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Website User Manual
ICOM - User guidelines for ICOM Mini-websites

This handbook aims to give you the basic keys to developing your mini-website.
The document is designed to be as user-friendly as possible, provides you with step-by-step instructions and gives you all the necessary
information about the mini-website functions that you will use.

Some functions are included in the Wordpress interface but have not yet been developed and activated for ICOM mini-websites.

For further information, please contact laetitia.conort@icom.museum
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Logging in

The logm page for your website can typlcally be found at the URL yourwebszte mini.icom.museum/wp- login php
Replace “yourwebsite” with your committee’s name (e.g. ceca.mini.icom.museum/wp-login.php or icom-see.mini.icom.museum/wp-login.php)
or yourwebsite.mini.icom.museum with your actual domain name.

Username or Email Address

Username

Password

Remember Me Log In

Lost your password?

« Back to Your WordPress Site



Dashboard

Once you've logged in, the WordPress dashboard will appear. This is your main administration homepage. At the top left of the dashboard (in
every page) you will see the name of your website in the header area (hyperlinked to your site's homepage).

In the top right corner you will see the name of the person who is currently logged in. Move your cursor over your name to reveal the
Log Out link as well as a link for editing your profile.

The Screen Options dropdown menu will display various options that allow you to configure what is displayed on the current page. The
information in this panel will change depending on the website page that you are currently viewing.

The flag in the toolbar is a language selector that determines the website content to be displayed. You can choose items in a specific language or
in all languages. To change the WordPress Admin interface language, go to your profile.

@) A YourWordPressSite B 0 - New Howdy, Joe Blogg [

Screen Options ¥ Help =

® D @ Site Name o New Feature: Toolbar

@ Current User

This is the name of your site We've combined the admin bar and the old raft
It's also linked to your hompage. Dashboard header into one persistent toolbar, This is the name of the person
| Hover over the toolbar items to see what's new. who is currently logged in.

Dismiss | on your mind?

WordPress 5.0.1 running Twenty Ninete_.. ..._..._.

Pages c Admin Feature Pointer
Comments Activity o } o
This is a New Feature Pointer. It highlights
i Publishing Soon new WordPress features. Here, it's pointing
ppearance : :
Jan 1st 2020, 12:00 pm Scheduled to the WordPress Toolbar.
¢ Plugins n3
Ussis Recently Published Steve Rogers was born July 4, 1920, to poor Irish...
Sep 7th 2014, 3:31 pm Spaceflight Draft April 9, 2013
190 May 20th 2014, B:13 pm LEGO Timelapse This post is drafted and not published yet. It should...
Settings May 20th 2014, 7:08 pm Ellie Goulding - Halcyon Days

ov 30th 2013, 7:25 am !
Nov 30th 2013, 7 am Hello world WordPress Events and News o

Jan 11th 2013, 8:22 pm  Markup: HTML Tags and Formatting
Attend an upcoming event near Melbourne. ¢



Adding Content to your Website

Adding content to your website is easy whether you want to create a news, a page or an event. The procedure for creating all these elements is
the same, except for news creation, which also allows you to combine Categories and Tags, whereas you can't on pages or events.

Classic Editor
Much like a regular word processor, the editor has toolbar buttons that allow you to cI/Vhat s ¢}, di
B o1 I . Paragraph v . e e atego es m"enC.e b
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S I'les Ur wep;
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N M MySites @ MD O 0 P 6 <4 New ViewPosts = Howdy, Admin [l

News | add News

News
Add News All (12} | Published {12 Crphanad content (12) | Comerstone content (0)

En {4) | Fr{d) | Sp (4) | Al Ian Searc
= All dates ¥ | AllCategories Y| A (o} re ¥ || All Readability Scores Y Fiiter @
¥ Events
Bulk Actions Apply g T Expo {items
8 Media Bu |@ ply E- B ¥ Export 4
B rormsd Title 1= Author Categories Tags L Date 9 a [E] P
M Pages Interactive map: time to oG webmaster Uncategorized — uo e o L]
annour r events!
® Comments & Edit Quick Edit Trash View
| =]
= TablePress @ Communications tools at your N D webmaster Uncategorized - - 4 ) 8
PA Justified Gallery fdixposa
A Appearance The future of tradition continues oo eomaster Uncategorized — = e o
2 n ICOM Kyoto 2019
# Plugins
L
an Users
Highlights: Internztional Museum LY webmastar Jncateganzed —_ - = ®
&~ Tools Day 2018

If you click on the News menu option you will see the list of your website’s news posts. The information displayed includes the news title,
languages, categories and the date the news was published or is scheduled for publishing. The posts screen will look similar to the screen above.

At the top of the page (1) you can see the total number of news posts on your website, how many of them have been published by yourself, and
their status, such as Published, Scheduled, Sticky, Pending, in Draft or in the Trash.

If you hover your cursor over each row (2), four links will appear beneath the news title.

* Edit — Will allow you to edit your news. You can also click on the news title to edit your news

* Quick Edit — Allows you to edit basic news information such as the title, slug and date, plus a few other options

* Trash — Will move the news to the Trash. Once the Trash has been emptied, the page will be deleted

* View — Displays the news. If the news hasn’t been published yet, the link will read Preview
You will find a checkbox next to each news title (3). This allows you to perform an action on multiple items at once. Simply select the news that
you would like to perform an action on. From the Bulk Actions dropdown menu (4), select either the Edit option or the Move to Trash option
and then click on the Apply button. The Edit option will allow you to edit the categories, author, parent and publishing status, add tags and to
choose whether or not to allow comments and the status of each of the checked items. The Move to Trash option will move the selected items to
the Trash. You can also filter the pages that are displayed using the dropdown list and the Filter button (5).



Adding News

To add a news item, hover over the News menu option in the navigation menu on the left-hand side and click on the Add News link in the flyout
menu (1a). Alternatively, click on the News menu option and then click on the Add News link underneath, or the New button at the top of the
page (1b). You will see a page similar to the image below.

On the right-hand side of the screen, you can access the language (2) and publication (3) options (to manage translations, the visibility of the
news and to decide whether to publish it immediately or to schedule it for a later time) as well as the News category (for example Conference,
Focus, Call for Papers) (4) and select a featured image that will appear as preview in the homepage (5). If no image is added in a news,

the committee logo will appear automatically (cf. Site Options).




Pages

If you click on the Pages menu option you will see a list of your website’s pages. The information displayed will include the title of the page, the
name of the author, the number of comments and either the date when it was published or the date when the page was last modified. The pages
screen will look similar to the screen below.

WY &k Mysites @& IcOMMPR & 17 B 4+ New F - Howdy, Admin i
==] Meaia

: Add New
Formsi1 Pages
! Pages All (33) | Published (32) | Private (1) | Orphaned content (23} | Cornerstone content (0j @
En (33} | All languages (33) Search Pages
All Pages

Q How to translate

Add New
= Add Filter | | All dates ¥ | All SEO Scores ¥ All Readability Scores v | Filter @
® Comments

Bulk Actions _X_ | Apply o B ¥ Export 33 items
E TablePrass
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RPEASHE Edit Quick Edit Trash | View @
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¢ Plugins
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At the top of the screen you can see the total number of pages in your website, the number of pages that you have published yourself and how
many have been published or drafted (1).

If you hover your cursor over each row, a few links will appear beneath the page title (2).
* Edit — Will allow you to edit your page. You can also click on the page title to edit the page.
*  Quick Edit — Allows you to edit basic page information such as the title, slug and date, plus a few other options
* Trash — Will move the page to the Trash. Once the Trash has been emptied, the page will be deleted
* View — Displays the page. If the page hasn’t been published yet, the link will read Preview
You will find a checkbox next to each news title (3). This allows you to perform an action on multiple items at once. Simply select the news that
you would like to perform an action on. From the Bulk Actions dropdown menu (4), select either the Edit option or the Move to Trash option
and then click on the Apply button. The Edit option will allow you to edit the author, parent and template, and to choose whether or not to allow
comments and the status of each of the checked items. The Move to Trash option will move the selected items to the Trash.
You can also filter the pages that are displayed using the dropdown list and the Filter button (5).



Adding a New Page

To add a new Page, hover over the Pages menu option in the navigation menu on the left-hand side and click on the Add Page link in the flyout
menu (1a). Alternatively, click on the Pages menu option and then click on the Add Page link underneath, or the New button at the top of the

page (1b). You will see a page similar to the image below.
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B Settings
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On the right-hand side of the screen, you can access the language (2) and publication (3) options (to manage translations, the visibility of the
page and to decide whether to publish it immediately or to schedule it for a later time) as well as the Page Attributes (to decide where the Page
will appear in the website main menu) (4) and select a cover image that will appear in the header (5). If no image is chosen, a default image

will be displayed (cf. Site Options).
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Saving and Publishing Content (News or Pages)

M & MySites @ MD O 17 P 6 4 New [ Howdy, Admin [l

Add News
New
. Test Language
&
" Permalink: htipi//imd.miniicom mussdmjtest/ Edit
= s Language of this news
™ Events O Add Media 8 Add Form Visual Text En v
51 pen Formatsw Pasgrph v B I E E 66 E = = L EHE - W X x 2 g = TiapstationEriniity
Forms (¥ Optional ¥  editterms

I Pages
¥ Comments &
Media attachments

= TablePress

A lustified Gallery

¥ Appearance
& Plugi
. s Publish &
aa Users

Save Draft Preview
/ Tools

9 Status Draft Edit
B Settings

Word count: 0 Draft saved at 1:08:26 pm. " R
% \isibility: Public Edit

3 Custom Fields
Multilingual Content Setup % i Publish immediately Zdit @

Site options

& M

I'y‘_| Readability: Needs improvement

SEO 3 (Y| SEO: Not available

3 WPML

Make N e
{ Mazkes Mews' zppear 3z translzts
- : 2 e Move to Trazh m
K3 Instagram Feed

Once you have added all your content to your news or page, you can save it as a draft or publish it.

Clicking the Publish button (1) will save your page/news and publish it on your website.

Clicking the Preview button (2) will show you a preview of the current page/news.

Clicking the Save Draft button (3) will simply save the news/page, not publish it. This will be useful if you want to return to it at a later date and
add more content, or if you are just not yet ready to publish it.

You will find the full URL of your page or news just below the title of your content (4). Clicking on this URL will take you to the published page,
or if the page hasn’t been published yet, to a preview of the page. Clicking the Edit button next to the URL allows you to change the permalink
(i.e. the URL) for the page or news. A specific permalink may improve the ranking of your page or news in search engines and make it easier to
find (SEO or Search Engine Optimization). In most cases, however, it’s better to simply keep the default URL automatically generated by
WordPress based on the title of your page or news.
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By default, when you click on the Publish button, your page or news will immediately be published. To change this, click on the Edit link just to
the right of Publish immediately in the Publish panel (5). You can then select the date and time when you would like to schedule your page or
news for publication. You must also click on the Publish button when you have updated the date and time fields to ensure publication at the
desired date and time.

Translation

You can translate your page/news into another language very simply. After saving the changes in the language that you are currently using, click
on the “+” button for the language into which you wish to translate your page/news. You will be redirected to the page/news in the
corresponding language. Unfortunately, it is currently not possible to publish a News or Page in multiple languages at the same time, therefore
you will have to repeat the procedure described above also for the other languages.

test translations Language

Permalink: http/imd rini icomumussuny/estest-translations! | =1

Language of this news

£ site oplions

SEO 3
K3 instagram Feed
} WPML

Q
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Embeds

If you want to add more content to your page (e.g. a YouTube video, an Instagram post, an Issuu publication) you can also embed it.
You don’t need to upload a file to your site in order to embed it. You basically just need to create a link to the original content.

WordPress is able to automatically embed files from various hosting platform, just by copying the URL of the content in the News/Page editor.
If Wordpress is unable to embed automatically, you can use the html editor. First direct your web browser to the original content you wish to
embed. Click on the “share” button followed by the “embed” button, as shown in the YouTube video example below (1). Copy the code from the
popup window. Then go back to Wordpress, click on the “Text” tab (2) in the top right corner of the editor and paste the code.

Once you go back to “Visual” mode, the embedded content will appear. You can use the “width” and “height” parameters to modify its size.

Add News

Test embed

Permalink: http://mpr.miniicom.museum/test-embed/ Edit

03 Add Media | | @ Add Form Visua Text @

. . . - x_a
b || nk || b-quote || det ns || img u ol li code able || more close tags -~

<iframe src="https://www.youtube.com/embed/WPzDm mTxsw" width="56@0" height="315" frameborder="8"

allowfullscreen="allowfullscresn™></iframes>

Word count: 0 Draft saved at 2:42:19 pm.
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Agenda: add events

1COI —

MO

If you add an event, it will appear in the agenda section of

your website. To add an event, hover over the Event menu on the left
and click on the Add News link in the flyout menu. Alternatively, click
on the News menu option and then click on the Add News link
underneath, or the New button at the top of the page. 18

Agenda

It is very easy to add an event. Add a title (1), a date (2), an event type (3), a place (4) and, if necessary, a link, a document, and so on. Then
click on "publish" to display the translation options. The event will automatically be removed from the homepage when it is over.

Add New Event

N\
‘ Test event U

Events

Start date

®

End date

Event type@
Sefect

Subtitle

Place @

External link

File

Mo file selected | Add File

Language a

Language of this event
En'¥
Translation Priority

Optiona ¥ edizterms

Media attachments
¥| Duplicats uploaded media wo

transliations

¥| Dupficate festured image to transistions

Publish -
Save Draft Preview

¥ Status: Draft Edit

@ \fizibility: Public Zdit

fifl] Publish immediately Sdit

!VJ Readability: Needs improvement

(V] s£C: Not available

Mgve to Trash
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Homepage

To manage the homepage, modify the page named “Home - Front Page” in the Pages menu.

Pages Add New

All (33) | Published {32} | Private {1) | Orphaned content (23) | Cornerstone content (0)
En (33) | All languages {33)

Q How to translate &

= AddFilter | All dates ¥ AllSEO Scores ¥ All Readability Scores v | | Filter

Bulk Actions ¥ | Apply & | BF v | ¥ Export
Title Author
Agenda Admin
Contact Admin

I Home — Front Page Admin

Date

Published
2018/11/28

Published

Published
200811417

Search Pages

33 items
B 4
@ &
3 &
@ ®
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On the homepage, you can highlight a news in the “News push” section by clicking on the news that you wish to promote (one at a time).

The pushed News will appear on top of the website homepage.

News push
Select post type v Select taxonomy v

Search...
Taylor & Francis Routledge are offering ICOM members free access

News
) ) to five of their museum related journals
ICOM MPR. 2020 in Kassel/Berlin

Kyoto 2019 Call for papers

Test embed (draft)

You can also apply an internal or external “Page push”, that is a link to a specific page.
This will appear as a button at the bottom of the homepage (red, blue or yellow).
All pages: Page push Aganda
About MPR

Conferences ~

Page push
Title
Papers ~
About ICOM
Contact ~
Contact
Description >

Since 1946, ICOM has assisted members of the museum community in their mission to preserve, conserve and share cultural heritage.

Code of Ethies ~

Taylor & Francis Routledge
are offering ICOM members

free access to five of their
museum related journals

o

News

About ICOM

Simee 1946, IC0M has assisted members of the museum commumity
in their mission to preserve, conserve and share cultural hentage.

In this example, we created a link (shown as a blue button) to
the About us page of the ICOM main website, with a short
description of the content of the landing page.

Links
Link External
external v https://icom.museum/en/about-us/
Color
Blue
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Image Gallery or Instagram Feed
You can add an image gallery (top image) OR an Instagram feed (bottom image) at the bottom of the homepage.
[COI

IMD

i Image Gallery

News
What is IMD ~

International Museum
Day 2019 ~

Past editions ~
Press «

Contact

17



Image Gallery

To modify the image gallery, you must modify the “Homepage”. Click on “Add to gallery” to directly access images and add them.

8. MySites @& MD O 17 6 <= New ViewPage : Howdy, Admin i
e e |

» News

™ Events

51 Media Video title

Videos

Image gallery

J Appearance
K¢ Plugins

aa Users

4 Tools

B Settings

B custom Fields

£} Site options

K3 Instagram Feed
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Instagram Feed

You can choose to display your Instagram Feed rather than an image gallery (which we advise you to do). To connect your account click on
Instagram Feed in the navigation menu on the left-hand side and follow the instructions there.

Howaty, wanmacrs

@ Dashboard
Dmaten WordPress updats has fied to compietsl Please noty the site adminktrato

# News

B punicaons Instagram Feed

M Events

1.Configurs | 2. Customize | 3. Display Your fred | Support
9] Media
B Forms

Configure

# Pages

® Comments ']n&tn.gl\nm & Cornectan retagram Account Gutten not warking

& Appearance

- Users M icomofficiel LESgEEREUIRESRESY  © fod to another F2zd Show Aczess Token ¢ Remarve
&~ Tooks .
anually Comnact an Accaun:
B Settings
Bl Custom Fields Show Phatos From: * User Account icomofficiel (6632910533)
£% Sic options How to display Urer feeds
SED @
0 Instagram Feed tarmibrive snlbiggle fued typevi o o
3 WPML
Pressrve sattings woen plugin
O Cotepreme - 2 this mas
is removed
Check for new posts svery Sourr ¥ instdcarshi wmean
hscc ot cur s3tip ciracsons
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Media Library

The Media Library is where you can find all the uploaded files. The size of the files uploaded must not exceed 1 MB.

You can select two types of display mode for your media library: click on the Grid View icon (") to view your images arranged in a grid (1), or

on the List View icon (") to display your images as a list (2). Both display modes show the most recent files first. There are also several
dropdown lists that allow you to filter the files according to specific criteria (3), and a search field to help you search for specific files (4).

Media Libraty Add New

0 9

IMD2 "T Hd MD2013-

oo

& rages Afribazns pdf

¥ comments &

E mvierress
A lustified Gallery
8
2

>
& Appearnce IMD2013-Tiirkee.pd?

Media Library  addnes

= Add Filter
Al media iflems ¥ | All dates ¥ Filt= @

H  armesziems ¥ ancates

o

D219 Pl pdf

O

MD2013-
Abanizn pdf

iME?t‘&
anian pelf

0

IMD2019-farci.pdf

Q

IND2013-

Grasnlandic pcf

Mo

INDZ0i3-
Lurdish.pdf

The grid view will display a grid of thumbnail images
for each of your media files. The grid view uses infinite
scrolling, rather than displaying your images on
several pages. To view more images, simply scroll to
the bottom of the page and more thumbnails will
automatically be loaded.

The list view will display your images vertically on
several pages. It will display 20 images per page by
default, but you can change this number by clicking on
the Screen Options link at the top-right of the page
and changing the Number of items per page.

The list of files contains a small thumbnail of each
image or file, the title and the filename. If you hover
your cursor over each row in list view, a few links will
appear beneath the filename (5).
Edit — Allows you to edit properties such as the
title, alt text, caption and description. You can
also make some basic adjustments.
* Delete Permanently — Will delete the file
permanently from the Media Library
View — Will display the file on a separate page

20



Adding a File to the Media Library

To add a new file to the Media Library, click on the Add New link in the navigation menu on the left-hand side or the New button at the top of
the page.

After clicking on the Add New button while viewing the Media Library in List View, or clicking on the Add New link in the menu, simply drag

your images from wherever they are on your computer into the area marked Drop files anywhere to upload. Your file(s) will be automatically
uploaded.

Once your images or files have been uploaded they will be listed in the Media Library. If you wish to edit the file properties, click on the Edit link
next to the file.

Howdy. webmaster |31

e Folders o+ || =+

An automated WordPress update has failed to completet Please notify the site administrator.
Publications Media Library = Addnew
nts B Al files o
& Unorgarized (e} § x
B Media Drop files anywhere to upload
Library £
0 IMD 2018
£ 1MD 2010 Sl
Forms
. The filz iz uploaded 1o the foid, J 2e currently in
Maximum ugload file size 1 M3,
ApF
B anmediaitems ¥ | All dates v | BulkSelect garch med:a ite
ol
IWMHE R - -
1 Field: I(" \l’l
A B
KYOTO 2019
agram Feed
[ ML
[«
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Viewing a File in the Media Library

If you are using Grid View, click on a thumbnail and a pop-up window will present the properties for that particular file, and allow you to update
certain properties. If the file is an image, you will also see a larger version of that image. For other types of file, such as PDFs or Word
documents, you will see a link showing you the URL, which will be linked to the actual file in its turn.

. If you are using List View you can click on
the thumbnail image or the media file title,
or you can hover the cursor over the row
and click on the Edit link. The file

s properties will be displayed, allowing you
to update them.

Attachment Details

Editing File Properties

If using Grid View, simply click on one of your media files and a window displaying the file’s properties will pop-up
Your changes will be automatically saved after each field has been updated. You can use the arrow buttons at the top of the pop-up window to
navigate to the previous or next image. Click on the ‘x’ at the top-right of the pop-up window to return to the Media Library.

To edit the properties of an existing file in List View, hover the cursor over the row containing the file that you wish to edit and click on

the Edit link. After you have clicked on Edit, the relevant properties of the media file will be displayed, including the title, URL, filename, file
type and, in the case of an image, the file dimensions.
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Editing an Image

WordPress has a basic image editing tool that allows you to make some simple adjustments to your uploaded images. You can rotate and flip
your images as well as scaling and cropping them to different sizes.

To edit the properties of an image (as opposed to other file types like documents or PDFs), click on the Edit Image button just below the image

to display the image editing tools.
If you click on the Edit Image button in Grid View, the image editing tools will appear in the pop-up window.
You'll find the following image editing buttons just above the image:

t‘- Crop - Click on the image and drag the selection box to the detailed display of the image that you wish to
crop. Click on the crop button to resize your image

5‘ Rotate counter-clockwise — Rotate the image 90° counter-clockwise
E’B Rotate clockwise — Rotate the image 90° clockwise

=1 Flip vertically — Flip the image vertically

=

n-a Flip horizontally — Flip the image horizontally
Undo - Undo the last change

Redo - Redo the last change

Deleting a File from the Media Library

To delete a file from the Media Library in Grid View, first click on an image to view the file properties, then click on the Delete
Permanently button in the pop-up window.

To delete a file from the Media Library in List View, click on the Delete Permanently button that appears beneath the filename when you hover

your cursor over each row.

You will be asked to confirm after clicking on the Delete Permanently button in either view.
Click on the OK button to delete the file or click on the Cancel button to return to the Media Library.
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Forms

In the Forms menu you can create or edit online forms that allow your website users to interact with you. By default, there are two forms
implemented on your site, the Contact form and the Newsletter form. They both appear in the footer of your website.

41

Sign up to our newsletter

News
Agenda
Workshops
ICAMT
Conferences
Committee Workshops
References - 018 Miano, Ita

Contact

Conferences Committee

© rorms#i Forms Add new

References

AMT Themes

. ==

Sanme We made a few tweaks to the plugin, Opt in to make "Justified Gallery" better!

New Form
Entnes
Settings
Bulk Actions
Impori/Export

Add-Ons

Comments

| TablePress

Bulk Actions

All (2) | Active {2} | Inactive (0) | Trash (0)

Y || Apply

Title

Contact

m

dit Settings Entries Preview Duplicate Trash

Form Settings
New: =
Confirmations
Title Notifications
Personal Data
—— |y

Newsletter Form (1) — it allows
visitors to subscribe to your
newsletter

sSuBMmIT

Contact Form (2) - it allows
visitors to leave you a message

Please note that these forms are

not automatic. When someone
“ submits and email or a message, they
@ will be stored in your CMS. You will

find all the emails and the messages
ICOMIzE:

in the Entries section of the Forms
menu

To be sure not to miss your user entries, you can set a
notification that will be sent to an email address of your
choice. Go to Forms > Forms > Settings > Notifications
and then click on Admin Notifications > Edit to select an
email address and modify the message that you will
receive.
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Appearance

The various appearance menus allow you to change how your website looks.

Howdy, webmaster |31

gm0 B i FKme O foms

An automated WordPress update has failed to comple
A News
.f! Bl s Men US Mar with Live Previsw
£F] Events Edit Menus
2 Media
] Selectamenuto edit | menu ¥ elect | or create a new menu
;! Pages
En (5) | Fr (1) | Sp
B Comments
Menu Name  menu
Pages - Tr: N
A Appearance
5 &7l O0UE0ES
anguage En ¥
Themes Most Recent  View Al Searc iR m
Past editions
W 2016 — Museums and
Sy B Menu Structure
Menus Cultural Landscapes
Drag each item into the order yo Click the arrow on the nght of the item to reveal additional configurztion options,
.’. Users
& Toals News fage =
5 Settings
- What is IMD Page
B tom Fields
Add to Menu
£¥ Site options IMD in short
. News v
SEQ @ A little bit of history sub tem Page
K1 Instagram Feed Custom Links o
FAQ
@ Bodinss Categaries v
O cwolap e About [COM sub it=m Page
+ Acd 2 language

International Museum Day
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Updating Menus (“Appearance” sub-menu)
Menus can contain links to pages, news, categories, custom links or other content types.

OV @ Your WordPress Site IR 4+ New Howdy, Joe Blogg | '

Scresn Options ¥ Help

Dashboard Menus Manage with Live Preview

Posts EditMenus  Manage Locations
Media

Pages Select a menu to edit:  Short (Top Menu) :] Sclect | or cregie a new mend,

Comments

Select Menu
» Appearance o o

O Add Menu [tem
If your Theme sup r

choose one from the dropdown and click

the Select button to edit it Alternatively, click

create @ hew menu to create a new menu rrow on the right of the item to reveal edditional

Add a menu ltem by ticking the
appropriate checkbox & then
ng the Add to Menu button,

S O —

Sample Page

Page A Home CustomLink v
8log
X Plugins Front Page About The Tests Page v
- About The Tests
Users
= Page Markup And Formatting Clearing Floats sul ltem Page ¥
J#~ Tools
S Al Add to Menu
B Settings Pogic with comamnks. it O Moving Menu Items
Posts Y Navigation Label
To move the menu cptions, you can
Glistom-LiaKs - Page with comments use the provided links or simply
Title Attribute drag ‘'n drop each one to a new
Categories 2 position,

Move Up one Down one Out from under About The Tests
Under Ciearing Floats

Q Opening Menu Panels

Cpen and close the various panels ipn: SRR SRy

by clicking the small arrow in the
panel header Remove | Cancal o Removing Menu |tems

Click the Remove link to delete the
menu item. Click the Cancellink to

Page with comment

item S 2 3 - &2
cancel your changes to that menu
item.

Contributors sub item Page ~

Lorem |psum Pege ¥

Q) Menu irems .

change their order. Click the small arrow to
open the settings panel for each menu item
Once all your updates are made, click the Save
Menu button to save your changes.

1ges ta this menu




Editing an Existing Menu Item

The up-to-date list of menu items is displayed in the right-hand column of the Menus screen. If there are several menus on your website, a
dropdown list will be displayed at the top of the page that you can use to select the menu that you would like to edit. Simply select the menu that
you would like to edit from the Select a menu to edit dropdown list and then click on the Select button. The menu items in your selected menu

will then be displayed.

The items in the right-hand column of the Menus page will
S e : : be the menu items that appear on your website. Clicking on

MRS [ oot i (s e the down arrow next to each menu item name will display
: Foss EcthMdnmn | | Morge Ccsions an options panel for that particular menu item. The options
B panel will offer the chance to update several items.

I Pages Seloct a monu to adit: Short (Top Menu) +|  Solect ' or craste a new manu.

MU @ YourWordPress Site B e Howdy, Joe Blogg | 1

% @ seiect venu
—— - =
0 Add Menu item
; Ifyour Theme supports multiple menus,

heckbox &

A row on the right of the item to reveal additional
the Add to Menu

Sample Page
3 Home
s Page A ° Updating Menu Items
B log
£ Plugins Front Page About Tha Tests Upd f and Title
Attri

. it
e Users drag ‘n drop each menu item to

P And Farmatting Clearing Floats «ub ftem
’ move it to a new position.
# Tools
Select All Add 10 Menu
Navigation Label
Settings
o o Clearing Floats
Posts v ~
Title Attribute
Custom Links
Move Up ane Down one Quf from esi
Categories
Claaring Floats
Tags
Remeve | Cancal
Format

Page with comments sub (lem Page ¥
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Adding a New Menu Item

To add a new page as a menu item, tick the checkboxes in the Pages panel next to each of the pages that you want to add. You can select one
page at a time or multiple pages. After selecting your pages, click on the Add to Menu button. The new menu items will be added to the current
list of menu items. The menu item’s name will be the default name of the page. If you want to change this, simply click on the down arrow next
to the menu item’s name to display the options panel and then update the Navigation Label to your preferred name. After making your updates,
click on the Save Menu button at the top or bottom of the screen. The steps for adding news, a news format, category or tag as a menu item are
exactly the same as for adding a page.

Only the pages, custom links and categories panels will be displayed by default. If you wish to add news, tags or news formats as menu items,
just use the Screen Options tab at the top-right of the screen to enable these panels as well.

@

A

@ Your WordPress Site + New Howdy, Joe Blogg | *
Screen Options ¥ Help +

@ Dashboard Menus Manage with Live Preview

A Posts Edit Menus ~ Manage Locations
QJ Media
M Pages Select a menu to edit: Short (Top Menu) j Select | or create a new menu.

¥ Comments

M Appearance = Menu Name Short
e @ Add Menu item

Themes
Customizs Add a menu item by ticking the Menu Structure 0 Save Menu
Widgets app(oprrate checkbox & then Drag each item into the order you prefer. Click the arrow on the
clicking the Add to Menu button. configuration options. After making updates to your menu
Menus items, click the Save Menu button to

Header Sample Page save your changes.
: Page A Home Custom Link
Editor
Blog
K- Plugins Front Page About The Tests Page ¥
. About The Tests
e Users . . )
Page Markup And Formatting Clearing Floats sub item Page 4
4~ Tools
Select All Add to Menu

Navigation Labesl

Settings

Clearing Floats

ST Posts ¢
© cCollapse menu Title Attribute
Custom Links v

Move Up one Down one Out from under About The Tests
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To change the order in which the menu options appear, simply place your cursor over the title area of the menu item that you wish to move.
When the cursor has changed to a four-pointed arrow, click on and drag the menu item to its new place. It is even possible to create the multi-
level hierarchy required for dropdown menus, depending on how your menu is configured within your theme. When you have finished moving
your menu items around, don’t forget to click on the Save Menu button at the top or bottom of the screen to save your changes.

ﬁj‘u @ Your WordPrescSite ¥ 0 <= New Howdy, Joe Blogg | 1

Screen Options ¥ Halp *
@ Dashboard Menus Manage with Live Praview
A Posts Edit Menus  Manage Locations
97 Media
M Pages B manedoodt_Che GRddend) j Select orcreate a new menu.
 comments (g Add Custom Link
P @IVETRER  Add a custom link menu item by Y Menu Name  Short Save Menu

entering in the URL and Link Text.

Themes Click the Add to Menu button to add v
et it to your menu. Menu Structure Q Save Menu
usiomize g

Custom Links x sy s dEr yon fer. Click the on th
Widgets Drag =ach item into the order you prefer. Click the arrow on the

configuraticn options. After making updates to your menu
Menus items, click the Save Menu button to
Header URL % save your changes.
htp:// Home Custom Link

Editor

Link Text
K- Plugins WordPress Custom Link 4

Add 10 Menu

@ Users URL
# Tools Categories . http://wordpress.org
Settings Navigation Label

Tags v WordPress
© Collapse menu

Format v Title Attribute

Move Up one Down one Under Home To the top

Remecve | Cancel

About The Tests Page ¥

Deleting a Menu Item

To delete a menu item click on the down arrow next to the menu item’s name to view the options panel for that item and then click on
the Remove button. After you have finished making your updates, click on the Save Menu button at the top or bottom of the screen.

Warning: changing the menus directly affects the appearance of the website. Contact ICOM support if you have any
questions.



Site Options
The Site Options menu allows you to change a few default parameters of your website:

Committee color - this parameter determines the color of your Committee Acronym in the website menu and of the buttons on the

Yiel (&

News

What is IMD ~
International Museum
Day 2019 » - Q’ -~ ,
s Communications tools at your : LAY &2 [C O] s
- disposal = : ‘ ] S
Contact terms of use | Privacy-Policy

More

Default cover - this parameter determines the cover image that will appear in every Page if no other image is selected (see above).
We selected an image that reflects your Committee’s activities, but you are free to change it. The ideal dimensions of the default cover are
985x165 pixels.

news Default thumbnail - this parameter determines the featured image that will appear
as a News preview if no other image is selected (see above). The default thumbnail is
Ix1 your committee logo. The ideal dimensions of the default thumbnail are 630 pixels wide.

dulyay, 2019

2019 ICEE Board Elections

Conferences
Become a member -
Publications

WEBINAR SERIES -~
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Users

This screen lists all the existing users of your website. Non-Administrator users will see fewer options when they are logged in. You may be able
to add new users and manage their roles, depending on your status.

At the top of the screen you will find links enabling you to filter the list of users based on their user roles. The number of users with a particular
role will be displayed in brackets

W & Mysites & M0 B 4= New B3 § Forms Howdy, webmaster | b

@ Dashboard

An automated WordPress update has failed to complete! Please notify the site administrator.

A News
IR Fublications Users | add existing
= coents All (7} | Admirestrator (1) | Webmaster (1) rch U
57 Media = Add Filter

Forms

Bulk Actions ¥ Apply Add role., v Add  Removercle.. ¥  Remove - 2 items
[ Pages
™ AL, na; lame il |=
Admin — comdevelopper@amail.com Administrator

» Appearance

o Users webimaster 2z anouar, cubnichou@icom.museum Webmaster

All Users

Apply Add rale , 4 Add Remove role.. ¥ lemove items

If you hover your cursor over each row in the list of users, links will appear beneath the username.
* Edit — Allows you to edit a user profile

Delete — Allows you to delete a user profile. This link won’t be available for your own profile

A user may have one of five pre-defined roles selected by the Site Administrator: Site Administrator, Editor, Author, Contributor or Subscriber.
Super Admin — (Only for the Administrator within the Secretariat)

Administrator — Someone who has access to all of the administration features

Editor — Someone who can publish and manage news and pages as well as manage other users’ news, and so on
Author - Someone who can publish and manage their own news

Contributor — Someone who can write and manage their news posts but not publish them

Subscriber — Someone who can only manage their profile
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Adding a New User

To add a new user, click on the Add New button in the left-hand navigation menu or the Add New button at the top of the page.

Ak MySites @& D B 4+ New FHen 3 rorms Howdy, webmaster [N
& Dashboard
An automsted WordPress update has failed to completal Please notify the site administrator
# News
M Pubiications Add Existing User
:" Events Erter the email sddress of an existing user on this network to nvits them o this sie That person will be sert =n email 2skng them to confirm the invte
Q,; Media
Email
& Forms
2
> Role Subscriter
¥ Comments
2 Appearance Add Basbng Uiser
o Users
All Usars
Add New
Your Pralile
Aales
# Tool
8 Settings
2] om Field
{:} Site options

K3 Instagram Feed

Once the above page has been displayed, simply complete the various fields and click on the Add New User button.
Username (mandatory) - This will also be used as the Login name for the user. Once saved, the username cannot be changed

E-mail (mandatory) - Each user must have a unique email address. If a published news post or page is approved by this user they will
receive a notification email each time a new comment in this news post or page has been approved.

First Name — Enter the first name of the new user here

Last Name — Enter the last name of the new user here

Password — Clicking on the Show password button will show you the password that has been automatically generated for the new user
Send User Notification — If this is ticked, WordPress will send an information email to your new user

Role — Select the desired role for the user from the dropdown list
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WordPress will automatically generate a strong password when you create a new user. Clicking on the Show password button will show the
password that was generated and will also allow you to change it if you wish. The password strength indicator, displayed just below the
password field, must be at least Medium before WordPress will allow you to save the new user. It goes without saying that the stronger the
password, the more secure the connection details will be. It is therefore recommended that you have a password that is considered to be strong
by the strength indicator. To make a password stronger, use upper- and lower-case letters, numbers and symbols like ! ” ? $ % * &).

Add New
Website
Your Profile
4 Tools pi : -
Password 3268*Hog7WHq9&rj1zbASM4t @ Hide Cancel
Settings Strong

©c se menu
Send User Notification Send the new user an email about the Q Strength Indicator

The password strength indicator
Role Subscriber j must indicate at least Medium

before you can save the new user.
Add New User Q Save New User Details

After filling in all the relevant fields,
click the Add New User button to
save their details.

Deleting a User

To delete a user, click on the Delete button that appears beneath the username when you hover your cursor over each row. The Delete button
will not appear for the user that is currently logged in.
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Editing your Profile

To edit your profile details, simply click on your username, if you have the list of users displayed, or click on the Edit button that will appear
beneath your username when you hover your cursor over each row. Alternatively, click on the Your Profile button in the left-hand menu.

Howdy, webmaster | M

# Dashboard
An automated WordPress update has failed to complete! Plzase notify the site administrator.

» News
¥! Publications PrOﬁle
i Events Personal Options
0y Media
Visual Editor Disable the visual editor when writing
Forms
# Pages
Syntax Highlighting Disable syntax highlighting when editing code
¥ Comments
A Appearance Admin Color Scheme ® Detault Light Blus Caffea
_ =1 _
- Users e
Al Ectoplasm Midrmight Ocean Sunnise
? [ i— = [ - IS
Your Profile
Keyboard Shartcuts Enable keyboard shortcuts for comment moderation. Mors infarmation
# Took
1] Setting Toalbar | Show Toolbar when viewing site
= stom Fields
Language L4

WPML language settings

3 Instagram Feed
1_.3 WPML

© colapse menu Editing language: Set admin languags 3= editing language

Hidden languages: All languzges are currently displayed. Choose what to do when sits langu=ages ars hiddzn,

Dicplay hidden languagas

WPML Translator Settings
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