Website Instructions Document
Contact Information

Agency: Applejack
Contact: Peter Stubbs
Email Address: peter@applejack.co.uk
Phone Number: +44 (0)20 7993 8256 / +44 (0)845 129 8453

Login to the Admin Area

https://qeiicentre.london/qeiiadmin

General

File names:

· All file names such as for images, pdfs etc should not use any spaces or special characters such as & ? ‘ “ # For legibility replace any spaces with hyphens.
· WordPress only allows the usage of the same name for either a page or a post slug / url or a file uploaded to the Media Library only once so it is more important to give the name you want to the page / post rather than a file. So if when you are creating a new page or post and when saving it, it keeps renaming the slug / url i.e. from churchill to churchill-2 it means that either another page, post or file is using that name. If it is a file you can rename these in the Media Library but be aware that if this file is being used then you will have to edit the instance(s) for each page / post where it is referenced.

Test pages:

· Any test pages should be set as draft otherwise they will show in the site map page and also be indexed by search engines. You can view the page by using the Preview button but this is only viewable to users who are logged in.
· When viewing any pages make sure you narrow your browser window to various widths in order to see what it looks like for desktop, tablet and mobile.










Divi Builder Instructions

Page Duplication:

· In the pages screen hover over the page and use the duplicate link and wait for the pages screen to reload

Pages Per Screen:

· Use the screen options tab if you want to see more than the standard 20 pages on a screen. On the screen options tab, change the Number of items per page and click apply.

Copying Blocks:

· To copy a block right click on the cog icon and choose Copy and then you can paste this in a page wherever you wish even from one page to another.
· To copy it within the same page you can use the clone option ad then drag it to wherever you wish to have to.

Global Blocks:

· DO NOT CHANGE THE DISABLE SETTINGS FOR ANY GLOBAL CONTENT BLOCKS UNESS YOU ARE ABSOLUTELY SURE THIS IS WHAT YOU REQUIRE.
· For any block be it a section, row or module do not un-global any elements. If you wish to make edits but for these not to effect other pages where this is used you can disable it from being global by right clicking on cog icon and choosing Disable Global.
· Great care needs to be taken when editing modules which are set to global as editing any element which is set to global will change this everywhere the module is used throughout the site.
· For saving any block as a global it is good practice where possible to set the admin name the same as how it is saved to the Divi Library in order to make it easier to find in the library and to be able to identify in a page. The exception to this at times maybe a module where it is more useful to set the admin name to describe its content.
· If an element is marked with a green icon it means it is global, if marked with a red icon it means it is not global and any changes will only affect it in the page where it is edited.
· Certain global modules such as the Number Counters used for the setup capacities only the elements marked in red should be edited.
· If a row or section is set to global everything contained within i.e. modules, are entirely global and so if edited will change everywhere.
· If you accidentally make an element global if you then make it not global generally this will rectify it throughout the site as long as other pages which use the block have not been saved in the meantime. If they have then the element(s) of the global module on these pages will need to be edited to correct them for how they need to be for each specific page.

New Pages & Menus

· When adding a new page, you need to make sure it is aligned across all menus
· On the left-hand side menu bar, click on appearance and then menu. Within the menu drag the new page into the appropriate menu
· Then you will need to do the same by left clicking on pages, finding the page that is added and move it to exactly the same order. The order of pages in the page screen is how these are displayed on the site map page.

Rectifying Mistakes

· If you make a mistake you can use Control Z to go back.
· Or use the Screen Options tab and make the Revisions checkbox active. Scroll down the page and open the revisions tabs (if not visible) and choose which revision to restore.

Hero Headers

· The hero header is the 1st section on a page. The image used is set in the Section > background image.
· The text is set in the Text – Hero Header module and only the text content should be edited.
· The content of the h4 tag should link to the immediate parent of the page i.e. Churchill page the text is Large Spaces and links to that page.
· If the page is a top level page i.e. Services then there should be no h4 tag.

Images

Image dimensions: 

· all web images should be 72 DPI.

Page and Slider images: 

· all page, slider and post images should be 981 pixels wide
· for slide images and on pages such as QEII Taste, menus, large spaces etc. all these images need to be the same height and must be 981 x 654 pixels

Main Header images: 

· [bookmark: _Hlk45182191]these are located at the top of the page and are 1,600 pixels wide but can vary in height as these are background images and fill the space

Image Labelling

· In order to make photos easier to access in the media library, please save them with the name of the room and if required a number or where they are being used e.g. header_churchill.jpg This will make it easier to search for images i.e. “header” at a later date rather than scrolling through the media library.







Downloads

· To upload files into the downloads folder, this needs to be done via ftp
· The FTP access may require unlocking each time you wish to use so to check go to
· https://stackcp.com
· james.bogle@qeiicentre.london
· Op37452c5
· On the FTP panel click the cog icon and you should see the list of IP addresses for which it is unlocked or click edit to add. Check that the FTP password is the same as below and re-enter if not.
· The FTP settings are below and the program we have chosen to use is https://cyberduck.io/download/
· Server: ftp.qeiicentre.london
· Username: qeiicentre.london
· [bookmark: _GoBack]Password: 81f976b06d83
· Port: 21 Default port so should be able to leave blank.
· Path:  /public_html/downloads/ (or leave blank and click on the folders to go to downloads)

· If a file is updated, it must be labelled EXACTLY the same way it is currently on the site i.e. the link, the only exceptions to this are files such as the annual report, which is dated. When updating the file name, only change the date. Any links to files which have had their name changed must be edited.
· For any zip files such as the QEII-Centre-Organisers-Pack.zip if any files are updated which are used by the zip files then these must be updated as well.
· If you are uploading new files to the site, please ensure that there are no spaces between the words in the name. Please use a dash between each word or date.

News, Media and Blogs

· When a new case study, news story or press release is added to the site, the first few lines will appear on the relevant page along underneath the photograph.
· This text will need to be replaced by going to excerpts and producing a short summary. This should be maximum of two lines.

Testimonials

· To create a new testimonial click the Testimonials > Add New link. Enter the company or persons name as the Title and the testimonial in the main content block and save it.
· To add this to a page use the Code module and enter the shortcode i.e. 
[bne_testimonials id="36568" layout="list" limit="1" image="false" nav="false" arrows="false"]
· The id number needs to be the post id for the specific testimonial you wish to show. To get this id number edit the testimonial and this is displayed in the browsers address bar i.e. ?post=123456

Hotels 
· The hotels page has a complex set up, so if anything needs to be added please ask Peter.
· If you are going to move the modules around, please let Peter know before you do it. If you move the modules around you will edit other elements on the page.
