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WordPress | Add a Meeting/Agenda/Minutes or Event

Events menu> [Se
Add new
Locations

Categories

People

Add a Meeting or Event: Pending Approvals

Change Registration
> Go to “Events” Cleanup
-- Choose “Add new” event Settings
-- Set the details (date, time, address)
-- Choose the category

-- If it is a meeting select the corresponsing category (ex: Category
Town Council, Planning Commission, etc on the right) [ [Town Council
-- If it is an event select the “Event” Category. o S '_-;fn;i”.? f;mmiﬁﬁion
. . L1 . oose a categorie [ /Board of Adjustment
-- In the Details editor add any special information for CJPublic Works
the event or meeting. If it is a meeting this is where you [Land Use
would place your meeting agenda pdf. [ /dministration
-- Save [ |Public Notice

(This will post the meetings where they need to go in all spots.)

To Add Minutes After a Meeting:

(Note: Make sure you have already created your minutes into PDF)

P Go to ‘Events”
-- Switch the dropdown that reads “Future events” to
“Past events” and then click the “Filter” button.
-- Choose the past meeting/event you want to edit
past meeting/event by click on the linked title text.
-- Go to Details box and upload
minutes PDF by clicking the “Add Media” button ) )
-- Click the “Update” button to save your changes. Future events % | EventStatus All categories %  Filter

This will post the minutes to the appropriate areas.

If you want to add a past event that has already happened
because you need the minutes posted, just “add new”,
choose the category, pick the past date, and add the info,
type your Meeting Minutes PDF text in the notes, link to the
pdf, save. It will post it in the right spot.

To have a pdf open in a new window (recommended) high-
light the linked text and click the link icon. Check the “open
link in new window /tab checkbox. Then click update.

*Please note
All MEETINGS & EVENTS go into the EVENTS.

All NEWS & NOTICES go into the POSTS
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WordPress | Add a Recurring Daily Meeting /Event

Add a Daily Recurring Meeting/Event:

P Go to “Events”

-- Choose “Add new”

-- On the right hand side of the page check the checkbox
under “Recurrence”.

-- You will now be able to set the event frequency.

-- If the reccuring event is daily, you would select
“Daily” from the dropdown.

-- Next you will type the number of days in which you
would like the event to appear. For example, if you would
like the event to appear every 3 days you would put
the number 3 in the space to read “Every 3 Days”.

-- Under “Recurrence dates” select the date you would like
the reccuring event to start and when in the future you
would like it to end. *You can set reccuring events to
display for years in the future but in most cases you would
at most want it to reccure for a year.

-- Under “Event Date” you will simply select the first date
the event will fall on and select the same date for its
end date.

-- After setting the recurrence information you will fill out
the rest of the event information from page 2 of this
training packet.

-- Once you are finished adding all of the event information
make sure to save click the “Save” button.

- J

*Test Daily Event Example:

Hame

Test Town Council Meeting
The cwrtrams Bvami el Erthday aorty

Recurmen:a dates

Lt date

CFMaE0E NAAINIE Thiw waner amprring Al s slew

AT CF 3 TRIUPENE 2t U5 19 BERINNFE 2re e Cate T3 |UTE NG aIhe thie CLPaTen oF BT Su Nt T A3y s The resl Stateate s deeTrinn by b ccurninee soueme acing used.

This avent ks al day
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Recurrence

v

Frequency: Daily H

Every 3 days

The event start and end date only define
the duration of an event in case of a

recurrence.

Recurrence dates

02/15/2016

06/30/2016

The recurrence beginning and end date.

* Note how the end date is set to a future date.

Event date

02/15/2016

02/15/2016

* Note how the start and end date are the same.

EvRNT SLaTs

Fegurrence

1

Frequensy: | Luily B
Becry| 3 dupr

The waptt aliarl i svt sl e kg chelivn
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WordPress | Add a Recurring Weekly Meeting /Event

Add a Weekly Recurring Meeting/Event:

>

Go to “Events”

-- Choose “Add new”

-- On the right hand side of the page check the checkbox
under “Recurrence”.

-- You will now be able to set the event frequency.

-- If the reccuring event is weekly, you would select
“Weekly” from the drop down.

-- Next you will type the number in which you would like
the event to appear in weeks. For example, if you would
like the event to appear every Monday you would put
the number 1 in the space to read “Every 1 Week”.

If you want it to display every two weeks you would put
a 2 in the blank to read “Every 2 weeks”.

-- Then, you want to select the checkbox that correlates with
which day of the week you would like the reccuring event
to fall on. For example, if it was evey Monday you would
check the box in front of “Mon”.

-- Under “Recurrence dates” select the date you would like
the reccuring event to start and when in the future you
would like it to end. *You can set reccuring events to
display for years in the future but in most cases you would
at most want it to reccure for a year.

-- Under “Event Date” you will simply select the first date

the event will fall on and select the same date for its
end date.

-- After setting the recurrence information you will fill out
the rest of the event information from page 2 of this
training packet.

-- Once you are finished adding all of the event information
make sure to save click the “Save” button.

Recurrence

Frequency: Weekly .

Every 1 week

v | Mon Tue Wed Thu Fri
Sat Sun

If you leave this empty, the recurrence

start date will be used as a reference.

The event start and end date only define
the duration of an event in case of a
recurrence.

Recurrence dates

02/15/2016 06/30/2016

The recurrence beginning and end date.

* Note how the end date is set to a future date.

Event date

02/15/2016 02/15/2016

* Note how the start and end date are the same.

*Test Weekly Event Example:
Mams:

Test Town Council Meeting

The event name. Bxamplz: 3l tday pamy

Riendf rinod daras

12 G2 LRI ES
The b i s liginegs A e stal
Lvent date

A2E2ME OFARIE Tr sl Lingi o vl ale

In 2252 ot 2 poarrore Seent L2 the 2R FRIng and ond d20z be lm rolzans 0ve durabion o on CvortIn Savs T roal start 3

Trie eee: laste ol daw

Euane flme

120 QEHEEAN |
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WordPress | Add a Recurring Monthly Meeting /Event

Add a Monthly Recurring Meeting/Event:

P Go to “Events”

-- Choose “Add new”

-- On the right hand side of the page check the checkbox
under “Recurrence”.

-- You will now be able to set the event frequency.

-- If the reccuring event is monthly, you would select
“Monthly” from the drop down.

-- Next you will type the number in which you would like
the event to appear in months. For example, if you would
like the event to appear every month you would put
the number 1 in the space to read “Every 1 Month”.

If you want it to display every two months you would put
a 2 in the blank to read “Every 2 months”.

-- Next, you want to select which day of the month you
would like the event to fall on. For example, if you want
the event to take place every first Monday of the Month
you will select “first” from the first drop down and

Recurrence

v

Frequency: Maonthly =

Every 1 month

Every first % Mon % Dayof

month

If you use "Start day" as day of the
month, the recurrence start date will be
used as a reference.

The event start and end date only define
the duration of an event in case of a
recurrence.

Recurrence dates

02/15/2016 06/30/2016

“Monday” from the second dropdown. The recurrence beginning and end date.

-- Under “Recurrence dates” select the date you would like
the reccuring event to start and when in the future you
would like it to end. *You can set reccuring events to
display for years in the future but in most cases you would

* Note how the end date is set to a future date.

at most want it fo reccure for a year. Event date

-- Under “Event Date” you will simply select the first date
the event will fall on and select the same date for its
end date.

-- After setting the recurrence information you will fill out
the rest of the event information from page 2 of this
training packet.

-- Once you are finished adding all of the event information
make sure to save click the “Save” button.

*Test Monthly Event Example:
Mamrs

Test Town Councl Maeting

The cwent nome. Examplz 31 tvday pamy

Rrrurrencs dares

B W 02015
The teerreres i e v ale
Event dante
A2 EATE OFFETTA T swsrrl Lnginnicgs sre: wclsale

In 225 o 2 rodurrern cwent. Lsc the 228 rring and ord dzez b o reloans oo durzbion o0 one cuortin Saes T roal start donc b cckoenred 2 the retdroos schems Be g s,

Tris e laste all day

Ewnnt rlme
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02/15/2016 02/15/2016

- a ' . . '

* Note how the start and end date are the same.
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WordPress | Add a Specific Recurring Meeting /Event

N

(Add a Specific Recurring Meeting/Event:

P Go to “Events”

-- Choose “Add new”

-- On the right hand side of the page check the checkbox
under “Recurrence”.

-- You will now be able to set the event frequency.

-- If the reccuring event is specific, you would select
“Specific” from the drop down.

-- Under “Recurrence dates” select the dates you would like
the reccuring event to appear. *You can select multiple
dates from the calendar.

-- Under “Event Date” you will simply select the first date
the event will fall on and select the same date for its
end date.

-- After setting the recurrence information you will fill out
the rest of the event information from page 2 of this
training packet.

-- Once you are finished adding all of the event information
make sure to save click the “Save” button.

*Test Specific Event Example:

Harme

Recurrence daes

Test Town Council Meeting

T el rrmme Frecrns i il aarly

OPRFNRNAPRACIE

Sl al the Cobes wou wart Th cun W To R on.

Evonr dars

LRSS BT K )
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Recurrence

v
Frequency: Specific days +

The event start and end date only define
the duration of an event in case of a
recurrence.

Recurrence dates

12/25/2016,03/26/2016

Select all the dates you want the event to begin on.

* Note how multiple dates are selected.

Event date

02/15/2016 02/15/2016

* Note how the start and end date are the same.
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WordPress | Delete Meetings/Events

Delete a Meeting/Event:

P Go to “Events”
-- Find the specific event you want to delete.
-- Click on the title name link for that specific event to open
it.
-- Scroll to the bottom and click button that says
K “Delete Event”.

Delete a Multiple Meetings/Events:

P Go to “Events”
-- Check the checkboxes next to each of the events you
want to delete.
-- From the “Bulk Actions” dropdown select “Delete Selected
Items”.
-- Then click the “Apply” button next to the Delete Selected
ltems” drop down.

Delete a Recurring Meeting/Event Series:

P Go to “Events”

-- Find one of the recurring events you would like to delete.

-- All the way to the right of the event listing you will see
a column titled “Recurrence info”.

-- Click the link that reads “Edit Recurrence ID __". This will
open that specific event.

-- Scroll to the bottom of the page and click the “Delete
Recurrence” button. By clicking this button you are
deleting the entire reccurence meeting series associated
with this event.

N

Delete a 1 Recurring Meeting/Event from a Series:

P Go to “Events”
-- Find the specific recurring event you want to delete.
-- Click on the title name link for that specific event to open
it.
-- Scroll to the bottom and click the middle button that says
“Delete Event”. This will just delete that specific event
date from the recurring event series.

N

Government
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Future ewents 3 EwventStatus 3 All categor

Bulk Actions ¥ Apply

Show 10 4 entries

o MName

29 Test Town Council Meeting

o Narme
| 92 Test Town Council Meeting
w 93 Test Planning & Zoning Meeting

Future events % EventStatus ¥  All categories § | Filter

Bulk Actions ¥ | Apply

Future events ¥ —=Euent Status 5  All categories §  Filter

Delete selected events ¥ Apply

Recurrence info

Specific days
Edit Recurrence ID 4

Futureewents % EwentStatus 3 All categor

Bulk Actions ¥ Apply

Show 10 4 entries

o Name

= Test Town Council Meeting



WordPress | Add a Page

Add a “Page”:

P Goto “Pages”
-- Choose “Add New”
(To edit -click on page title or edit under it)
-- Add page title (keep small for navigation purposes)
-- Add page content/images/links
-- Publish/Update

Remember that a shift return is a single space, and a regular
return is a double space.

Now, follow the steps below on how to add and position your
page in the navigation so that it will appear on your
homepage in the navigation.

Add a “Page” to the Navigation Menu:

P Go to “Appearance”

-- Choose “Menus”

-- In the first column on this page you will see a mini menu
entitled “Pages”. Select the corresponding checkbox to
the page you would like to add to your menu.

-- Click “Add to Menu”

-- Your page is now a menu item in the navigation. You
should see it to the right, listed with the other menu
pages.

Position your “Page” in the Navigation Menu:

-- Now that you have added your page to the navigational
menu you must position it to where you would like it to
appear.

-- Drag and drop where you would like your page to
appear in the navigation.

-- If you would like your menu item to appear as a
sub-menu (or child) item you would drag and drop it so
it is below and slightly indented under the parent page.

-- If you would like your page to appear as its own menu
item, make sure it is not indented under another page.

It should line up with the other “top-level” (parent) pages.
-- Click the “Save Menu” button

Pages Menu

[N Pages

All Pages

Choose “Add New” > Add New

Pages Add Naw

Al (1) | Published {19} | Trash {2
Bulk Actions |3 Apply Show all dates 5 | Fiser

Title

Community

— News

Contact Form

Contact Us

Delaware’s Bayshore Byway
Directions

Emergency Planning

Events

Fire Dept.

List of pages, can click on page name or edit to
edit the page or post

Select which page you would like to
add to the navigation here:

Appearance menu:

M Appearance Pages
Themes MostRecent  View All  Search
Customize Events
Town Charter
W <
Wi dgE't =] Government
Delaware's Bayshore Bywa
Menus ’ e
Directions
Points of Interest
FOiA

Contact Form
Selecs Al Add to Menu
Links

Categories

Below is an example of menu structure. “Home” & “Governement”
are top level (“parent”) menu items. “Mayor” and “Town Council”
are sub-menu (“child”) items under “Government”.

Home Custom

Government Page
Mayor sub item Page
Town Council sub item Page

Government
Information 7
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WordPress | Delete a Page/Remove from Site Navigation

-

Delete a “Page™:

P Go to “Pages”
-- Locate the page you want to delete
-- Hover over the title name of the page. You will see
options appear below it. Click the link that says “Trash”.
An alternate way is to open the page and under the
section “Publish” click the link that reads “Move to Trash”
and click the “Update” button.

If you accidently delete a page, you can restore it by going
to “Pages” and clicking the “trash” tab. Next, you will find the
page that was accidently deleted, hover over it and click the
“restore” link.

*Note: If you delete a page it will automatically be deleted
from the navigation.

J

Remove a “Page” from the Navigation:

P Goto “Appearance”

-- Choose “Menus”

-- Under the “Menu Structure” section, find the page you
would like to remove from the navigation and click the
down facing caret.

-- Click the link that says “Remove”

-- Then, click the “Save Menu” button

*Note: Use these steps when you do not want to delete a
page but want it hidden from the navigation of the site.

~

One option is to hovor over the selected page and click “Trash”.

Community

Edit Quick Edit Trash View

Another option would be to open the actual page and click “Move to Trash”
under the publish section.
Publish
Preview Changes
¥ Status Publishod Edit
& Visiblity: Public Edit
T} Aevisars: 2 Srowse

fiTf Puliished on: Mar 31, 2074 & 15:56 £l

Meveta Trash

If you delete a page, you want to make sure to delete it from your navigation
by clicking the “Remove” link.

Mayor sub item Page

Navigation Label Title Attribute

Mayor
Move Up one Down one Out from under Government

Original: Mayor

Remove | Cancel



WordPress | Add/Delete a “News/Notice Post”

Posts menu>

Add a News/Notice Post:
Categories
P> Go to “Posts” in the left side nav Tags
--Choose “Add new”
-- Add content (Post title, text, tags, links, images, etc.)
-- Publish or Save Draft Posts list>

Posts  sane

Botacirn 8 sk | Showebdams ) | Wews cepmen ) Fee BE?

(if it does not show up on the live site, check your Status in the
Publish box. Also in the Publish box, you can edit publish date, or
type by choosing draft, etc.)

Make sure to add tags into your post. Tags make it Tags

easier for people to find your content. You can add tags

one at a time by clicking the add button or hitting the Add
Enter/Return key on your keyboard. Or you can add
multiple tags at time by seperating them with a comma
as you type and then click add. history kent county town of magnolia welcome

Separate tags with commas

Choose from the most used tags

If you save it as Draft, you can preview it in the Publish
box by selecting Preview.

*Remember: Please paste text that is copied from an-

other file such as Word into NotePad or other text editor Publish
to remove code that is inserted. This code is not visible
to you, but shows up in the wordpress details editor
box. T Status: Published Edit

Publish box> Preview Changes

Also don't forget to format your text. Create paragraphs, ® Vishihy: RublicEdlc

bold text, italics, underlines, add links, images, etc. Please D) Revisions: 2 Browse
do not add inline styles. The site has css that will control font
size, color, etc.

Adjust post date. Can have post [it] Published on: Apr 21,2014 @ 14:42
in the future if needed. >  Edit

A shift return is a single space, and a regular return is a Move to Trash
double space except with Bullets. In the case of Bullets,

shift return creates a two line bullet regular return creates
a new bullet item.

Delete a News/Notice Post:

P> Go to “Posts” in the side nav
-- Hover over the title link to the post you want to
delete. Hello world!

-- You will see options appear below the title. . .
-- Click on the red “trash” link. Edit | Quick Edit | Trash | View

-- That post is now in the trash and can only be restored
if you click on the trashlink, hover over the title of the
post and click the “restore” link that appears below.
*If you empty the trash the post will be gone.

Government
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WordPress | Make a “Sticky-Post”

What is a “Sticky-Post"?

- A “sticky-post” is the text area located to the right or left of your slider image on your website’s home page. This is a space where
you can highlight an important notice, town event or simply a welcome message or your town’s history. Just think of it as “Sticking”
important news to the forefront of your home page.

4 )

Make a “Sticky-Post”: Publish -
P Go to “Posts” in the side menu Preview Changes

-- Choose “Add new”

-- To make it a “sticky-post”, select the “Edit” link located ?  Status: Published Edit
next to “Visibility” and directly underneath “Status”.

-- Check the the box next to the text: “Stick this post to the @ Visibility: Public, Sticky
front page”. ® ' Public

-- Click the “Update” button Check thisboxto —— || Stick this post to the front page

make it sticky. Password protected
*Remember: You can only have one “sticky-post” at a time. Private
Please make sure to go back to the previous sticky-post and
uncheck the checkbox to make it no longer sticky. Don’t forget OK | Cancel

to click the “Update” button.
¥0) Revisions: 3 Browse

fitfl Published on: Mar 31,2014 @ 13:58
Edit

\_ W, Move to Trash Update

POsts Addnew

All(3) | Published (3) | Sticky (1)
Bulk Actions ¥ @ Apply Show all dates ¥  View all categories ¥

Title

Testing 1,2,3...
A Test Post
| History of Little Creek - Sticky

Title

This is an indicator that this post is a “sticky-post”

m Government
Information
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WordPress | Add Images to Posts/Pages

(
Add Images to Posts/Pages:

-- Create a new post.
-Title it, add text, choose category, etc...

-- Put your cursor where you want the image.

-- Choose “Insert Media”

-- Choose where the image is:
If on your computer, browse to it and select.
If in Media files, choose Media Library Tab
Click on the document or image you would like

-- In the box on the right make sure you:
- Put a title in (if you don't like whats there)
- Choose your alignment - Left, Right, Center, None.
- If there is a link you wish to add, you can.
- Pick size... if Image is large, go for the medium.

Government
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WordPress | Manage the Home Page Meta-Slider

What is a “Meta-Slider”?
- A “Meta-Slider” is the slideshow of images on your home page. You can add multiple images here and even reorder them.

Add Images to the Meta-Slider: J Toals

Settings

-- Click on Meta Slider in the left nav.
-- Click the “Add Slide” button.  ’
-- Select the “Upload Files” tab. Meta Slider
-- Drag and drop the image you would like in the slider. = :
-- Click the “Add to Slider” button in the bottom right hand Add Slide Q Collapse menu
corner.
-- You should now see the new image appear under other
previous slides.
-- Next to the image you will see a caption box. If you would General
like your image to have a caption or small message, do so
here.
-- Below the caption box there is an area for you to enter a

URL. Enter in a URL here if you would like to link the image
to a page. \

-- In the right hand corner, click the “Save” button.
-- Refresh your website and test to make sure the image
is there and appearing correctly.

*Note: Make sure you are only uploading landscape oriented
photos to the Meta-Slider. Portrait orientiented photos will not
display correctly.

*Note: When making a caption try to keep it to one sentence.

Reorder Images in the Meta-Slider:

-- Click on Meta Slider in the left nav.

-- Hover over the image you want to move and drag and
drop it in which ever order you would like it to appear on
the slideshow.

-- In the right hand corner, click the “Save” button.

-- Refresh your website and test to make sure the images
are showing up in the correct order.

Delete an Image from the Meta-Slider:

-- Click on Meta Slider in the left nav.
-- Hover over the image you would like to delete.
-- Click on the red “x” in the left hand corner of the image. —)
-- In the right hand corner, click the “Save” button.
-- Refresh your website and test to make sure the image
is no longer there.

Government
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WordPress | Create/Add Photos to a Photo Gallery

=2 Gallery
Overview
Add Photos: Gallery menu >
Add Gallery / Images
P> Choose Gallery Manage Gallery

-- Add Gallery/Images
--Pick “Upload Images” Tab

--Browse for images, select images (can be more than one) Tags
or drop & drag images.

Album

Options

-- Choose Gallery (from drop down menu)
--Choose “Upload Images” Roles
Manage Gallery Rt

Choose Gallery you want to edit. Reset / Uninstall

Here is where you can add titles & descriptions to
the images. Choose “Save Changes” when complete. Add Images, Add Gallery

M~

Upload Images Add new gallery

Add a New Gallery: Upload Images

> Choose Gdllery Upload image Choose files 0 upload | caject Files
- Add qulery/lmqges Or you con drop the files |'.'.'r:’::.is winedow. -
scale Images to max width 800px or max helght 600px
-- “Add New Gallery” tab (should land on this first)
-- Add name of new Gallery into [ Choose gatlery|
-- Choose Add Gallery button \
[CETTE LT ] Upload images
(Note: this will appear in your drop down menu to add photos to —
but will not appear on the gallery page in the site until you do Choose the gallery in Drop
step 3 below.) Menu for uploading images
Gallery Overview
. Overview >
Display a new Gallery on Page
Mo action d Apply Add new gallery
> Go to ques =] 1D Title Description Al
Choose “Photo Gallery” page o
= 1 Historic Homes ck
Choose HTML Tab (not visual)
Copy the code on the page: § * ‘Comacimage &
=] ID  Title Description Al
<h3>Around Town</h3> T

<div id="photos”>[nggallery id=2]</div>
Then paste the code below the others
Change the text between the <h3> & </h3> to e

Gallery srmings e ness far paee servaged

Gallery ID Number

the name you want... .
Example <h3>Event Photos</h3> |/ 77T 7
Change the id number to the right gallery number (each A
has one assigned when created, you can view this in the
categories section, but logically will go in order so next
number will be 3)
Example <div id="photos”>[nggallery id=3]<div>

Add titles,
This will successfully start a new gallery of images on the descriptions >

page with the title of Event Photos which will pull the photos
you just posted.
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WordPress | Move /Reorder Images in a Photo Gallery @ Gallery

Overview

Add Gallery / Images

Manage Gallery

Move an Image from one Gallery to Another: AlBii
P Under Gallery in the left nav select “Manage Gallery” Tags

-- Click on the gallery that has the image you want to move Options

-- Click the checkbox next to the image you want to move Roles

-- From the drop down list you want to select “Move to” e

-- Click the “Apply” button that is next to the drop down s

-- A pop-up window will appear. Select the gallery you Reset / Uninstall

would like to move the image to.

-~ Click “Okay” Bulk actions
Set watermark
Create new thumbnails
Resize images
Recover from backup
Delete images :
Import metadata
Rotate images clockwise
Rotate images counter-clockwise
Copy to...
Add tags
Delete tags L

Re-order Images in a Gallery: Overwrite tags
P Under Gallery in the left nav select “Manage Gallery”

-- Click on the gallery you would like to work with

-- Click the button on this page that says “Sort Gallery”

-- Drag and Drop the images in the desired order

-- Click the “Update Sort Order” button

Bulk actions 4 | Apply || Sortgallery .Saud'nngu-
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WordPress | Emergency Notifcation System

Enable the Emergency Notifcation Feature:

P Click on “Appearance” in the left navigation and then select

~

> Appearance

Themes

Customize

“Customize”
-- Click on the button that says “Emergency Notifcation

On/Off” that is located on the left. \

-- Check the checkbox next to the text “Check box to
enable ENS System.

-- Place the desired text you would like the emergency
banner to read in the the text box where it says “ENS
text goes here.”

-- Place the URL in which you would like the Emergency
Notifcation to link to in the input box below the text
“ENS URL Here™.

-- Finally, click the blue “Save & Publish” button at the top.

-- Make sure to go out to your live site and test to ensure
the emergency notification banner is displaying correctly.

* Please refence this sample notification

J

Disable the Emergency Notifcation Feature:

P Click on “Appearance” in the left navigation and then select

“Customize”

-- Click on the button that says “Emergency Notifcation
On/Off” that is located on the left.

-- Uncheck the checkbox next to the text “Check box to
enable ENS System.

-- Click the blue “Save & Publish” button at the top.

-- Make sure to go out to your live site and test to ensure
the emergency notification banner is displaying correctly.

~

Widgets

Menus

Emergency Notification On/Off

X Save & Publish

Customizing

Emergency Notification O...

Toggle ENS Notification System
v'| Check box to enable ENS System

Enter Emergency Text Here:

This is a TEST.

ENS URL Here:

http://municipality.delaware.gov
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WordPress | Yoast SEO - Focus Keyword

What is Yoast SEO?
- Yoast provides metrics / ratings for each page to enhance search engine results and yields recommendations to boost traffic based
on the content of each individual page using four (4) different colors:
o Gray — Neutral rating (or more content needed)
o Green — Optimal / sufficient use of keywords and phrases within a page
o Orange — Some content and keywords may need fine-tuning
o Red — Least optimal rating

~

How to Utilize Yoast SEO - ““Keyword”

P Select “Pages” from the left navigation.

-- Open a page that you would like to add SEO to. Please
note you should be adding SEO to all of your pages for
the best results.

-- Scroll down to view the Yoast SEO feature which will
most likely be under the text editor section.

-- The “Keyword” tab should be selected.

-- In the input box under “Focus Keyword” add a keyword
that explains the overall purpose of this page. For
example, if you have a page all about your town’s park,
your keyword could be park. ) Constituznts

-- Next, above “Focus Keyword”, you will see a section
where you can see your “Snippet preview” and you can

&, Focuskeyword

edit here as well. Click the “Edit Snippet” button. < @ Snippet pr
-- Where it says “Meta decsription”, add a short descriptvie e 4 Curent Constituents - MWDG Delaware
e . . ek ¢ povicurrent t
sentence pertaining to what this page is all about. Yoast Thare are auandy 77 canstiuan of the MDG,
will let you know if the sentence is too long. Your meta
N . .. & Edit snippel
discription should have your keyword included in it.
. 13 (Rl . .
-- Below the section “Analysis”, you will see some tips on SEGE
how You can improve this page’s SEO and where You Thtlitle % Htpags et HTsepth Hisilenamehls
have excelled. Simply look at the color’s to guide you on
how to i d ’s SEO. Green is good -
ow to improved your page’s . Green is good, orange T
is okay and red needs improvement. ——
-- Always strive for a green rating but orange is okay tool! There ars currently 77 constitusnts of the MVDG.

You should never have a red rating.

- J ——

Close snippet editor

Yoast SEQ

© Helpecenter «

| @ Readability @ Keyword: Consituents  |_*

<
e

= Amalysis [ 7]

@ The copy scores 28.6 inthe Flesch Reading Fase test, which is considered wery
difficult to read. Try to make shorter sentences, using less difficult words to
improve readability.

@ 0% of the sentences contain a transition word or phrase, which is less than the
recomrmended minimum of 30%.

&

The amount of words following each of the subheadings deesn't exceed the
recommended mavimum of 300 words, which is graat.

® None of the paragraphs are too long, which is great.

@ 2.3% of the sentences contain mere than 20 werds, which is less than or egual to
the recommended maximum of 26%,

@

0% of the sentences contain passive voice, which is less than or equal to the
recammended mavimum of 10%.
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WordPress | Yoast SEO - Readability

K \ Yoast SEO

How to Utilize Yoast SEO - “Readability” & Social -

@ Keyword: Consitrents a

Media Feature |E] Pr——

>

Select the tab that says “Readability” o
I= Analysis

-- Under “Analysis” you will see some tips on how your page ____ﬁ_y
is rated in “Reddqblllf)’"- This section will give you tips on @ The copy scoras 26.6 in the Flesch Reading Ease test, which Is considered very
difficult to read. Try to make shorter sentences, using less difficuit words to

how to improve your page’s readability. b ril ity

- If you select the “social” icon below the stop |ighT icon @ 0% of the sentences contain a transition word or phrase, which is less than the
you will see an area to narrow down how you would like i
& The amount of words following each of the subheadings doesn't exceed the

this page to be displayed on Facebook and/or Twitter. recommended maximum of 300 words, which is great.
@ None of the paragraphs are 100 long, which is great.

. . . e . 2.2% of the sentences contain more than 20 words, which is less than or equal to
\_ and /or Twitter title, description, and/or image. ) prrati PR ey

@ 0% of the sentences contaln passive voice, which is less than or equal to the
recommended maximum of 10%.

-- You will see a areas where you can slsect a Facebook

2]

I o [ ——
ﬂ_ It you donT want ta use the pest title for sharing the poest on Facebook but instead want another frle there, write 1 here.

Facebook Description

If you don't want ta use the meta descriptien for sharing the post on Facebook but want another deseription there, write it here.

Facebook Image Upload lmage
If you want to overrida the image used on Facebook for this post, upload / cheese an image er add the URL here. The recommended image size for Facebook is 1200 by 630

pixels.

Publish a
S )

Check your page’s Rating

-- In the Publish page section of your page, you will see a Fieview Chianges
section where your page’s rating will be displayed. 9 Stetus: Published Edit

-- You will see a rating for “Readability” and “SEO”. o B e

-- Keep in mind green is great, orange is okay and red
means this page needs some work.

-- Please note you can also view the pages rating when you B Published on: Jul 31, 2014 @ 19:45
Edit

@ Revisions: 122 Browse

look at the page list view.
V' Readability: 0K

K ) V' SEO: Good
Move to Trash
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