ADMINISTERING THE QUADRANGLE PLAYERS WEBSITE
10/22/2014

1. Loggingin
a. Go to http://www.quadrangleplayers.com/wp-admin
b. Loginin
c. Follow the instructions carefully. Be precise. This is a live site!
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2. CALENDAR: Adding/Editing/Deleting Calendar Item (Event)

a. Click on “Events” in left menu
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Events Addnew

Trash

Show all dates |V Cllck to Edlt

Quadrangle piyers

Quadrangle Players 00 pm
Quadrangle Players 2hours ago Mar 8 6:30 pm - Mar 8 10:00 pm

Quadrangle Players 2 hours age Feb 8 6:30 pm - Feb 8 10:00 p

b. Adda New Item
i. Click on “Add New” at the top
ii. Complete the form — see Appendix |
iii. Click “Publish” button at the right to save it

c. Editan ltem
i. Click on one of the calendar entries listed
ii. Edit
iii. Click “Update” button at the right to save it
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d. Delete an Item
i. Hover over the item until a list shows
ii. Click “Trash”
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3. Adding a New User

a. Click Users - > Add New from main menu on left
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b. Fill out required fields on subsequent page — username, email address, password
c. Under ROLE, select Administrator
d. Click Add New User button

4. Adding a Member
a. Click Members -> Add New from main menu on left
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b. Fill out as many fields as possible.
c. Title Field is for last name
d. Click Publish button in upper right to submit the new member

5. Adding a Performance
a. Click Performance -> Add New in main menu on left
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b. Fill out all fields.

Title field is for the Title of the performance
A PDF document may be uploaded using the Add File button in the PDF field
Click publish button in the upper right corner to publish the performance.
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6. Change the Password that is used to open the website:
a. Click on Settings > Password Protected Settings in the left menu
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APPENDIX I: Calendar Event Form
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