ Pages Google \
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Do you own this website? oK
¥ Comments
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Under that, you can add your contact information as shown below. If you would like to link
your email address, so that visitors can use it to email you directly, hit the [Insert/Edit Link]
button. It will automatically recognize it as an email address.

contact
W Pages
name/phone E-mail Address
All Pages
Add New Visual  Text Visual | Text Visual | Text
Paragraph v B I = Paragraph v B I = Paragraph v B I =
e Users
E « = ==& = =« = = =[P = E €= ==& =
4 Tools - .
< BB Insert/edit link (3K) = B
B Settings
~ Owner: Your name here muster@helendorpn.de Your street and number
Galler e .
b y Zip and city
123 456 789 mailto:muster@helendoron.de @ ¥

o

There is room here for more

specific instructions.

Yoast SEO

At the very bottom of your main page is a section titled Yoast SEO. Filling out this section
appropriately will make it easier for you to be found and seen in Google searches. You
should fill out this section for every page of your microsite. For the other pages, the Yoast
SEO section appears at the top of the backend.

As seen below, a preview box will show you how your microsite will be represented in a
Google search.
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Aug 17, 2021 — Please provide a meta description by —
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a relevant part of your post to show in the search results.

Meta Description

Wordpress automatically pulls texts from the page content to fill out the title. As this isn’t
always ideal, it’s better to replace the purple bubbles (shown in the screenshot below) with
your own text. Start by deleting the bubbles.
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& Dashboard

Training
#¥ General options Aug 17, 2021 — Please provide a meta description by
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07 Media
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Pages
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© Collapse

Then you can add your own text. You will want to fill out the SEO title using keywords. Best
practice is mentioning English for kids, Helen Doron and the name of your town.

Below that is the Meta description. Think of it as an advertisement that pops up when your
microsite appears in a Google search. In your own words (DO NOT COPY WHAT SOMEONE
ELSE WRITES), write a short description that best describes your centre and mention its
advantages/benefits. Most of the time, Google will use your meta description texts in their
Google searches. However, if it decides that it doesn’t match the content of your site, it may
choose to show a different text.
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4* General options ) Aug 17,2021 — Write a short description about what you
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07 Media
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M Pages
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Slug
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4 seo @
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Q Gallery ription
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Within the Yoast SEO section, you also have the option of adding text and an image that will
show up when your microsite link has been shared on Facebook and Twitter. It should look
something like this when shared:

Helen D,o,r..on'k
English

MU-TEST.HELENDORON.DE
Spielerisch Englisch lernen im Helen Doron Learning Center XY
Im Learning Center XY bieten wir individuelle Englischkurse fiir Kindern von X bis Y. Buchen...

Go to the “Social” tab at the top of the Yoast SEO section. There is a Facebook area and one
for Twitter below that. For each one, choose the [Select image] button to add your image
and then fill out the title and description below. You may use the texts from your SEO
section or write something else. Along with this guide, you should have received the above-
shown image which you may use. If you would like to use a different image, of course, you
may.
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The news section is a bit more special. This is what it looks like on the front end when

formatted:

Fiir Kindergérten/ For
daycares

euen uns thnen unsere fachliche und

serende Energie in den Kinde

Flr Kinder ab 10 Jahren (mo

Grammatikkurs fiir 7./8.
Kldssler, Start 06. Oktober
2021, mittwochs um 15:30
Uhr

Teen Choices ist ein Kurs auf B1 Niveau,

fur Sprachen
erforderlich sind. Die Scholer lernen auf

nken und komplexe

vie immer bei uns

On the backend it appears as below. To set it up properly, you will need to complete a few

more steps.



The only thing that you can do at this point, is change the section title. The default is
“Aktuelles;” you can change it in the “News-title” field (1).

News-title

@

Aktuelles

News

Adding a news item

If you want to add a new news item, you must navigate away from your main page; please
save your work before doing so.

| Publish A N A

Save Draft Preview J

¥ Status: Draft Edit
© Visibility: Public Edit
) Revisions: 112 Browse

AT Publish on: Aug 17, 2021 at 13:21
Edit

Move to Trash m

From the menu on the left-hand side, choose <News> (2). To add news, click the [Add News]
(3) button at the top.

# Dashboard News | Add news @
& News Al (0) | Trash (5)
All News All Categories v || Filter
Add New Title Author Categories Tags 9 Date
N
Title Author Categories Tags L ] Date

97 Media
# Pages

¥ Comments

Add the title in the field at the top (4). Write a longer text in the large text box (5).
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¥ Comments

HubSpot Categories AV A
A Appearance All Categories  Most Used
- Users v Uncategorized

& Tools

+ Add New Category

B Settings




Please note that if the text is too long, it will appear in its entirety on the homepage —which
is probably not what we want. So, you have the option of adding a “read more” cut. Find
and click the place in your text where you’d like the text to stop and then hit the “Insert
Read More tag” (6) button, as seen below.

@ Dashboard Edit News Add News |

& News .
English Adventure Camp
All News j
Permalink: http://hd-multi.eobiont.opalstacked ccm/hd-d\r/berlm/?(}?‘l,‘11J‘OQ/engllsh-advenlure-camp,‘[ Edit
Add News s
Categories [ 03 Add Media ] [ I Add slideshow Visual || Text
Tags i
Paragraph v B I = € = = = &=
O i
*1 Media Insert Read More tag (~XT)
I

B Pages Join us on our English Adventure May 9 — 14 2021. Delphi Adventure Resort Ireland.

(SEIITIL Fiir Kinder ab 10 Jahren

5 HubSpot .
€700 pro Kind
Appearance
Users Darin enthalten sind die Flug Hamburg — Dublin — Bus transfer Dublin — Delphi Adventure Resort County Galway.
5 Ubernachtungen inkl. Friithstiick Mittag und Abendessen, sowie allen Adventure Aktivititen.
Settings
- Alle Aktivitdten sind auf Englisch. Betreuung vor Ort Englisch/Deutsch
s} Custom Fields

For details call 0171-261-8086

c MetaSlider

O

Word count: 54

Last edited by eobiont-sa on November 18, 2021 at 3:30 pm

Beneath the large main text box on the right-hand side, there is a place to “Set featured
image” (7). This corresponds to the image that will appear on the main page of your site and
the news page. If you do not add an image, a default image will appear.

Tags AV




another news thing

one more

If you want to crop your photo, click the [Crop Featured Image] button (8) (see the section
about adding/formatting photos). PLEASE NOTE: You have two different crops to format by
using the “news_index” and “posts” crop tools. (9). This ensures that the photo will be
correctly formatted for the homepage, news page and the individual news article.

Featured image ANV A

Please see a more detailed
explaination about cropping
photos in the Adding/Formatting
Photos section of this guide

\-b

Click the image to edit or update

Remove featured image

% Crop Featured Image
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Quick Instructions
Step 1: Choose an image-size from the list
Step 2: Change the selection of the image above.

Step 3: Click on "Save Crop".

Once you have written your news item, don’t forget to publish by hitting the blue [Publish]
button on top of the right-hand side of the page.

After that, you can add the news item to the news section on the main page by going back
to the <Welcome to Learning Centre> page. Underneath the section title, there is an empty
field (10). Set your cursor inside the field and it will give you a dropdown menu of all of the
created news articles. They are listed by their titles. You can choose as many or as few of
these to appear on your homepage as you wish, but we recommend you keep it to two or
three. If you would like to remove them from your homepage, click the “x” to the left of
each entry (this will appear once an entry has been chosen). You can also change the order
they appear on the homepage by clicking and dragging them.

# Poges This is on your main page.
All Pages

News-title

Aktuelles

¥ Comments

"B HubSpot
News

# Appearance Select 0

& Users

# Tools

All Pages
News-title

News

Click ‘x’ to remove Click and drag to change order

English Adventure Camp | x Fiir Kindergéirten/ For daycares  x Grammatikkurs fur 7./8. Kldssler, Start 06, Oktober 2021, mittwochs um 15:30 Uhr

B Settings

All news items will appear on the news page, regardless of whether or not they are
represented on the homepage. This field gives you the option of showcasing which news
items you deem the most important to your learning centre at any given time. However, to
give the visitor access to your news page, you must, choose at least one news item for your
homepage.



If you do not want to display news, just leave all the fields in this section blank and it will not
appear on your main page.

On the front end, the visitor will see the [mehr] button if you have any news entries. By
clicking it, they will be sent to your news page which, when populated, will be formatted like
this:

News item title with default image

This is what a news item with a default image looks like.

Another news item

Add text here

Another news item

Add text here.



Deleting a news item

You can delete a news item by clicking on the box to the right of your item, choosing “Move
to Trash” from the “Bulk actions” dropdown menu and clicking on the [Apply] button.

£} General options

All (3) | Published (3) | Trash (9) | Search Ne
v Bulk actions ‘ All dates v | | All Categories Vv ‘ 3i

Edit
Move to Trash Author Categories Tags m Date

¥ News

All News

Add News

(7) Another news item eobiontkm Uncategorized - — Published
Check the item to delete, choose 2022/02/1€
Tags “Move to Trash” from the “Bulk actions” 10:25 am
: section and click [Apply].
04 Media (] News item with default ~ eobiontkm Uncategorized — — Published
- image 2022/02/1€
Pages 10:24 am
Users
English Adventure eobiontkm Uncategorized — — Published
Camp 2022/021¢
{’;“- Gallery 10:23 am
<
() Title Author Categories Tags =] Date

Specials

The Specials section is also a little bit different. The reason is that it is a widget, which
appears on each separate page of your microsite. It appears on your homepage under your
introductory text as well as under the content of the team, news and schedule pages,
should you use them. The Specials section looks like this on the front end:

New Demo Class!

Come in this Saturday for a new demo class for 3-5 year olds!

This is where you can highlight any special promotion you may have, such as an upcoming
demo class or even a special event.

To access it, go to <General options> from the left-hand menu.
The “Special” section should be open. To edit, click on the pink area (2).



£ Dashboard

E News

Oy Media

|W Pages

Widgets

Special

Widget Areas Block X

[mm} Widget Areas are global parts in
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Sidebar or Footer.

s Users

Manage with live preview
Q Gallery

o

Form ~

Social Media Buttons ~

From here, you can add a picture, by clicking on the [Add Image] button (3). (Please see the
section about Adding/Formatting Photos for more information. PLEASE NOTE: Formatting is
slightly different here, so please look for the special instructions in the Adding/Formatting
Section of this guide.)

You can also change the name of the section by filling in the title field under the picture (4).
You can add a longer text by writing in the text field (5).

Special Block X

# Dashboard Widgets

£+ General options

E News Special o]

P Special
A custom special block.

image e
No image selected| Add Image

title

@

37 Media
# Pages
w Users

Q Gallery

o

Form ~

text

Visual Text
Social Media Buttons v
File v Edit v View v Format v

Formatsv B T

Inactive widgets v = = = =4

Under the text field (you may need to scroll down), there is the option to add a button that
can link the Specials section to the Schedule page or any other page you wish. You can also
add button text. For example, here we have “learn more.” You do not have to add this if you
do not wish to. However, if you do, click the “add link button” box (6) and then click the
“Select Link” button (7).



& News Special o~ A—

07 Media

B Pages
s Users

Gallery

Form ~

POWERED BY TINY
Social Media Buttons v

add link button
®

button
Select Link @

Advanced ~

Inactive widgets ~

A pop-up window will appear, offering you all you need to choose or add the URL and
change the button link text (8). You can either copy/paste a URL (even an external site) in
the provided field (9) or choose from a page or news item from your microsite. If you would
like to have a Schedule page, as seen in the next section, please choose your “Schedule”
page (10). When finished, click the [Add Link] button (11).

Insert/edit link

Enter the destination URL

Link Text

Open link in a new tab
Or link to existing content
Search

FUI RINUErgarerny ror uaycares 202111y

Grammatikkurs fir 7./8. Klassler, Start 06. Oktober 2021, 2021/11/09
mittwochs um 15:30 Uhr

English Adventure Camp 2021/11/0¢

Our News

Schedule

Our Team

Willkommen in Learning Centre MyTown! PAGE

| cancel | @ Add Link

When finished, click the blue [Update] button (12). If this button is not activated, click the
toggle button as shown below and it should work. If you would like to change your entry,
you may also need to hit the toggle button to go between the preview (shown) and edit (it’s
the pencil icon) functions. Please note, preview mode may not be an accurate
representation of the content. Please check your microsite front end to see how it appears.



General options Widgets “ =
You can toggle between

News preview and edit mode, here.

Special  Block

0 Media

Special

Pages ¥ Sspecial

e Users

/ Tools image Advanced

[ Settings

% Gallery
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title

New Demo Class!

The Schedule Page

@Eemaa:

A custom special block

The schedule page is useful for adding schedules for demo classes or other special classes.

On the front end, it could look something like this when filled out:

Hclenggrr‘?hnk

=

You can access the Schedule page under <Pages> from the left-hand menu.

Pages | Add new

All () | Published (4)
Bulkactions v || Apply All dates v || Fitter
Title Author | ] Date
Our News eobiont-sa - Published
1110/04
Our Team i
Schedule @ eobiont-sa -

Willkommen in Learning Centre MyTown! — Front Page eobiont-sa -

Title Author L ] Date

Bulk actions v Apply

If you decide to change the page name to better reflect the content you are adding, you can
do so by replacing “Schedule” with your own title. Please note that this change will only

appear on the backend.
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IMPORTANT: For SEO purposes you should also change the page’s URL to reflect the
content. To do so, hit the [Edit] button to the right of the Permalink address under the
page name and change the text. Hit [OK] when done. This is important to make your page
more relevant in online searches. Best practice, although not shown here, is to separate
words with a hyphen (e.g. demo-courses).

® g .
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At the top of the page on the backend, under the page title, there is a section to fill out the
Yoast SEO. You can find more detailed information about how to fill out this section by
going to the Main Page Yoast SEO section of this guide. However, you will need to fill it out
according to the contents of this specific page—not the main page.

Below the Yoast SEO, there is a place to write in a title (2) and an additional short text with
time and date information (3). To add more entries, click the [Add Row] button at the
bottom (4). When you are finished, click the [Publish] or [Update] button (5).




Form

Your form will come with separate instructions and will be managed through HubSpot. It
cannot be accessed from here. However, you may change the header, if you wish. Just click
on where it says, “Kontakieren Sie uns,” and edit. Afterward, hit the blue [Update] button at
the top of the widget section.

Social Media Buttons

You will notice that in the top right-hand corner of your site’s front end, there are buttons
for Facebook and Instagram. We have chosen these as they are the most common. These
can be managed on the backend under <General Options> (1) under the Social Media
Buttons section. Click on the arrow at the top right to open (2).

\Y &% MySites @ Helen Doron English Kristen O 2 New Howdy, eobiontkm

&

Social Media Buttons Block
& News Special ~

0 Media (]

B Pages
Form ~

e Users

2 Gallery ‘ Social Media Buttons v “\®
(4

Inactive widgets e

Right now, these buttons are set up to go to the Facebook and Instagram homepages, but
you will want to add your own unique accounts. Click on the Facebook or Instagram icon (3),
and there will be a place to change the URL to your social media address.

You can also add more social media by clicking on the + (4) and typing in the name into the
search field that pops up.
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#% Dashboard W|dgets “ =
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If you want to delete an icon, in case, for example, you don’t use an Instagram account, first
click on the icon you’d like to delete. Click the three vertical dots at the end of the menu bar
(5), then click <Remove Social Icon> from the pop-up menu.

V) &% MySites @ Helen Doron English Kristen < 2 ¥ 4+ New
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Copy

Duplicate
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Other Widgets

You may notice there are other widgets in the widget section. The Form and the Impressum
are static and cannot be altered. The form is managed through HubSpot and there are
separate instructions for that.

Adding/Formatting Photos

Photos can be individualized and used throughout your site. The general instructions are the
same for every section EXCEPT the Specials section. Please see instructions for that under
the formatting section.

Removing/Replacing Images

Most sections have already been populated with default images. However, if you would like
to customize them (except the welcome image), you may. First, you will have to remove the
old picture. Please do this via the “x” icon in the corner of the picture (1). If you first go to
the edit function and then try to delete the photo from there, it will not work. This is a
WordPress bug.
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When the default image has been removed (or if there is no default picture, you will see an
[Add Image] button (2). Click to open your Media Library.
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In the library, you have a selection of photos. Add more by clicking on the Upload files tab
(3) and either dragging and dropping or selecting files on your computer through the Upload
files tab. Most photos taken with a smartphone should work fine, however, in case the file
size is too big, go to the section of this guide called “Photo Sizing Issues” for more
information on how to fix it.

When you have selected the desired image (4) for this section, you may wish to reposition
the visible portion of the picture. The microsite will automatically center your image, and
most of the time, that may suffice. However, if you only want a specific area to show, scroll
down the right-hand bar until you reach the bottom and click the [Crop Featured Image]
button (5).



Selectimage x
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Copy URL to clipboard
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Select

The [Crop Featured Image] button will open a pop-up window, giving you the option to crop
various kinds of formats. You will need to choose the crop that corresponds to the section
you are in. For example, for the About us section, we will need the “about_us_special” crop
(6). Click to highlight it and then look at the image on the right (7). You will see that the
format for this picture is highlighted. Without changing the preset crop dimensions, you can
resize by dragging the corners in or out. Reposition the focus of the image by clicking on the
highlighted section and moving it where you want it. When you are done, click on the blue
[Save Crop] button (8) and then ‘X’ out of the window (9). When the crop window is closed,
click the blue [Select] button at the bottom of the media library window to finish.

Please note that for the About us section, the image will appear as a circle on the front end
(but not on the backend).

Sivp Feastined e Choose the crop that matches Ok
s v s |[swsi] (8 the section you are in i i
thumbnail about_us_special our_team courses Ratio: 1280:853 0
B S0 s e o LS e

Ratio: 35:22

Selected image sizes

about_us_special (Dimensions: 320 x 320 pixel)

Quick Instructions.
Step 1: Choose an image-size from the list

Step 2: Change the selection of the image above.

Step 3: Click on “Save Crop".




Here is a list of available crops and what they correspond to:

Thumbnail is a system default. You will not need to use it.

About_us_special corresponds to both the About us section and the Specials section.
Our_team refers to the photo for the team section on the main page.

Courses refers to individual courses.

Our_team_index refers to the individual teacher pictures on the team page.
News_index refers to how the image will appear on the news page.

Posts refers to how the image will appear for individual news items.

If you only need to format an image, hover over it in the backend until you see the pencil
icon (10).
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This will open the following window. Scroll to the bottom for the [Crop Featured Image]
button. Go through the instructions as outlined above for cropping your image and, finally,
click the blue [Update Image] button (12).

Edit Image

Grammatikkurs fiir 7./8. Kissier, Start 06. Oktober 2021, mittwochs um 15:30 Uhr
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Special Photo Formatting for the Specials Section

Unfortunately, the formatting tool shown above doesn’t work for the Specials section. This
is @ WordPress plugin issue and cannot be fixed until the plugin developer does so.

But in the meantime, there is a workaround. Instead of accessing the [Crop Featured Image]
button where we usually do (as explained above), we have to go elsewhere. After you have

added your photo to the Specials section, as you normally would, continue to fill out the
rest of the section and save your work.

From the left-hand menu, choose <Media> (13).

i My Sites &

L3 General options [
Thank you for Updating! Please visit the Upgrade Network page to update all your sites.

News
) Media edia Library | add new

Library - o
B | Allmediaitems v | | All dates v | | Bulk select |
 Bulk select |

B Pages

e Users
# Tools

B Settings

2 Gallery

o

Showing 15 of 15 media items

You will see all of the photos in your personal media library. From here the formatting

instructions are the same as for all other pictures on the site. Choose the photo you have
added to your Specials section and you will get a larger view. Click on the [Crop Featured
Image] button and format your Specials picture using the “About_us_specials” crop tool.

Attachment details




Photo sizing issues
Your microsite should be able to handle the size of most pictures that you take with your
mobile phone. The maximum upload size is 5 MB.

However, if you ever need to make photos smaller, for example, photos from the HD media
gallery or from our dropbox—or even ones from your phone—you will need to use an
online photo editor. We will use pixlr.com here, but you can also achieve this with other

photo editing sites.

Go to pixler.com and choose “Quick and Easy.”

9 PIXLR 2 signup/Llogin W Try Premium

Photo editor, animation and design.

Welcome to Pixir, the No 1 in photo editing and design tools. Edit photos and create stunning
designs right in your browser, on your phone or desktop for free. Start from an empty canvas, a
photo, a video or select one of our professionally crafted templates.

P pux [ Pixir E
X Quick and Easy E Advanced Editor
| od

Start a design project Start a photo editing project

You will be prompted to open your image from a file on your computer. Then you will be
asked what size you want to open your picture. Choose “Web” as seen below and hit apply.

Pre-resize Image

The image you selected is very large (4032 x 3024) , resize it
before you start edit to save on memory and minimize lag.

Never ask me about this again

New size 1280 x

CANCEL

You will then see your image. Click on SAVE and it will present you with formatting options.



Click on JPG and choose LOW for the quality. This is best for uploading onto websites. Click
SAVE AS and you will be prompted to name your image. Hit APPLY and your new jpg will be
downloaded into your download folder.

Image Document

o JPG
2\ Small files perfect for photos and sharing

Quality

CANCEL SAVE AS

Photo Gallery

On your microsite, there is a photo gallery embedded into the main page. Its purpose is to
give online visitors a glimpse into what your learning centre is like. You can also use the
gallery for other things, such as promotions. Any photo size will work in the gallery,
however, it is recommended that you try to mainly use landscape formatted images with a
minimum size of 500 pixels height.

On the front end, the gallery looks like this:




The visitor can use the blue arrows to browse your photos. Please note, while there isn’t a
limit to the number of photos you can upload, it is recommended to keep it below 10. The
more you add, the slower your microsite loading time may be.

The photos are accessed on the backend through a plugin called the MetaSlider. It is
reached through the menu item <Gallery> on the left side and clicking <MetaSlider> from
the pullout menu.
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There are already a few default photos in your gallery. You may remove them by clicking on
the “x” in the upper right corner of each entry (2).

If you would like to add a new slide, click on “Add Slide” in the upper right corner (3). This
will lead you to the media gallery, where you can add new images or choose from the ones
already there.
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@ To remove image
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Click on the blue [Add to slideshow] button when finished making your selection (4).
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This will add the selected image to those already in the MetaSlider. If you would like to add
a caption, click on the “Enter manually” radio button (5) and write your text in the editor
box below it (6).

adding the slideshow to your the!
additionally include the surround

code (in gray)

Image Slide
@ Click shortcode to copy

Advanced Settings

When you are done, click <Save>, which is in the upper right-hand corner. You may need to
scroll to see it.
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Adding a User

You will already have been added as an administrator for your new microsite. If you'd like to
add another user, you may do so.

From the left-hand menu, choose <Users> and then <New User> from the pullout menu (1).
Alternatively, you can click <Users>, then click the [Add New] button which shows up at the
top of the page.
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Bulk actions v Apply |

The section you need is the Add New User section, outlined in red below. Give your user a
username (only lowercase letters and numbers) and write their email in the space provided.
For the Role, you can choose what the person can and cannot do on the backend. If you
would like them to have the same privileges as you, assign them the Role of
“Administrator.” If you’d like them to have a few less (e.g., not be able to assign new users),
make them an “Editor” (3). Once you have made your selection, click the [Add New User]
button (4) and the new user will receive an email with their login information.



Template

Add New User

Add Existing User

Enter the email address or username of an existing user on this network to invite them to this site. That person will be sent an email asking them to confirm the invite.

Email or Username

Role Subscriber v
Skip Confirmation Email _| Add the user without sending an email that requires their confirmation.
Add New User

Create a brand new user and add them to this site.

Username (required)
Email (required)
Role

Skip Confirmation Email

Add New User @

hout sending an email that requires their confirmation.

If you would like to delete a user, go back to the main User page, find the person and click
on “Remove” (5).

Users | Add New

All (2) | Administrator (1) | Editor (1)

Bulk actions v || Apply ] Change role to... v || change |

Username Name Email Role
5 eobiontkm — Super Admin - kristen.mckivor@eobiont.de Administrator
V) username — bebemunkeh@gmail.com Editor

Edit Remove View Send password
reset

(0) Username @ Name Email Role
Bulk actions v Change role to... V‘ Change

We hope you have fun with your new microsite and good luck!

Got questions? Please turn to your Master Franchisor to help you find a solution.
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