UW Extension Websites

WordPress Guide:
Adding Employees to the County Website

Step 1: Login to your County website.

The username and password for this website is NOT shared by everyone in your office. You will
use your own login for the County website. If you cannot remember your username or password,
contact Ann Tanaka (atanaka@uwyo.edu) for assistance.

Step 2: Taka a Photo

1. Take a picture of your new employee. Photos taken with phones work great. Do NOT use selfies.
Most selfies produce a picture of the employee at an odd angle.

2. Crop the photo to a size of 167x236 pixels. (See Tips and Tricks #1 on page 11 for cropping
photos in WordPress).

Step 3: Adding an Employee to the Homepage

1. Click “Teams” to see a list of two teams.
2. The two Teams listed will be:
a. Additional Area Educators — This team is maintained by Ann Tanaka (atanaka@uwyo.edu). If
you see someone missing or in need of an update, please, let Ann know.
b. Meet Our Educators and Staff — This is a team of your Educators and Staff.
3. Hover over the “Meet Our Educators and Staff”. Click the “Edit” link.

Screen Options ¥

@ Dashboard

Teams AddnNew
@ Jetpack

ExactMetrics would like to better understand how our users use our plugin so we can get a better understanding of which features and bugfixes to prioritize.
f Posts Can we collect some information about our plugin usage? yas, I'd like to help out No thanks

fifl Events #1

All (2) | Published (2) Search Teams

0,: Media

Bulk Actions ~ | Apply All dates ¥ Filter 2 items

L. Pages

Title Date Analytics Shortcode
- Comments
P Additional Area Educators ‘—#23 Published ﬂ [tmm name="additional-area-educators’]
ud reecbat 2018/04/23
+ Teams

Meet Our Educators and Staff ‘_ #2b Published af [tmm name="meet-our-educators-and-staff']
All Teams Edit K Edit | Trash 2018/04/23
ddiEer Title #3 Date Analytics Shortcode

A Widget Blocks

Bulk Actions |~ Apply 2 items
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4. Click “Collapse All”. This simply makes working in the system easier and easy is always better!
5. Click “Add a Member”.

#A Hot Springs County ¥ 4= New Updates il Events ®  Howdy. Ann Tanaka

Screen Options ¥

Dashboard Edlt Team Add New
Jetpack
ExactMetrics would like to better understand how our users use our plugin so we can get a better understanding of which features and bugfixes to prioritize.
% Can we collect some information about our plugin usage? vas |'d like to help out No thanks
osts !
Events
Vi Meet Our Educators and Staff 1 settings .
Pages General
& Team editor A
Comments Members per line Desc. alignment
Erxdloams =, Expand all HE Collapse all R nstantipreview, 4 per line © Center -
Teams Photo link behavior  Font to use
~ Y (W cione || x New window © Theme's font v
All Teams
Main color
Add A v Mcione || x .
. Select Color
A Widget Blocks
AV Mcione | X
Appearance <> Shortcode a
PSR oo ion Stam
Users D stan (Wcne || x )
[tmm name="meet-our-educators-and-
Tools staff’]
Settings To display your team on your site, copy-
paste the [Shortcode] above in your
Sucuri Security post/page.

{ Google Analytics Get support

Submit a ticket

lla .
View documentation

6. Fillin “First Name”, “Last Name”, and “Job Title”.
7. Click “Edit Biography”and a popup window will appear.
8. At this time, the social links are not being used on the County websites for individuals.

Hot Springs County BB 4 New Updates Events LJ Howdy, Ann Tanaka
AV Mcione | x
@ Dashboard
<> Shortcode a
@ letpack AWV M cicne X
[tmm name="meet-our-educators-and-
A Posts #6 g
staff"]
A~ v I_.C\Dne x
s To display your team on your site, copy-
i o aste the [Shortcode] above in your
) Media Member details 3 . 1 v
post/page.
Pages First name Lastname Job/role Get support
¥ Comments Submit a ticket
B Feedback Description/biography [7] View documentation
+ Teams £ Edit biography ‘___ #7
All Teams Social links [?]

Hover photos
] Link type Title attribute [?] Link URL Add a second photo that will show when

~ hovering over the first one.
f Widget Blocks
Complementary box

Add complementary info in a hover box.

A Appearance

Full-width photos and more...

- Border thickness, members' height

A Users
i} i
)’ Tools equalizing, photo positions, per member

Photo color, photo filters...

Settings

Member's photo [7]
© Sucuri security iti Upload photo W Discount code 7884661 (10% OFF)

Al link 21
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9. Enter the employee’s phone number.
10. Press “Shift” and “Enter” at the same time to drop your cursor to the next line. Type in the

employee’s email address.
11. Highlight the email address.
12. Click the “link” icon.

03 Add Mediz Add Contact Form vienal

Paragraph B I = £ &€ = = = ﬁ e @

0000 XXXXXKX e O

atanaka @uwyo.edul
#10 #12

#11

13. Make sure the text field contains mailto: in front of the email address you entered.

14. Click the “Apply” arrow.
15. Click the yellow “Update” button and the popup window will close.

87 Add Media  [33 Add Contact Form Visual  Text
Paragraph **B I = £ ¢ = = = I?l = = E
(XKX) XXX
B =
Apply
PeA

ydate Cancel

#15 ————p

O
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16. Click the “Upload photo” button.

o ¥ Discount code 7884661 (10% OFF)

a&d Google Analytics

Photo
O c nu Publish a
Member's photo [7]
|‘!‘| Upload photo ‘— #1 6 T Status: Published Edit
Photo link [?] <& Visibility: Public Edit

ﬁ Published on: Apr 23, 2018 @ 16:54 Edit

17. Insert the Employee’s photo.
a. You can select one from the Media Library that was previously uploaded.
b. You can select one from your files and upload to the Media Library.

Insert image = #17
Upload Files  Media Library 4— #17a

Drop files anywhere to upload

Select Files ‘— #17b

Maximum upload file size: 15 MB.

Use this image
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18. Make sure the photo you want has been selected. It will have a blue box and a check mark.
Note: The selected image should be 167x 236 pixels. If you need to edit the photo see the
section below.

19. Make sure the Alt Text field box is not empty. Enter text that will aid someone with a sight
impairment to understand what the image is showing.

20. Click the “Use this image” button.

Insert image x

Upload Files  Media Library

All dates X Search media items.
ATTACHMENT DETAILS

vicki-nichols-167-2.jpg
July 12, 2019

167 by 236 pixels

Gl
Delete Permanently

L NEWSTETTER
‘ |

Alt Text

Vicki Nichols

Describe the purpose of the
image. Leave empty if the image
is purely decorative.

Title

vicki-nichols-167-2

Caption

#1 9 Description

Copy Link  https://wyoextension.org/hot:

#20 >

21. Is this the image you selected?
22. If you find an issue with the image, click the “x” and repeat Steps 16-21.
23. If you are happy, basically satisfied or it’s the end of the day....click “Update”.

- Photo
Comments Publish -

Member's photo [7]

i Upload photo I3 ‘—— #22 ?  Status: Published Edit

<® Visibility: Public Edit

E3 Feedback
+ Teams

LURCELLH
m Published on: Apr 23, 2018 @ 16:54 Edit

Move to Trash Update

e

#23

Widget Blocks

Appearance

Users

Tools

Photo link [2]

Settings

0 Sucuri Security

Google A cs ;}m@m@.—,ﬁ@?
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24. Check your work! Go to your website homepage and verify:
a. Employee name
b. JobTitle
c. Phone number
d. Email address
e. Photo

Step 4. Editing an Employee on the Homepage

1. Complete Step 1, Step 2, and Step 3 #1-#4.
2. Click on the employee name to expand the information.
3. Continue with Step 3 #6-#24

Step 5. Adding an Employee as a Contact on an Initiative Team Page

1. Click “Widget Blocks” or “Content Blocks”. Only a few have the “Content Blocks” option.
2. Hover over the Initiative Team name and click “Edit”.

# Hot Springs County 4 New Updates [ii] Events ®  Howdy, Ann Tanaka

% Dashboard
All (8) | Published (8) Search Widget Blocks
Jetpack
Bulk Actions |~ Apply All dates ~ | Filter 8 items
Posts
Title Date Analytics
Events
%eil Our Educators and Staff Published ﬂ
Media 2018/02/20
RauEs Picture Navigation Published g
Comments 2018/02/20
k5 Feedback 4-H Contact Published d
Edit | Quck Edit | Trash 2018/02/20
Teams
. Rangeland Con Published ad
f Widget Blocks #2 2018/02/20
All Widget Blocks .
Nutrition & Food Safety Contact Published ad
N get Block 2018/02/20
2 Appearance Community Development Contact Published g
2018/02/20
& Users
Cent$ible Nutrition Contact Published ad
4 Tools 2018/02/20
Settings
! Agriculture & Horticulture Contact Published ﬂ
2018/02/20
a Sucuri Security
¢ Titl Dat: Analyti
ad Google Analytics e e nalytics
Oc Bulk Actions |+ Apply 8 items
Thank you for creating with WordPress. Version 5.2.3
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3. Update the name.
4. Update the email address.
a. Click the “Edit” pencil.

m Published on: Feb 20, 2018 @ 19:58 Edit
Move to Trash

More.. A

Teams

A Widget Blocks

All Widget Blocks
N

How do | use this?

Appearance
ppearance Show this widget block by going to your
Users widgets page and then dragging the
WYSIWYG Widget to one of your widget
Tools areas.
Settings Joey Johnson 4— #3 - -
Extension Educator Rate this plugin
© Sucuri Security (307) 864-3421 )
curt S t hns70 d #4 ® leave a kkkkk review on
. HJMO s UWpjo.edu a WordPress.org
Google Analytics
mailtojiohns79@uwyo.edu 2 ® Vote "works"” on the WordPress.org
e . - - ) \pus Specialists Directory plugin page
Edit
Other useful plugins
Word count: 12 Draft saved at 3:10:17 pm. Last edited by uwehotspringscounty on April 23, 2018 at 5:27 pm

= MailChimp for Wordpress

Click the “Link options” cog.

Scur ; SUT) OUADHL
& Sucuri v ® Leave a k k% k review on

ohns79@uw. 0.edu WordPress.org

mailto:jjohns79@uwyo.ed l.n, j— #4b m Vote "works"” on the WordPress.org
P plugin page

Google Analytics

Other useful plugins

c. Update the URL email address. The field must contain mailto: before the email address.
Updated the email address.
Click “Update”.

Insert/edit link

Enter the destination URL

Tl ailto:jjohns79@uwyo.edyl <— #4C
Link Text Jjohns79@uwyo.edu ‘— #4d

Open link in a new tab

Or link to existing content

Search

| Mo search term specified. Showing recent items.

Privacy Policy
Newsletters

Range

Mutrition & Food Safety

Community Development & Education #4
e

Cent$ible Nutrition Program
Anmricultora 8 Harticoltoren \

Cancel
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5. Update the Employee Photo.
a. Click the photo.
b. Click the “Edit” pencil.

raragrapn TR 4 = = W = =

Ed Feedback

— [ifil Published on: Feb 20, 2018 @ 19:58 Edit
+ Teams ’Ezaié*\#Sb

A WidgetBlocks 4

Move to Trash

More..

All Widget Blocks

#sa How do | use this?

Show this widget block by going to your
widgets page and then dragging the
WYSIWYG Widget to one of your widget
areas,

#~ Tools

Settings Joey Johnson
Extension Educator

Rate this plugin

c. Click the “Replace” button.

Image Details

Alternative Text Joey Johnson

Describe the purpose of the image. Leave empty if the image is
purely decorative.

Caption

DISPLAY SETTINGS

Align | Left Center Right = None

Edit O | Repl
Size = Full Size - 167 x 236 e itnging eplace

Link To = None

#5¢c

ADVANCED OPTIONS
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Select an image from the Media Library or Upload a File.

Make sure the selected image has a check mark and blue border.

Make sure the Alt Text is filled in accurately.

The Alignment should be set to None. The Link to should be set to None. The Size
should be Full Size — 167 x 236.

h. Click “Replace”.

S

Replace Imag

Upload Files Media Library

joey-johnson-167x236.jpg
March 1, 2018

Images ~ Al dates Search media items..

Alt Text  Joey Johnson
- oo peet Ot the

image. Leave empty if the
image is purely decorative.
INEVVSTETH !
Title  joey-johnson-167x236

Caption
Description

Copy Link  httpsy//wyoextension.org/ht

ATTACHMENT DISPLAY SETTINGS

Alignment None |~

#Sg / Link To one =

Size  Full Size - 167 = 236 24

#5h —’ Back
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6. Click “Update”.

Events

4-H Contact Publish a

05 Add Media Add Contact Form veul 1B ? Status: Published Edit

Comments o @ Visibility: Public Edit
Paragraph *+ B ‘ I = £ 6 = = = @ = @ -
fiiil Published on: Feb 20, 2018 @ 19:58 Edit

#6 ———————— [

More.. a

E3 Feedback

]
L]
il
[
(Y
x

Teams 1=

A Widget Blocks

All Widget Blocks

How do | use this?

Show this widget block by gaing to your
widgets page and then dragging the
WYSIWYG Widget to one of your widget

areas.

Joey Johnson
Extension Educator Rate this plugin

0 Sucuri Security (307) 864-3421
jiohns79@uwyo.edu

m Leave a sk review on
_ . WordPress.org
Google Analytics

= Vote "works” on the WordPress.org

il University of Wyoming Extension Campus Specialists Directol

plugin paae

7. Check the display on the appropriate Initiative Team webpage.

[ o PECRRRAS VISR TSRO TN NPT S PN 1T T WAL TR . /ol 1] APRERROT S § Y W VRS [ S

4-H & YOUTH DEVELOPMENT

Searn

4-H Contact

Joey Johnson

Extension Educator
(307) 864-3421
ohns79@uwyo.edu

University of Wyoming E: ion Campus 5|
Directory
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Tips and Tricks

1. Adding and Cropping Photos in WordPress
a. Click “Media Library”.
b. Click “Add New” to upload a photo to the Media Library.

@ @ HotSpringsCounty 1 0 = New Updates [l Events B ol A el IR
Help ¥
) B e Media Library ddnew #1b

@ Jetpack
ExactMetrics would like to better undersigm®how our users use our plugin so we can get a better understanding of which features and bugfixes to prioritize.

Can we collect some information gt our plugin usage? vas, |'d like to help out No thanks

Posts

Events

Media Fl  Allmediaitems ~|  All dates = Bulk Select

Pages
Comments

EJ Feedback
Teams
Widget Blocks
Appearance
Users

# Tools

Settings

Sucuri Security

Google Analytics

Thank you for creating with WordPress. Version 5.2.3

c. Drag the files into the page of click the “Select Files” button. Your file must be smaller
than 15MB to upload.

# Hot Springs County i <4 New Updates [l Events ®  Howdy. Ann Tanaka [l
Help ¥
@ Dashboard H P
shboar Media Library = AddNew
@ Jetpack
ExactMetrics would like to better understand how our users use our plugin so we can get a better understanding of which features and bugfixes to prioritize.
* 3 Can we collect some information about our plugin usage? vyeg, |'d like to help out No thanks
'osts
fiifl Events
03 Media
Drop files anywhere to upload #1 x
Library C
or
Select Files
[N Pages
¥ Comments Maximum upload file size: 15 MB.

E3 Feedback

d. Click the photo and add the Alt Text. The Alt Text is used to describe the image to
persons with visual impairment.
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e. Click “Edit” to crop or resize the image.

Attachment Details

File name: Hamilton-Brittany-2018,jpi
File type: image/jpeg

Uploaded on: September 10, 2019
File size: 13 MB

Dimensions: 4928 by 3264 pixels

Describe the purpose of the image. Leave
empty if the image is purely decorative.

Title Hamilton Brittany 2018

Caption

Description

Uploaded By  Ann Tanaka

Copy Link https://wyoextension.org/hotspring

View attachment page | Edit more details | Delete Permanently

Edit Image

12 | 15
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f.  Click the crop icon.

g. Adjust the selection area with the tabs.

h. Watch the selection area to make sure the numbers are not smaller than 167x236.
i. Click the crop icon to crop the area.

j. Click “Save”.

Attachment Details

- W- SCALE IMAGE @

Original dimensions 4928 = 3264

New dimensions:

4928 x 3264

IMAGE crop @

Aspect ratio:

Selection:

2908 x 2970

P m /

THUMBNAIL SETTINGS @

Current thumbnail

Apply changes to:

® All image sizes
Thumbnail

All sizes except thumbnail

k. Repeatstepe.

I.  Change the New Dimensions. If working with a horizontal image, set the height to 236. If
working with a vertical image, set the width to 167.

m. Click “Scale”. The page will display “Image Saved” and the Original Dimensions will show

the new size.

Click “Save”.

Repeat step e.

Repeat steps f-j. Watch the selection area. You want the numbers to be 167x236.

The image is now ready to be used as the employee photo on the website.

L T o3
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Attachment Details

B 8 B 8 @ o SCALE IMAGE @
Original dimensions 4928 = 3264

New dimensions:

/ e Ry 23
#11

IMAGE crop @

#1 m Aspect ratio:

Selection:

2908 x 2970

THUMBNAIL SETTINGS @

Cancel - f
Current thumbnail

#1n

Apply changes to:

®  All image sizes
Thumbnail

All sizes except thumbnail

2. Change the order of the employees on the homepage:
a. Simply use the arrows located to the left of the employee names in the Teams section.
Click the up and down arrows to move the employees into the preferred order.
b. Click “Update”.
View your changes on the homepage.

3. Delete an employee from the homepage:
a. Click the X located at the right end of the bar containing the employee name.
b. Click “Update”.
c. View your changes on the homepage.

4. Change the number of photos displayed on each line on the homepage:
Select the correct number from the dropdown.The optimal number is 3-4 even if the number of
people in the office is more or less. Smaller numbers (1 & 2) will cause the display of each
individual to be very large. Larger numbers (5 & above) will cause the display of each individual
to be very small. This option will rarely need to be changed.
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# Hot Springs County 4 New Updates [ Events ® Howdy. Ann Tanaka

@ Dashboard #3
© Jetpack Meet Our Educators and Staff £+ Settings .
General
A posts & Team editor #1 a
bers per line Desc. alignment
Events )
o m apse all A nstantipre 4 per line v Center -
<] Media
Phata link behavior Font to use
¥ pages oeyJohnson W ciore || x Newwindow v Themesfont
¥ Comments
Main color
a Miche |_.Clune x
E3 Feedback R Select Cnlorl
+ Teams W cione X
All Teams <> Shortcode a
Add New Wcione || X

[tmm name="meet-our-educators-and-

A Widget Blocks staff’]

To display your team on your site, copy-
2 Appearance playy v P
paste the [Shortcode] above in your

+ post/page.

an Users
#2
), Tools Get support

Submit a ticket

Settings View documentation

0 Sucuri Security

ad Google Analytics

Hover photos
Add a second photo that will show when
hovering over the first cne.

Complementary box
Add complementary info in a hover box.

Questions?

If you have questions or issues, please, contact Ann Tanaka at atanaka@uwyo.edu or (307) 766-3571.
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