WEBSPARKS

Adding the sparkles to your web presence!

WordPress Training Guide
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Assumption WEBSPARKA

Add g e 1061 10 pour web preverce!

* The operating system is assumed to be Windows 7 and above.
* The user is using the latest 2 version of all popular browsers.

* There is internet access (Either Cable or Wireless).
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Lesson Plan: WEBSP/ARKS

AdA g e 1perh 1 10 pour web preverce!

* Lesson | :Login and Logout for Admin Panel
* Login
* Logout

* Lesson 2 :Page
*  What are pages!
*  How to access Pages
e  Add New Page
*  Assign Parent to Page
e Edit Page
e Delete Page

e Lesson 3 :Post
*  What are posts!?

. How to access Posts
. Add New Post

*  Edit Post

*  Delete Post

e Categories of Posts

*  Adding new Categories

*  Managing Categories

*  Assigning Categories to Posts
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Lesson Plan: WEBSP/ARKS

Add g e 1perh N1 10 pour web preverce!

* Lesson 4 : Edit Page and Post with Beaver Builder
*  How to access Beaver Builder
e Beaver Builder
*  Row Layouts
e  Edit Row
e Adding New Basic Modules
*  Adding New Advanced Modules
e  Edit Modules
*  Move Modules
*  Adding Heading Title
*  Adding Text Content
e Adding Table using Text Editor
*  Adding Pictures using Text Editor
* AddingVideo
*  Adding Slideshow
e Customizing the Slideshow
*  Adding Gallery
*  Adding Tabs
e  Adding Accordion
*  Adding Menu
e  Duplicate Modules
*  Delete Modules
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Lesson Plan: WEBSP/ARKS

Add g e 1perh N1 10 pour web preverce!

* Lesson 5 :Menu
. How to access Menu
Add New Menu Item (Page)
Add New Menu Item (Custom URL)
Edit Menu ltem
Assign Parent to Menu Item
Delete Menu Item

* Lesson 6 : Media

How to access Media
Add New Media

Edit Media

Delete Media

* Lesson 7 : Revolution Slider
. How to access Revolution Slider
Add New Slider
. Add New Slide
. Publish Slider
. Revolution Slider Video Tutorial

* Lesson 8 :Templates
*  What are Templates?
*  How to Access Templates
e  Create New Templates
e Saving Templates
e Editing Saved Templates
*  Using Saved Templates
e Deleting Templates
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WEBSPARKS

AdA g e 1001 10 pour web preverce!

LESSON | Log In & Log Out
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Log in W

ASA g e 10001 10 pour web preverce!

e Enter the URL of the website and add /wp-admin’ behind it to access the Administration
Panel. The user will be directed to the log in page.

*  On this page, the user will have to enter his/her username and password to log in.

*  You will also be prompted to enter your One-Time Password (OTP), please look for the
password sent to the registered mobile number.

* Upon logging in, the user will be redirected to the Administration Panel Dashboard.

| |‘\[ Enter the login details
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Log out WEBSPARKS

* In the Dashboard, hover over over ‘How are you, admin?’ at the top right corner and
click on ‘Log Out’ button. After clicking, the user will be redirected to the log in

page.

0 Owrtord Dash boafd

Horw

A new, modern publishing expenence is coming soon

Lest the new edfior today Nt quite ready!

Welcome to WordPress!
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LESSON 2 Pages

* Understanding how to create, edit and delete VWordPress Pages

* Understanding how to organize pages by assigning them to a
parent page
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WEBSPARKE

AdA g e 1perh 1 10 pour web preverce!

What are Pages?

* Pages are meant for static content, for example:

* Contact Us Pages

* Department Pages

* About Us Pages
* Pages are for content that is less time-dependent than Posts.
* Pages can be organized to pages and subpages.
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How to Access Pages

|.  On the left sidebar, hover over ‘Pages’ and click on ‘All Pages’.

CONFIDENTIAL

Dashboard

Welcome to WordPress!

A new, modern publishing expenence is coming soon

Test the new editor tediy Not quite ready!
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Add New Page (I)

There are two ways to add new page.

|.  From the Dashboard, hover over ‘Pages’ or 2. From Pages, click on ‘Add New
2. Click on ‘Add New’

® 2 i
WA mywebsite B + New Forms

# Dashboard Page

;f‘ Posts All (4) | Mine (1) | Published (3) | Draft (1)

Dashboard

A new, modernm Dljbh'." ng exp C"z] Media Bulk Actions ¥ | Apply All dates ¥ | Filter
Forms Title
] Pages About Us

Edit Quick Edit Trash View Beaver Builder *

Home — Front Page

¥ Comments
Privacy Policy — Draft, Privacy Policy Page

M Appearance

-
B2 Beaver Builder Sample Page
J [ 4 Plugins
@ Users Title
# Tools Bulk Actions ¥ | Apply
Welcome to WordPress! & Settings
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Add New Page (II) WEBBPARKS

l#f‘---' * 10070 % 1o povy

|.  Enter the Title of the new page
2. Assign Parent to Page.!
3. Click on ‘Beaver Builder’.The user will be redirected to another page.

Add New Page
Enter title here Publish .
» *r | Prewr “
Text ! T Stacus Ovatt Lait
\ G ny. Public Ed2
Q) Add Media || @ Add Form oy e T Publh immadistel

vB I €« EvEvEEZ I LR o -

v o12p v R PO Q= AvEy O Page Attributes .
Parerat
(no parent) .

Tamnlaste

Notes:

1. To assign Parent to page, please refer to ‘Assign Parent to Page’ in Lesson 1

2. Page Title set on this page will not shown in the page, it is for organizing purposes only, for Page Title shown
within the page, please refer to ‘Adding Heading Title’ in Lesson 4
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Add New Page (lll) WEBSPARKS

ASA g e 10001 10 pour web preverce!

|.  After the redirect, the page will have a window dropdown box at the right corner of

the page.
2. In the dropdown box there are four different tabs for adding elements onto your
webpage.
@="" < - < B
mywebsite O R = ™ —
e ot o v
£ > S
D S © -
- B -
e Dt m
[ ® —
. 8 —
DROF A ROW LATOUT OR MOOMNLE 7O GET STARTEDY >' e SR
“ — —
@ Cans B o
# oo B
-
[ p— W oy
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Add New Page (lll) WEBSRARKS

ASA g e 10001 10 pour web preverce!

|.  Under Templates tab, there are three categories of templates collections.

2. Click on Saved Templates and Select the template that is the most relevant to the
content you are putting.

o

Saved

mes - Modules Rows Templates Sav
cddeg 0 x “ _____ ICW Saved Temglates v ] !
'
N Bler :

b ™ Modules Raws Tempiates Saved

Group  Saved Templates ~

Landng Fages

Content Pages

Saved Topiates
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LESSON 4 Editing Page with
Beaver Builder

* Beaver Builder is a simple drag and drop, front-end editor to
create content in pages
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How to Access Page Builder WEBSPARKS

ASA g e 10071 10 pour web preverce!

|.  When adding new/editing page/post, or 2. From Pages / Posts , hover over page

click on ‘Beaver Builder’ tab’ and click on ‘Beaver Builder’
Add New Page Pages addNew
A9 | Mine 16) | Pubdsshed ) | Dealt (Y
Enter title here Sulk Acsions . ¥ ,W,,, ’*, ises R
Contact Us

Ten iy
fot QuckEdt Trash W

- Mision & Vison
0y A0 Meda

et B IEEGERISDE s e

Dashboard

Home — Front Page
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Page Builder WEBSE

Add g e 10erh 1 10 pour web preverce!

On the top bar, click ‘+’ icon to open up the Page Builder side bar.
This side bar contains modules, rows, templates and saved template elements—which
allows the user to arrange and add content.

foted © x m

Edited © + L Group  Standard Modules v Q
BASIC
s  ContactUs
n Aucho = EButton
............................................ = Heading <> HIML
Photo B Text Ediver
- Separator m Video
MEDIA
D Content Sider ‘ Gallery
* icon * Icon Growp
Q Mwp @ Slideshow
“ Testimonials
ACTIONS
0 Caitout B Contact Form
® Call 1o Action = Menu

B Subscribe Form

LAYOUT

B Accordion B Fricing Table
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Row Layouts (1) W—EB-SE/NQ A

Add g e

|.  The Page Builder is able to customize pages with different row layouts to suit different
ways of arranging content

An example of a page with a 3 Column, | Column and 4 Column row layout:

3 Column Layout —

Virtual Pathology Muscum i Radopath Museurr

- .- y i Ll 2] »n - -
L 2 - g s et o 2 3
- "t -
fou wll Sod " sy mied ¥ e
I Column Layout Vit P oy Wanewr 2 WA DRt MM L WY I A FNTTEON S PENOOGy IpOruT. Bted wih rws Wpreirs 1
ﬁ « Vel g WAy
P a%cdony Derrpmifed - 4 Sugher By chagter Sustabon of Corery ar worr D ongy ath @00 Teertacn L g Dot ard Ubarg
8 - e o . " o
g

Fookmnfent —p BN TR
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Row Layouts (1) WEBRPARKS

|. Click on ‘Row’
2. Click and drag the row layout you desire

3. Drop it into the page within the blue dashed box.

& o«
-~
mywebsite - M ven Gt : O
. -
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Row Layouts (II) WEBSP/ARKE

|.  After dragging, the column(s) will appear as blue dashed boxes in the page.

2.  You can put in your desired respective content in each respective column.!

@ i o x

.

mywebsite RN

el

Notes:
[ 1. To add content like text, images or video, please refer to ‘Add New Basic Module’ in Lesson 4. ]
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Row Layouts (1V) WEBSP/ARKS

Add g e 10erh 1 10 pour web preverce!

Adding/Duplicating Extra Column
|. Hover over the column that you want to add an extra column before.
2. A blue menu will appear. Click on the Second icon, ‘Duplicate’.

3. A duplicate column will be added on the right-side of that column.

m PRTRITT o BB AL AR AAAAALY
. | IS '
' -3 '
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Row Layouts (V)

Adjusting Column Size

|. Hover over the sides of the column.

2. Drag left/right to resize. Note that the neighbor column will be resized to fit the outer
Row container.

@ .+

0

a
»
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Edit Row YLELBSE/AR%

Hover over the row that you want to move/edit. A blue menu will appear.
To move, click on the first icon,‘Move’.

To edit, click on the second icon, ‘Row Settings’.

To duplicate, click on the third icon, ‘Duplicate’.

To reset the widths of columns/row, ‘Row Actions’.

o U hWwWwN —

To delete, click on the last icon, ‘Remove’.

Move Duplicate Remove

t

Row Settings Row Actions
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WEBSPARKS

ASA g e 10001 10 pour web preverce!

Add New Modules ()

|. Click on ‘Modules’

2. Click and drag the module you desire, into the blue dashed box.

Basic modules, Media modules, Actions modules and etc..
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bt W Prng mm——y [V ra— [ — - Nt
i M v Q
.' -
(¢208 x| o
Pk kL L L L Lk L L L T N Y L n f—— : AP—
B ey O v
)
- Sepmans m e
M
@  ovews loame @
* B e Seme
QO Me @ Vi
“ R 2]
AT
@ e B Comtet P
@ cavibne = [V
. P -
—

CONFIDENTIAL

Page 25

2016 WEBSPARKS PTE LTD COPYRIGHT



Add New Modules (1)

|.  After you are done with your content, click ‘Save’ when done.

Text Editor =
q,"" 5 Tt
velrlsevE-EZ AP
2N

v TR BB OO A
e ©

LoremIpsum

° Save As Cancel

-

WEBSPARKS

Notes:

1. For more details on how to add text, images or video, please refer to ‘Adding Text Content’, ‘Adding Video’ or

more in Lesson 4.
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Edit Modules _E_BSPM“(B

lM-s b 10070 %1 10 poar wel) prever

|. Hover over the module that you want to edit. A blue menu will appear.
. Click on second icon,‘Settings’ to edit module
3. A setting dialog will appear, depending on what type of module it is. (below, it is a Text

Editor.
4. There are also more settings like Advanced, in the Tabs.

5. After editing, click ‘Save’ when done.

i)

Text Editor

Generyl

Q) Acd Meda Viesl  Taxt

ey Edty View v ety format v

velrlseveE2 3 &

249
v *ERF A O A
= A
LoremIpsum|
Save Save As Cancel
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Move Modules WEBSPARKS

Add g e 1001 10 pour web preverce!

|.  Hover over the module that you want to move. A blue menu will appear.

2. Click and drag icon to new position.
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Adding Heading Title (1) WEBSPARKS

ASA g e 10001 10 pour web preverce!

|. Select ‘Heading’ in the Module menu and drag it to the blue dashed box.

-
Aol Un Poeganeen Ve o i Lawe
..... ot e v Ql
e I
A s G b '
.-
B ne [ T
& e e m L e
DROF A ROW LAYOUT OX MODULE TOGET STARTIDH W
B Covent P e
" B b s
0 v -
[T IR
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Adding Heading Title (Il) WEBSP/ARKE

2. In the Settings dialog, type in the Heading Title and click ‘Save’.

Heading

HeANY /NOte: \

[ g 1. The Heading Title support multiple lines.
‘ You can add <br> to start a new line.

o Example:

“Hello<br>Parents!” will be shown as
Hello

\ Parents! /
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Adding Heading Title (11I) WEBHIE/ARKS

3. The Heading Title will shown on the page.

mywebsite

My Headng
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Adding Text Content (1) WEBSPARKS

ASA g e 10001 10 pour web preverce!

|.  Select “Text Editor’ in the Basic Module menu and drag it to the blue dashed

box.
-
‘ .
Aot Uy Poegameen Ve o -—b— e
DROF A ROW LAYOUT OX MODULE TOGET STANTID -
@ Comvent Fii @ =
§ - i
° Ve @ Sededww
“ lern et
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Adding Text Content (Il) WEBSPARKS

ASA g e 10071 10 pour web preverce!

2.  ‘Text Editor’ will appear, type in the the text content you want in.
3. Click ‘Save’ when done.

Text Editor =

GCeners Advanced

D 29 Medis Visosl  Tent

Flevw Editey Vigwe Imerty Fomat v

r

| ook v Tabie v

viB lcEv S B R
9N

v *REFBO QDA
i

not only five centuries, but also the leap &
into electronic typésetting, remaining
essentially unchanged. It was
popularised in the 10603 with the
release of Letraset sheets containing

Save Save As.. Cancel
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Adding Text Content (l11)

The text will be shown on the page.

@ i
mywebsite

My Heading

What is Lorem Ipsum?

S T e i T aenaliony tee ey R aN e T em Sl e R e

Why do we use it?

Where does 11 come from?
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WEBSPARKE
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Adding Link in Text Content WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

First you type in the text that you wish to link. After that, highlight the text and
click on the chain icon.You can then search for the page that you wish to link.

Text Editor Settings e |
Lenies 00 Parents J
'I.OI’_ 3 L !
Generpl
Haemng a
cConiem
- . . q’ AdS Mede Voun Tent
MYy U »{v'unh Hon
Fite Edfle Viewe Istle FOoOm e TOOB e T o
P + B I W B EEvE 2 PR
O
Oeciga v 16px 2 3B N - 7 Av D (7]
|~ B
! :
§ Leters 1o Pareres Faoe
; TR DO LY LT DN o0 ey o P S)
Term 3 efier 20N TOR29 !
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Adding Table using Text Editor (1) WEBBPARKS

ASA g e 10071 10 pour web preverce!

|. In the “Text Editor Settings’, under “Table’, select ‘Insert Table’ to add the table.

2. Choose the rows and columns you need (E.g. 3x2)

LRSS

»
Text Editor 8 «

General Advanced

O Add Media

Visual  Text

Visuwd Text
| File v Editv View v Insert v Format v Tools
Somectum

Paragraph vB I & =visv= ==

Georgia v 16px vERGCQO QS i - === I:

The standard Lorem Ipsum passage, used since the 1500s Dalete table

"Lorem ipsum dolor sit amet, consectetur adipiscing elit, sed do eiusmod tempor
incididunt ut labore et dolore magna aliqua. Ut enim ad minim veniam, quis
nostrud exercitation ullameo laboris nisi ut aliquip ex ea commodo consequat.

’ 1

Call

Row
fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in Cokrmn ’
culpa qui officia deserunt mollit anim id est laborum."| 3x2

Save Save As... Cancel
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Adding Table using Text Editor (Il) WEBSBPARKS

AdA g e 1perh 1 10 pour web preverce!

|. Click on the table.
2. Under ‘Table’, select “Table Properties’.

3. The user can adjust the border width.When enter “0”, the border will be invisible.

Text Editor o Table properties x

Certrs  Advanced

General Advanced
_ Wiaeh 2 Hoght 67
N Add Media Visual  Text
File v Editv View v Insert v Formatv Tools v | Table a Cell spacing Coll padding
Paragraph v B I €6 = v E v = = =
) Border b Caption
Georgia v 16px vi¢E F o QO =
T Delete table — Algnment None v
' [ Row ’
G —
Column ’
OK Cancel
Cell ’

Save Save As... Cancel

CONFIDENTIAL Page 37 2016 WEBSPARKS PTE LTD COPYRIGHT



A -—— o >

-

Adding Pictures using Text Editor (I) WEBSPARKS

ASA g e 10001 10 pour web preverce!

In the Settings dialog, under ‘General’ tab, click ‘Add Media’. After clicking, a window dialog
will appear.

Text Editor

)

General Advanced

B Add Media v

e Acd Meda

Filev Editvy View v Insertv Formatv Tod S

Parr———* -reTreg S v E Yy ==

Georgia v | 1opx viE 0 Q ﬂ!m FamChat
O

o
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Adding Pictures using Text Editor (ll)

Using the dialog, the user can add pictures by

o

-

-

WEBSPARKS

ASA g e 10001 10 pour web preverce!

|. Choosing the file from the Media Library, if the picture has been uploaded previously.

Or

2. clicking ‘Upload Files’ tab to upload an new picture.

Add Media

‘ "‘u‘ an(. “hat

didnsdans dues
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Adding Pictures using Text Editor (III) WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

In the ‘Upload Files’ tab, the user can upload by

|. Clicking the ‘Select Files’ button to upload pictures to the server and selecting a picture
or

2. Dragging and dropping a picture from your computer to the area.

Add Media

1 Sad
Create Galery Medha Llvary

Creste A0 Plryiat

Crrate Vidheo Pardon
Iraer Broe UL

Drop files anywhere to upload
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Adding Pictures using Text Editor (1V) WEBSP/ARKS

ASA g e 10001 10 pour web preverce!

The picture will appear in the ‘Media Library’ tab and will be automatically selected.
To select multiple pictures, hold “Ctrl” on keyboard and click on the pictures you want.

After selecting, click ‘Insert into Post’ to add the picture.

AdS Media Add Media x

Uphond Files Medhs Lbrary

Ny emta v

.“ : ‘m“ an(.'hm

<

()
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Adding Pictures using Text Editor (V) WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

In the text editor, the user can click on the picture and select alignment from the pop-out
menu above the picture.

Click ‘Save’ when done.

Text Editor =0

General Advanced

° "
+d Add Media Visual  Text

Filev Editvy Viewv Insert v Format v Tools v Table v

Paragaph v B I €66 E v EvEEZ = L8N

Georgia v 16px V’gg‘onziv@ve
"

-

Save Save As... Cancel
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Adding Video (I) WEBSPARKS

ASA g e 10071 10 pour web preverce!

Select “Video” in the Basic Module Menu and drag into blue dashed box.

e
Abeet Uy P ey N G - e
St v Q!
L

DIROF A ROW LAYOUT OX MODULE TOGET STARTID

* ®
0 ve O S
[T RV -
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Adding Video (Il) WEBSPARKS

ASA g e 10001 10 pour web preverce!

‘Video’ Settings window will appear. Under ‘General’ Tab, at Video (MP4), click ‘Select
Video’. After clicking, a window dialog will appear.

Video =
General Advanced

: Select Video -
Video Type N’\w v

Upload Fles  Mecta Liteary
o :
Video (MP4) @ Select Video
No tems found
Video (WebM) 0 Select Video Dvop Mes amywhese 10 upicad
Fasfer Select Photo
Auto Play _— B
) No v
Save Save As... Cancel
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Adding Video (1) WEBSPARKS

ASA g e 10071 10 pour web preverce!

Using the dialog, the user can add video by

|. Choosing the file from the Media Library, if the video has been uploaded previously.
Or

2. clicking ‘Upload Files’ tab to upload an new video.

Select Video

Media Library

All dates v
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Adding Video (1V) WEBSPARKS

ASA g e 10001 10 pour web preverce!

In the ‘Upload Files’ tab, the user can upload by

|. Clicking the ‘Select Files’ button to upload videos to the server and selecting a video
or

2. Dragging and dropping a video from your computer to the area.

Select Video x

Upload Fles Media Library

Drop files anywhere to upload

(D

Maxisrum upsoad e sire: 256 ME,
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Adding Video (V) WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

The video will appear in the ‘Media Library’ tab and will be automatically selected.
Unlike pictures, the user cannot make multiple selection.
After selecting, click ‘SelectVideo’ to continue

Select Video x
Upload Fles Media Library
o ¢ ATTACHMENT DETAILS
NTSHOWCASE mdv
2h Septaerer 20146
13 M8
Leogx 659
Delete Permanently
NTSHOWCASE méy
WL perpetiwwd mywebsparks.s

Tt reshowcase

Capuon

Description

==
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Adding Video (VI) WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

The dialog window will close, and the user will be back atVideo Settings.

Click ‘Save’ to add the video to page.

Video =
General Advanced

Video Type Media Library Vv

Video (MP4) @ Select Video

Video (WebM) @ Select Video

Poster

Select Photo

Auto Play No v

Re No v

Save ave As... Cancel
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Adding Slideshow (I) WEBSPARKS

ASA g e 10071 10 pour web preverce!

Select ‘Slideshow’ in the Media Module Menu and drag into blue dashed box.
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I S e
Sy € Wi
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DROP A ROW LAYOUT OX MODULE TOGET STANTID: o
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Adding Slideshow (1) WEBSP/ARKE

ASA g e 10001 10 pour web preverce!

‘Slideshow Settings’ window will appear. Under ‘General’ tab, at Photos, click ‘Add Photos’.
After clicking, a window dialog will appear.

Slideshow

General Mayback oatrols

Scurce © Meda Lbrary v

Photes 0 Bhato Coniet Gaary Add 10 Gallery x

Edn Galer

£ Galery
2dd 1o Gabiery
g 3
'“ -
.
x

pload fles | Meoda Ly

"m‘ F;u}n?hm

A
Beight - LiSndaas dues
0 p
Skin Colowr © Light W
trop @ No v

Desable Raght-Ohck

CLICK ACTION

Hpe

Nors v

Save Save As. Cancel
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Adding Slideshow (llI) WEBBP/ARKS

ASA g e 10071 10 pour web preverce!

Using the dialog, the user can add pictures by

|. Choosing the file from the Media Library, if the picture has been uploaded previously.
or

2. Clicking ‘Upload Files’ tab to upload an new picture.

Canvet Gairy Add 1o Galler -
- " AL v . .

2Add s Au % watda ww

“’ ; "mt l-'m'ng'hal

o
BN | Lfondns e
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Adding Slideshow (1V) WEBSPARKS

ASA g e 10001 10 pour web preverce!

In the ‘Upload Files’ tab, the user can upload by

|. Clicking the ‘Select Files’ button to upload pictures to the server and selecting a picture
or

2. Dragging and dropping a picture from your computer to the area.

Carxcol Gatdery Add to Gallery x
Uphond Foey } Meodhs Ly
Edn Gadlery
Add 0 Gallery

Drop files anywhere to upload

Misrmas whand Ve cow w4 A0
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Adding Slideshow (V) WEBSPARKS

ASA g e 10071 10 pour web preverce!

The picture will appear in the ‘Media Library’ tab and will be automatically selected.
To select multiple pictures, hold “Ctrl” on keyboard and click on the pictures you want.

After selecting, click ‘Add To Gallery’ to continue.

Carvet Gairy Add 1o Gallery x

Vptoad fim Moda Litvwy
£ Galery

aa " watdn Wy

Add 15 Gabery
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a
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Adding Slideshow (VI)

B T

WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

The dialog window will close, and the user will be back at Slideshow Settings.

Click ‘Save’ to add the Slideshow to page.

Slideshow

Source €@

Photos

DISPLAY

Height

Skin Color @

Crop @

Nicahle Rinht-Click

CONFIDENTIAL
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Advanced

Media Library v

2 Photos Selected
Edit Gallery Add Photos
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Light v

No v

ave As...

Cancel
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Customizing Slideshow (1) WEBBPARKSE

AdA g e 1perh 1 10 pour web preverce!

|. The user can change the slide setting by Hover over the slideshow. A pop-out menu
will appear on top.

2. Click on the second icon, ‘Slideshow Settings’.
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Customizing Slideshow (Il)

-

-

WEBSPARKS

AdA g e 1001 10 pour web preverce!

The ‘Slideshow Settings’ dialog will open. Click ‘Playback’ tab to change the auto-play,
transition effects, speed and randomize photos.

Slideshow

Genera

Alayback

Ayto 9\;.

Speed

Trston

Trans&on Speed

Randomase Photos
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Save Save As..

Cancel
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Customizing Slideshow (11l) WEBSPARKS

ASA g e 10071 10 pour web preverce!

In ‘General’ tab, you can change the height In ‘Control’ tab, you can set the control bar.
to fit the image. Selecting ‘None’ will hide the control bar.
Slideshow 2 Slideshow &
Cenetd Uy bace Comiols ACVACd General PMayback Centrels hdvanced
Sowrce @ Nangation Arrows @ Vs v
Photos
CONTROL BAR
St Calery A4dPhotd
Nav Type ons |V
DISPLAY
g 500 t
skin Colour @ dght v
Cop © o v
Oviable Right-Chick i v
CUCKACTION
Tipe ne v
Save Save As.. Cancel Save Save As.., Cancel
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Adding Gallery (1) WEBSPARKS

ASA g e 10071 10 pour web preverce!

Select “Gallery” in the Media Module Menu and drag into blue dashed box.
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Adding Gallery (Il) WEBSPARKS

ASA g e 10001 10 pour web preverce!

‘Gallery Settings’ window will appear. Under ‘General’ tab, at Photos, click ‘Add Photos’.
After clicking, a window dialog will appear.

R L --.----‘
)
Gallery
Gensral Advanced
o dios Collage v
source @ Meda LBy ¥

Photes 0 Pheto = —— e
it e @ L =
i
prces Size Medm v \ ;ﬁﬂ rancns: WERE rimcr
w — - - yI “ o\~

ROt Spaang -
Show Captions © Never v
Chck Acton Laplbox W

Lightbox Photo So8 Lacge (102401024) ¥

Save Save As.. Cancel
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Adding Gallery (1ll) WEBSP/ARKS

AdA g e 1001 10 pour web preverce!

Using the dialog, the user can add pictures by

|. Choosing the file from the Media Library, if the picture has been uploaded previously.
or

2. Clicking ‘Upload Files’ tab to upload an new picture.

L & ‘(1(1 " ‘:p)"f)

Fam< hat m ¥ anChae

! hthadion) dun
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Adding Gallery (IV) WEBSPARKS

ASA g e 10001 10 pour web preverce!

In the ‘Upload Files’ tab, the user can upload by

|. Clicking the ‘Select Files’ button to upload pictures to the server and selecting a picture
or

2. Dragging and dropping a picture from your computer to the area.

+ Cancel Gallery Add to Gallery x
Upload Files Meda Library

Ednt Galery

Add to Gallery

Drop files anywhere 1o upload
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Adding Gallery (V) WEBSPARKS

Add g e 1001 10 pour web preverce!

The picture will appear in the ‘Media Library’ tab and will be automatically selected.
To select multiple pictures, hold “Ctrl” on keyboard and click on the pictures you want.

After selecting, click ‘Add To Gallery’ to continue.

o et - — TN T 1 e
Fumcrs WEBRE v -
lhadans dm ) ~——erry it e
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Adding Gallery (VI) WEBSRARKS

ASA g e 10001 10 pour web preverce!

The user can add in captions for their images.

After adding captions, click ‘Update Gallery’ to continue.

£ Galery .

x x
FamChat m FamChat

d bidadans dosd
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Adding Gallery (VII) WEBSPARKS

Add g e 1perh N 10 pour web preverce!

The dialog window will close, and the user will be back at Gallery Settings.

Click ‘Save’ to add the Gallery to page.

L ---""V
)
Gallery
General Advanced
Layeut Colige Vv
Source © Meda LRy v
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Pretes 0 Photo Selected
i Gallery Add Mhotos

proto Size Medm v
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Adding Tabs (1)

Select “Tabs” in the Layout Module Menu and drag into blue dashed box.
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Adding Tabs (1) WEBSPARKA

“Tabs Settings’ window will appear. Under ‘Items’ tab, at Item |, click ‘Edit ltem’. After
clicking, a window dialog will appear.

Tabs

Items Style Advanced

Item 1
@ @

Add Item

Add Item

CONTENT

) Add Mecks
Flev Edtvy Vienw insert v Formst v Took

Pangraph v B I 66 v iEvE

Gecrgu v | 16px TR O AEYO

Save Save As... Cancel

Save  Cancel
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WEBSPARKS

ASA g e 10001 10 pour web preverce!

In this ‘Add Item’ window, add the label and content. Click ‘Save’ to save it on the page.

Adding Tabs (llI)

Add Item !
Labed [ |
CONTENT

Q) Add Mecka

Viedd  Tedt
Flev Bty Vienwy insenty Formme Tooiy Table v
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Georgy v | 16 PR OO AYEO
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Adding Tabs (IV) WEBRPARKE
l.

Under ‘ltems’ tab, click ‘Add Item’ for additional items.
2. Edit as necessary.

3. After the last entry, click ‘Save’.

Tabs =
Items Style Advanced
el Edit item 1A} 2=
Tabs
1t Shyte Agvanced
@ h o s i
‘ fHem 2 £d8 maen 3 x
Add (term
Save As... Cancel
Save Save As. Cancel J
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Adding Tabs (V) \,)f/EB s

How Tabs look like on page:

Items are shown as Tabs

t
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Adding Accordion (I) WEBHIARKS

Select “Accordion” in the Layout Module Menu and drag into blue dashed box.
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Adding Accordion (1) WEBSPARKS

ASA g e 10071 10 pour web preverce!

‘Accordion Settings’ window will appear. Under ‘Items’ tab, at Item |, click ‘Edit ltem’. After
clicking, a window dialog will appear.

Accordion -

Hems Style Agvaried

item |

Add Item [}

-~ ( )

vausl Tt

Save Can:oll

Save Save As. Canced J
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WEBSPARKS

ASA g e 10001 10 pour web preverce!

In this ‘Add Item’ window, add the label and content. Click ‘Save’ to save it on the page.

Adding Accordion (lll)

Add Item =
Labsl [I ]
CONTENT
Q3 2cd Media vausl  Tet
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Adding Accordion (1V)

|. Under ‘ltems’ tab, click ‘Add Item’ for additional items.

2. Edit as necessary.

3. After the last entry, click ‘Save’.

Accordion e

mw Al Canced

CONFIDENTIAL
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WEBSPARKS

ASA g e 10001 10 pour web preverce!

Advanced

Edit Item

Edit [tem

Add Item
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Adding Accordion (V) \Z,VEB WA

How Accordion look like on page:

Items are shown as Accordion

1
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Adding Menu (1) WEBEIP/ARKE

Select “Menu” in the Layout Module Menu and drag into blue dashed box.
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Adding Menu (ll) WEBSP/ARKS

Select the menu you wish to add into the page.
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Duplicate Modules WEBSPARKS

ASA g e 10001 10 pour web preverce!

|. Hover over the module that you want to duplicate.

2.  Click on third icon, ‘Duplicate’ to duplicate module.
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Delete Modules \Z.LEBSE/QR%

|. Hover over module to be deleted

2. Click on cross icon to delete module
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WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

LESSON 5 Menu
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How to Access Menu WEBBPARKSE

|.  On the left sidebar, hover over ‘Appearances’ and click on ‘Menus’.

e Dashboard

A new, modern publishing expenence is coming s
A 1 ' ' onl

®

99 d
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Add New Menu Item (Page) WEBSIARIE

|.  Under ‘Pages’, check the pages that you want to add.

Click ‘Add to Menu’.

3. Click ‘Save Menu’ when done.

Menus  Messge wih Uve Prowiew

Ldx Werrnn Narnage Locatiom

Menu Structure
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v
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Add New Menu Item (Custom Link) WEBHI/ARKE

|. Under ‘Custom Links’, enter the URL and the link text shown on the menu.

Click ‘Add to Menu’.

3. Click ‘Save Menu’ when done.

MENUS  Meruge with Livs Preview

(St Mean Manage Locations

Post
Menu Structure
Cuntomn Links
v
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Edit Menu Item WEBSPARKS

Add g e 1001 10 pour web preverce!

|.  Click on the arrow at the right side of the menu item that you want to edit
The menu item will expand. Edit the Navigation Label (and/or URL).

3. Click ‘Save Menu’ when done.
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Menu Structure
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Assign Parent to Menu Item (1) WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

|. Click and Drag the menu item to the bottom right of the menu item that you want as

the parent.

2. Click ‘Save Menu’ when done.

Meny Neme  Main Menu

Menu Structure

&=

Drag each item into the order you prefer. Oick the arrow on the right of the tem 1o revead addtionad configuration

options,

ADout Us

Principal's Msg sub dtem

School Miatory sud tem
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Page ~

Cswomink v

Catom Link

Custom Link

Conmtom Link

School Core Values sub tem

Customlink

ﬁ

School Crest / Song 1 fem
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Assign Parent to Menu Item (Il) WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

|.  Alternatively, click on the arrow at the right side of the menu item that you want to
edit.

Under ‘Move’, select what action you want for the Menu Item.
3. Click ‘Save Menu’ when done.
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Delete Menu Item WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

|.  Click the arrow at the right side of the menu item that you want to delete.
The menu item will expand. Click on ‘Remove’

3. Click ‘Save Menu’ when done.
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Menu Structure
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Mega Menu (Blue Headings) WEBBIOARIE

|.  First, create a menu that would place all the links for the menu (Eg. Research and
Resources Menu).

2. You would need to create more menus if there are more than one column.

3.  After creating the menus that you need, create a page to place the menus (using beaver
builder page builder).

4.  Use the template “Blue Menu” to place the menu in the page.

5.  Change the menu to the menu you'’ve just created. Add another column if required.
6. Save the page.
e 0 =
NUS | s

| Interprne
)

» Owr Prpose

» Onr Miry

D
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Mega Menu (Dropdown Grey links) ~ WEBSDARKA

|.  First, create a menu that would place all the links for the menu (Eg. Research and
Resources Menu).

2. You would need to create more menus if there are more than one column.

3.  After creating the menus that you need, create a page to place the menus (using beaver
builder page builder).

4.  Use the template “Collapsible Menu” to place the menu in the page.

5. Change the menu to the menu you'’ve just created. Recommended to only use one column.
6. Save the page.
@ o ~
FENUS |

| Enterpene
|

- e ve
PR ©

» Onr M Wiiry
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Mega Menu (insert to menu)

|.  After creating the pages for the menu items for the mega menu, you would need to
return back to the menu section of the dashboard.

2. Insert the menu page (if its blue heading) or the parent page/blank page (if it’s a grey

heading)

3. Save the menu.
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Mega Menu (insert to menu) WEBSPARKS

Add g e 1perh N1 10 pour web preverce!

|.  Next, expand the menu item and click on the Astra Menu Settings.
Check Hide Menu Label if there is no parent page to link to.

3. Next, select “Template” under “Content Source” and then search for the page under
“Template”.

4. Click “Save” then click the cross at the top right then click on “Save menu”.
Astra Menu Options . o o x

Mega Menu

Make tha meny s cobare Beading !

Menu Label )

HOe Meru LatelDescnption! v

Content Source
Cortent Source Template
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WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

LESSON 6 Media
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How to Access Media

|.  On the left sidebar, hover over ‘Media’ and click on ‘Library’.

N mywebte a + New

® Dashoowd Dashboard

Home

A new, modern publishing experience 1s coming soon,

Test the new editor today Not quite
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There are two ways to add new page.

|.  From the Dashboard, hover over ‘Media’ or 2. From Media Library, click on ‘Add
2. Click on ‘Add New’ New’

W & mywebsite @ + New Forms

# Dashboard Media Libl’a

A Posts
m All mediaitems ¥ All dates v | Bulk Select
0y Media

Library

Forms

E Pages

¥ Comments

» Appearance

i Beaver Builder

CONFIDENTIAL 93 2016 WEBSPARKS PTE LTD COPYRIGHT



A~ N ‘ — ~d

Add New Media (Il) WEBSRARKS

ASA g e 10001 10 pour web preverce!

A grey dashed ‘Upload New Media’ box will be shown. The user can upload by

|. Clicking the ‘Select Files’ button to upload pictures to the server and selecting a

picture
or

2. Dragging and dropping a picture from your computer to the area.

Media Library - s Nes -

Drop files anywhere to upload &

é Select Files :

§ Mavieramn updoad b sire :
m Almeda items * Maone * Bk Selet
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Edit Media (I)

In ‘Media Library’, click on file that you want to edit.

After clicking, a pop up will appear.
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Edit Media (II) WEBBPARKS

Edit File Details

|.  On the right, the user can change the Title, Caption, Alt Text. URL and Description
of the file.

2.  After changing, the changes are saved automatically.

Attachment Details ¢ ) v
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T pmemmy

| Wi/ reyaetinfe cooywd Corient/usl

starnlay- ardeatee- 106 1395 -arapla!
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Edit Media (lll)

Edit Image

|. Below the image file, click ‘Edit Image’.

WEBSPAR)

ASA g e 1peh 1 10 pour web preverce!

2.  Edits allowed to be made to image includes cropping, scaling, rotating, flipping

3. Click ‘Save’ when done editing

Attachment Details
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Delete Media

|. Go to“Media”, click on file to be deleted.

2. A pop up will appear, click on ‘Delete Permanently’

'\‘ 1)
WEBSPARKS

i !
ASA g e 1001 10 pour web preverce!

Attachment Details

Vig naomg ' -
e 1y »y |
vploeded o A e .

Fde swe 1\

S pmermmy

| Mo/ Trewaetinfe CooywD Corent/usl

starnive andrates- 106 1795 - araplad
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LESSON 7 Revolution Slider

* Understanding how to create, edit and delete Revolution Slider

* Understanding how to display Revolution Slider in the page.
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WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

What is Revolution Slider?

* Revolution Slider is Responsive slider plugin to create beautiful
sliders in the next generation visual editor.

* You might use revolution slider for:
* create image slides

e create Youlube andVimeo slides
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How to Access Revolution Slider WEBSP/ARKE

|. On the left sidebar, click on ‘Slider Revolution’.

Dashboard

A new, modern publishing expenence i1s coming soon

Test the new editor today Not quite ready?

Cew

Irocal Gunenbevg
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Add New Slider (1)

|. From the Dashboard, Click ‘Slider Revolution’.
2. Click on ‘New Slider’

O Shder Rewohsson

et Mevob ston © not Activeced Plugin Update v gy w0 o Sete
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Add New Slider (II) WEBSL/ARKS

»
o

|. Select “Default Slider” as your Content Source.

2.  Enter the Slider name and the Slider alias for your slider.

SLIDER REvOLUTION New Slicer
_ ° snian _

1 Content Source
m \T‘/ \T‘/ flickr v Instagrom
Vs /2l COMMERCE facebook You m vimeo

2 Slider Tithe & ShortCode

Enter your Slicer Name he Enter your Shider Allas hen -« wrong clios --
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Add New Slider (l11) WEBSPARKA

|. Select “Standard Slider” as your Slider Type.

2. Select“Auto” as your Slide Layout.

Load a Preset from this Slider Type v
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Add New Slider (1V) WEB

|. Select “Standard Slider” as your Slider Type.
2. Select“Auto” as your Slide Layout.

3 Select a Shder Type

Load a Preset from this Slider Type v

4 Slide Layout
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Add New Slider (V) WEBSP/ARKS

L3d g e 100k

Drrrerce

|.  Enter the dimension of your Slider on Dektop device.

2. You can enter the dimension on each device by turn ON the Custom Grid Size.

0 ebook
Layer
Layer Grid Size
Layer Goid Size Layer Grid Size
" e m_ st @ Custom Grid Sae (o)
Custom Grd Sore .

Overfiow Hidden (<) Respect Aspect Ratio w® Min, Meigh (Optional)
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Add New Slider (VI) _E_BSPM“(B

lM‘s e 10 et 1o o w

|.  Click “Save Changes” button at the top to save your slider.

Help
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Add New Slide (1) WEBSPARKA

Add g e

|. Click ‘Slide Editor’ button.

2.  And you will be redirected to the Slide editor page.

SLIDER REVOLUTION  New Slider

_ ° o Sﬂnng‘ _

m \T'/ \T’/ flickr v Instagram

‘‘‘‘‘‘

s 1) COMMERCE facebook YOU vimeo

2 Slider Tithe & ShortCode

Enter your Slider Name he Enter your Stider Allas hen -« wrong clios --
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Add New Slide (11) WEBSP/ARKS

AdA g e 1perh 1 10 pour web preverce!

|. To set up the background image slide, please click ’Main Background’ tab

2. You can use image, video, or color for your background slide.We will use image for
this example. Please choose "Main / Background Image”

3. Please upload your background image by clicking ‘Change Image’ button.

_ 0 General Settings B MTumtesd ) e Arvmazon ‘ Lirk & %00 @ Sdenio 7 Nav. Overwrite

Source Settirgs  Pavallan /3D Kaen Burms
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Add New Slide (lll)

|.  You can add a new layer on top of your background image slide.

2. To add a new layer, please click ‘Add Layer’ button.

3. Choose the element that you want to add into your layer.

Custor ing At Your Fingertips.

Contac e Your In-House
Trainir
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Add New Slide (1V) WEBERPARKSE

. Once you click one of the Element, it will display an element box.

2. You can edit the element real time.

& A oyer

__—4J ustomised T
| “ ’ !

Customised Train
Contact Us Today For Your In-Hot
Training Needs.
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Add New Slide (V) __E_B_SPM“(B

lM-s b 10070 %1 10 poar wel) prever

|.  Click ‘Save Slide’ if you want to save the slide.
2. Click magnifying glass icon if you want to see the preview.

3. Click cog icon if you want to go to slider settings.

Howdy, admin -

Help
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Publish Slider (1) WEBSP/ARKE

ASA g e 10001 10 pour web preverce!

|.  If you use Beaver Builder, you can use slider revolution widget.
Drag the Slider Revolution to any row or column in your page builder.

3. The Slider Revolution widget will show up. You can choose the slider in the drop
down box.

4. Click ‘Save’ to use the slider revolution.

tdited @ X m B
Widget
A | ) g
Modul R Templ S
odules ows emplates aved General Advanced

Group  WordPress Widgets v q ", Revolution Slider
WORDPRESS WIDGETS

@ Archives @ Calendar : ke I

@ Categories @ Form Choose Slider: My Slider v

@ Meta @ Navigation Menu Home Page Only:

@ Pages @ rss

Pages: (example: 2,10)
rE @ Recent Comme-.- @ Recen

I @ Revolution Slider I Search

@ Tag Cloud

]
Save Save As... Cancel I
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Slider Revolution Video Tutorial WEBSRPARKS

AdA g e 1perh 1 10 pour web preverce!

|. Here is the official tutorial video from slider revolution :
https://www.themepunch.com/fag/slider-revolution-beginner-video-guides-tutorials/
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LESSON 8 Templates

* Understanding how to create, edit, use and delete Templates
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What are Templates? WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

A template is a set of layout, contents and properties for each row, column, modules,
post or page that are customized and stored by the user(s).

The saved templates can be used to standardize the design of individual elements or
pages to have a consistent design throughout the entire website.

It also saved time by using those templates instead of creating a new layouts or designs
which are identical to the existing ones.
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How to Access Templates WEBS/ARKS

. To access saved templates of pages, rows, columns or modules — (hover and) click any of the
respective option under ‘Builder’ menu at the left side bar.

2.  The respective saved elements will display at the right panel.

Notes: This method to access templates is use to edit the layout or format of the templates. However, the saved
templates have to access from the editing page or editing post itself in order to add into the particular page or post.

W A mywebsite B + New

@ Dashboard Dashboard

A new, modern publishing experience

Take your words, media, and layout in new directic

P Posts
37 Media

Forms @

B Pages .

Comments

Appearance

& Plugins

m Users
Tools
Settings

WordPress!

bled some links to get you started

Slider Revolution
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Create New Templates(l)

WEBSPARKS

.  Click‘Add New’ on either Templates, Saved Rows, Saved Columns or Saved modules page.

2. It will redirect to “Add New” page to fill in the new template information.

Addd New

)
h

AR daes v Show All Categories *

¥ 1 featy
» Add New
Add new builder content using the form below
Title
Type Template

Add Saved Template
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Create New Templates(ll) WEBSPARKS

ASA g e 10001 10 pour web preverce!

l. Fill in the required information such as name of the new template, as well as, choosing of the type of
template such as Template(for entire page or post), Saved Row, or Saved Module.

2. Click ‘Add’ after filling in all the required fields, it will redirect to the editing page for that particular
template.
3. Note: The editing process is same as editing normal page or post
Add New

Add new balder content using the form below

Title

Type Template v
Choose
Saved Row
Saved Module

Edit Template Az tew

My Template Pubilsh
T Satun Publnbed |4
’ % Q) Revnions 2 loowse
Revitlors Categaries
aden, | day g0 Phrvember M. 2900 @ 031865 AR Catogan Mot Ut
Sl + oy 0 Dlivisbies 14 3043 030640 e
“leg
£ A e Ceacy
Revelution Slider Opticnn
it Pat Attrienen
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Saving Templates WEBSPARKS

ASA g e 10001 10 pour web preverce!

.  Click on the page name at the upper-left corner of the editing page, the dropdown box will display.
2.  Click ‘Save Template’, save template box will pop-up.

3.  Enter the name for template and click ‘Save’, the page template will be saved for later use.

Home  AboutlUs  Serwces  Conmtactly

Tools
o
Save Template
Dupleate Layout ’ Save the current layout 35 3 template that can be rewted under Tomplates — Saved Tomplates.
Previes Lot '
Reveors - Name
Layoct C5S & Javasargt CTRL-Y
Global Settrgs CTRL+V
Change Ul Bnghtress 0
WordPress Admn
im?
Felp -
Keyboard Shonous £ the prnting and typesating ndustry. Lorem \psum has been the maustry's standasd dummy test ever snce the
3 galiey of ype and scranibled 2 15 make 3 tyDe acmen book It has unived ot only Fue centunes, but ako the
ieap 00 dlecinng hprieiting, semaming essendaly uncharged. B was populnsed n the 15605 with the refesse of Letranet sheets contisnrg Lorem
Psem piisage, and mire recently with deskiop publishing softare e Aldus PopeMuier nciuding versaors of Lorem iprum. @m‘u
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Saving Rows & Modules(l) WEBSPARKS

Add g e 1perh N1 10 pour web preverce!

l. For saving a row or module from the editing page or post, click on the setting button of the desire row or
module.

2. At the Setting or Module Editor box, Click ‘Save As’.

Row Settings B

Stle Advanced

Currenty [dang Poge
‘ Home Vv 0 Févnd o + Width @ sull wigth v

Coatere Width @ full wigth v

my% wu‘ : o © ot~
Weading

Text Colowr ~

Unk Cofour Vi

Link Hover Colour %

Save Save As_ | Canced

Text Editor =]

Ganara Advinced

Duplcate Ve
@ hcd ada Vawl et
Fiov Edte Vigwe Inene Formate Tookv Tadie w
fsgph v B I M EvEvERIA LR
Georgis v Mg TEBERBOOQTAYEYO
What is Lorem Ipsum?

Lorem Ipsum i smply dunmmy seat of the penting and typesetting industry. Lomm ipsum has bees the industry's Sandend dummy tet e fnce the
15001, whan an unkosown priier 100k & galiey of type and scrambied 1t 50 make » fype specimen bock, 1t Bad wrvived not cnly e cerfined, bt 8o the
BRaD 1120 Slectrond Typesettng. remaning essentialy unchanged. It was populanied in the 19605 with the refease of Letraset sheets contanwg Lonem
ipearn patsages, and mon rceny with dethton putinhing software Nee Aldus Pagehilcer ncluding veruons of Lovem Ipium

Save Save A Canced
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Saving Rows & Modules(ll) WEBSPAR]

Add g e 10001 10 pour web preverce!

l. After clicking ‘Save as’, another box will display to enter the name of the template to save as.

2. Click ‘Save’ after entering the name field, and it will be saved in the respective template location.
Save Module = Save Row -
Nax=e Naze
Ghtal @ N aktal © Ho W
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Editing Templates(l) mgﬂi/;f{@
|.  Hover on any of the template and the options will be display at the bottom of it

automatically.

2. Click ‘Edit’, and it will redirect to the template page where the template can be
either view by clicking ‘View Template’ icon, or edit by clicking on ‘Beaver Builder’
icon.

Edt Template st

- —
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Editing Templates(ll) WEBSPARKS

ASA g e 10071 10 pour web preverce!

|.  For viewing a template, shown in left image, it will display the template layout.
However, you can click on ‘Beaver Builder’ at the top menu to go to the editing
page.

2.  For editing, shown in right image, the process is same as editing normal page or
post.

-+-:- il ~o + 2

. _ |
mywebs":e Home AboutUs  Semvices  ContactUs ‘ mywebsite e e
\
|

My Heading My Heading

Ouplicate Me

Ougiicate W
Duplcate Me Dugpsicate Me:
What is Lorem Ipsum? What is Lorem Ipsum?
Lorem lpsum s smply durmy teat of the printing ard typesetting industry. Lorem ipsum has baen the industy’s standard dummy test ever since the Lovern psum &5 Srgly curmeny deat of T prning and HyDeseming indusiey. Lonem Laum et Dien 1he
15005, when an unknown printer tock 2 galley of Type and scrarbled 7 to male 3 Jype spacimen book. 1t has survived not only fve centuries, but aiso the 15005, when an UTkow priste 190k 8 galey of e a0 sTambled 1t 59 make 2 Ype ROTIN SOCK oy fve certunes. but oo the
e3p M0 Ehectond YypeseTing, re: g essertisly unchanoed. It wes popularsed i the 19605 with the neleace of Letraset sheets containing Lovem il PO Sectonk Ypeweting femaney etsestisly uscharged = wan poplarsied 1 sheets comaneg Lores
ipsum passages, and more secently with Sesiacp pubishing software Slor Aldus Pagehisker inciuding versions of Lorem Ipsam BT astages, I ITOne recently with desienp publshing softenre e Aldus Pageiaker nckudeg verions of Lorers ipsum

CONFIDENTIAL Page 124 2016 WEBSPARKS PTE LTD COPYRIGHT



A~ N ‘ — ~f

Using Saved Templates(l) WEBSPARKS

Add g e 10erh 1 10 pour web preverce!

|.  Click ‘+’ icon at the upper right corner of the editing page, and dropdown box will
be displayed.

2. Select ‘Saved Templates’ at the ‘Group’ dropdown menu of “Template’ tab, a list of
saved templates will be displayed.

N

Modules Rows Tomplates Saved

Modufes Rons Ternplates Saved
Group  Saved Templates v

Growp  Landing Pages

Landng Pages

]
101 3 -
[ Sans
2
)
’ |
'
- ' i
Content Pages !
a2
Saved Tomplates -
' i NEWESNK lempiate
— . )
1 |
. )
a2
. 4 . :
P | e
. ]
' |
'
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Using Saved Templates(ll) WEBSPARKS

AdA g e 1perh 1 10 pour web preverce!

|.  Any template can be preview before adding into new page or post, by hovering on
the desire template and click on the ‘’ icon.

2. Upon clicking, a new browser will open with the layout and design of the saved
template.

A i

s Modules Rows Tenplates Saved

Group  Saved Templates v

'
.|
ome _temoiae @( i :—
|
B |
.
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Using Saved Templates(lIl) __E_B_SE/%R‘(S

Add g the pO st wel) preverce’

|. If the page or post has no element, the selected template with all the elements in it will
be added to the page or the post.

2.  If the page or post has been populated with any rows or elements, then there will be a
pop-up box to choose an options—whether to replace the existing layout or append it.

Select any option desire and it will be implemented.

Modules Rows Tomplates Saved

Group  Saved Templates ~

What would you like to do?

Replace Existing Layout

Append New Layout

()
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Using Saved Templates(Row&Module) WEBSPARKE

ASA g e 10001 10 pour web preverce!

|. At the upper-right hand corner of editing page, click ‘+’ icon and a dropdown box will
be displayed.

2.  Click ‘Saved’ to view all the saved templates which are arranged in three categories. Just

drag and drop the saved row, column or modules at the desire location of the page or
post.

3. Otherwise, the saved template can be access from their respective categories as well.

fdzed @ Dane " -
— S m | e » m V
I — =
i Modute: Termptat 5 o
| Modutas Rerves Temmplates  Sawed | — VORI —
cow_template

Group  Standard Modules - Q ' Cakinas E

Standard Moddes )
Codumns

Saved Rows

= Scparator m Video
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|. At the ‘Builder’ page, hover on the template and a number of options will be
visible below the template’s name.

2. Click “Trash’, and the template will be removed from the list

(-\' mywebsite = New Forms

o Dealioued Templates addrnew
Posts
Media Bulk Actions
Forms
Pages My Template

Comments
Shder Template

Appearance

Beaver Builder

Termplates
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Deleting Templates(ll) WEBBI/ARKS

e A
Io

-

/,-

All the deleted templates will be removed to the “Trash’ folder, which access from
the “Trash’ folder link located above the respective templates categories.

2. Click “Trash’, and a list of deleted templated will be displayed.

To delete a template permanently, hover on the template and click ‘Delete
Permanently’.

Otherwise, click on ‘Empty Trash’ button to delete all the templates in the “Trash’.

Templates  ddNew Templates  Add New

Al | Published | Trash

Bulk Actions Y Apply All dates v v Filter

Shdtr

Categories

m—
categones

M Appearance

B Beaver Buider

' Beaver Buslder
Titk Categones

Templates
Templates
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WEBSP/ARKS

Adding the sparkles to your web presence!

D
Thank You!

Websparks Pte Ltd
52 Horne Road #02-01 Singapore 209071

Office: (65) 6292-4654
Fax : (65) 6291-2520
cheechiu@websparks.sg
www.websparks.sg
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WEBSPARKS

Adding the sparkles to your web presence!

People Post Type Guide
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Adding People Post Type WEBSP/ARKS

AdA g e 1perh 1 10 pour web preverce!

*  Filled in all the necessary details and select, at least one personnel category, in order to include in the
listing page at the front-end.

*  Make sure to check the respective boxes of “Specialisation” at left side, after adding new specialization
categories. Refresh the page if necessary.

Add New Personnel

Fill in the details for
people

N e -

RN

MM em Loy

Select at least one of a
Personnel Category
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Editing People Listing Page (1)

o .

WEBSPARKS

ASA g e 10001 10 pour web preverce!

* At the front page editing mode, select the “People Page Template” that saved under
the Templates=>Save Templates.

CONFIDENTIAL
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1 [ Select the People ]
Page Template
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Editing People Listing Page (11) WEBE/ARKA
There are two module together with page title populated, edit the two module to display the desired

content accordingly.
Both modules are using slug of the Personnel Categories of the People post type to display the
respective list of those people belonging to the categories. Refer to next page for finding out slug.

v (v . + =
s

Cwper trvard o {irwaoemay
Fuodiy of &t B Yooy Soemm

B stwnie 0o | anvmans | mn 0 s B e  ttey B s ermae | -
B cnetint s @ vttt B caw Dre ww' on B sael

B nccn . B s | s e (vt B vt e B e | e

Enter Personnel Categories’
slug. E.g. graduate-students

Two Modules, filter portion
and listing portion.
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* Find out the slug of a particular Personnel Category as follow.

Pencomel Categone
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WEBSPARKS

Adding the sparkles to your web presence!
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Thank You!

CONFIDENTIAL 137 2016 WEBSPARKS PTE LTD COPYRIGHT



