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Introduction	
This	manual	will	explain	functionality	specific	to	the	First	UMC	website.	It	will	cover	how	to	add	and	update	
content	to	your	site.	For	general	WordPress	questions	please	visit	codex.wordpress.org.	For	other	questions	
please	contact	Ignition72	at	410-779-9399	or	info@ignition72.com.		
	

Logging	In	
To	log	into	the	back	end	of	the	site	type	/wp-admin	after	the	full	URL	(ex.	www.firstumc.org/wp-admin).	This	
will	bring	up	the	log	in	screen.	Enter	your	username	and	password	to	continue.	
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CMS	Dashboard	Overview	–	what’s	on	the	menu	
When	you	first	log	into	the	back	end	of	your	site	you	will	see	the	dashboard.	To	the	left	of	this	area	is	the	admin	
navigation	menu	(the	black	menu	with	white	text	and	icons,	indicated	in	red	in	the	picture	below)	is	where	your	
site	content	lives.	In	the	red	box	below,	you	can	find	the	items	that	you	will	use	and	what	content	will	can	be	
found	there.	
	

	
	

Going	down	the	left-hand	menu	from	the	top,	the	following	are	the	menu	items	which	you	will	be	using.	Note	
that	any	menu	items	not	mentioned	will	not	need	to	be	accessed;	they	are	system	settings	that	should	remain	
unchanged.		
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Components	you	may	be	using	include:	
	

All-in-One	SEO	
The	configurations	for	optimizing	your	WordPress	site	for	SEO	(Search	Engine	Optimization)	are	found	in	Plugins	
>	Installed	Plugins	>	All-In-One	SEO	Pack.	For	example,	settings	like	default	page	title	formats,	or	the	message	
someone	would	see	if	they	navigated	to	a	missing	page,	can	be	set	in	these	menus.	
	

Posts	
This	is	the	area	where	you’ll	be	able	to	make	posts	which	will	appear	on	the	News	&	Events	section	of	your	site,	
as	well	as	your	‘Featured	Event’	callout.	It’s	also	where	you	will	be	able	to	edit	and	assign	categories	for	
organizing	your	posts	(such	as	‘Event’	or	‘Story’).	
	

Media	
The	Media	section	contains	all	images	and	files	(ex.	PDFs)	that	have	been	uploaded.	You	can	also	delete	or	add	
more	files	here.	Files	that	have	been	added	to	your	Media	library	will	be	available	to	add	content	into	any	page	
on	your	site.	
	

Pages	
The	Pages	section	holds	most	of	the	pages	of	your	site.	This	is	where	you	can	add,	edit,	&	delete	pages,	as	well	
as	manage	all	the	content	that	appears	on	each	page.	
	

Appearance	>	Menus	
The	only	section	you	will	need	to	use	under	“Appearance”	is	“Menus”.	This	area	allows	you	to	organize	and	
determine	what	pages	are	shown	in	the	site’s	navigation.		Simply	by	reordering	pages	shown	in	the	Menu	
Structure	diagram,	you’ll	change	your	site’s	layout	(which	pages	appear	under	which	menu	items).	This	is	also	
how	you’ll	add	new	pages	or	remove	unwanted	pages	from	appearing	in	the	navigation	menu.	
	

Users	
The	Users	section	allows	you	to	edit,	add,	and	remove	users	who	will	manage	content	on	the	site.	
	

Settings	>	FUMC	Options	
In	here,	you	can	set	and	customize	certain	elements	of	the	site	(such	as	the	logo,	featured	content	settings,	and	
footer	content).	
	

Visual	Form	Builder	
In	the	Visual	Form	Builder,	you	can	build	and	edit	forms,	as	needed.	Embedding	WuFoo	forms	will	be	a	separate	
process,	involving	pasting	WuFoo	form	shortcodes	into	the	desired	pages.		
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All-In-One	SEO	
This	function	enables	the	addition	of	titles,	tags,	descriptions	and	other	SEO	information	for	every	page	on	your	
site.	Detailed	instructions	for	using	this	plugin	should	be	read	here:	http://www.wpbeginner.com/plugins/users-
guide-for-all-in-one-seo-pack/		
	
Preparing	your	site	for	Search	Engine	Optimization	requires	that	you	visit	the	bottom	SEO	configuration	part	of	
each	page	on	your	site,	and	enter	the	following:	(The	following	is	from	the	wpbeginner	seo	pack	guide…)	
	
	 “Specify	a	title.	This	title	can	be	different	from	your	page/post’s	title.	You	want	to	make	it	catchy	and	use	your	most	
important	keywords	in	the	title.”	
	
	 “If	you	leave	this	field	blank,	then	All	in	One	SEO	will	use	the	default	page/post	title.	Whether	you	use	a	different	
title	or	the	same	title	as	your	page/post,	make	sure	that	it	contains	your	page’s	main	keywords.	For	example,	a	homepage	
title	may	be	“Website	Incorporated	–	A	Service	Oriented	Website	Consulting	Site	Serving	Baltimore	and	Washington	DC.”	
	

	
	
	 “In	the	description	field,	you	need	to	provide	a	brief	description	of	your	website.	Keep	it	under	156	characters	and	
try	to	use	your	website’s	most	important	keywords	in	the	description.	However,	do	not	go	overboard	with	keywords	in	the	
description.	You	want	to	make	sure	that	it	is	readable	and	easy	to	understand.”	
	
	 “If	you	leave	description	field	blank,	then	All	in	One	SEO	will	not	use	them.	If	you	want	to	get	maximum	benefits,	
then	you	must	fill	these	in.”	
	
	 “Many	SEO	experts	believe	that	there	is	no	benefit	of	using	the	meta	keywords	tag	anymore.	On	the	other	hand,	
some	experts	believe	that	they	are	still	useful.	All	in	One	SEO	has	keywords	disabled	by	default.	If	you	want	to	use	keywords,	
then	you	can	enable	them.	We	believe	that	even	if	they	are	not	useful,	there	is	no	harm	in	adding	a	few	keywords	with	each	
post.”	
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Note:	You	can	click	on	All	in	One	SEO	>	General	Settings	to	configure	the	plugin	settings	for	your	homepage,	as	
well	as	select	specific	options	for	optimizing	your	site.	
	

Posts	
The	Posts	area	holds	the	individual	posts	which	are	displayed	on	your	News	&	Events	page	and	pulled	into	your	
‘Featured	event’	call-out	box,	which	appears	on	many	different	pages.	
	
By	visiting	Posts	>	All	Posts	you	can	see	all	existing	posts.	
	
Click	on	any	post’s	title	to	edit	that	post.	
You	can	also	click	 	to	create	a	new	post.	
	

	
Post	content,	such	as	title,	and	body	text	and	styles	are	set	in	posts	just	as	they	are	for	pages	(covered	below),	
using	the	WYSIWYG	editor	area,	which	is	illustrated	in	the	picture	above.	
	
You’ll	use	the	same	WYSIWYG	(What-you-see-is-what-you-get)	Editor	to	edit/create	blog	posts	as	you’ll	use	to	
create/edit	site	Pages.	See	the	‘Pages’	section	of	this	document	to	learn	more	about	how	to	use	the	WYSIWYG	
editor.	
	
On	the	right-hand	side	Categories	area,	you	have	the	option	of	categorizing	any	post	as	an	Event,	Story,	or	
Uncategorized.		
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Media	
The	Media	section	holds	all	the	non-text	content	of	your	site.	These	can	include	images,	documents,	pdf	files,	or	
other	media.	Once	you	Add	New	content	to	your	Media	library,	it	will	be	available	in	any	WYSIWYG	editor	field.	
	
Note:	It	is	best	not	to	delete	media	files	from	the	library	unless	you	are	certain	it	is	not	being	used	by	any	page.	
Otherwise,	you	may	inadvertently	‘break’	a	page	by	removing	it’s	needed	media	content.	
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Pages	
The	Pages	section	allows	you	to	view	and	edit	existing	site	pages,	or	create	a	new	site	page.	

	
	

Adding	A	New	Page	
To	create	a	new	page,	follow	these	steps:	

• Open	the	Pages	section	in	the	left-hand	navigation.	

• To	add	a	new	page,	click	the	 	button	next	to	the	Pages	title.		

• In	the	right-hand	side	of	the	WYSIWYG	editor,	choose	the	appropriate	“Parent”	for	the	page	(this	will	
determine	under	which	menu	item	your	new	page	will	appear).	

• Use	the	WYSIWYG	editor	to	add	desired	content	to	the	new	page	(the	editor	controls	are	much	like	
Microsoft	Word).	

• When	finished	editing	click	the	Publish	(or	Update)	button	to	save	your	changes	to	the	live	site.		

Note:	If	you	do	not	do	this,	your	page	and	its	changes	will	be	lost.	

• You	can	also	click	the	Preview	button	in	the	very	top	right	of	the	page	to	preview	the	page	before	you	
save.	
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The	Parts	of	a	New	Page	
Regular	new	pages	have	4	different	elements.	The	elements	that	appear	on	a	page	are:	

• Page	Attributes	

• Page	Title	

• The	Main	Content	Section	

• Featured	Image	

• Theme	Setting	(Does	not	usually	need	to	be	configured)	

	
This	is	an	empty,	newly	created	page	with	WYSIWYG	editor	area.	Its	constituent	parts	are	described	below.	
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Page	Attributes	
In	the	Page	Attributes	area	on	the	right-hand	side	of	the	page,	you	can	select	the	page’s	parent	(under	which	
page	it	will	appear	hierarchically),	and	its	Template	(The	options	you	will	likely	use	are	Default,	Homepage,	or	
Internal	Page.)	
	
For	example,	if	you	wanted	to	make	a	subpage	under	the	‘Congregational	Care’	page,	you’d	simply	make	a	new	
page,	and	set	its	‘Parent’	page	as	Congregational	Care.	
	

	
	
Page	Title	
Title	text	will	be	appearing	on	a	published	page	as	shown	below.	
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The	Main	Content	Section	
The	bulk	of	a	new	page’s	content	should	be	placed	in	the	main	content	section.	
	
WYSIWYG	Use	Tips:	The	General	use	of	WYSIWYG	
Styles:	To	style	text,	use	the	toolbar	on	the	WYSIWYG	editor:	
	

	
	
The	drop-down	list	shows	you	available	styles.	First,	select	your	text	in	the	editor	then	apply	a	style	from	the	
drop-down	list.	Available	Heading	style	examples	are	as	follows:	

	
	

Notes	on	Using	Style	
	

• H1	and	H2	are	generally	used	for	larger	section	titles	only.	
• H3	is	generally	used	for	section	headings	within	sections	(like	the	title	of	a	section).	
• H4	through	H6	can	be	used	for	subtitles	beneath	large	titles	or	other	less-important	title-like	elements.	
• One	should	keep	in	mind	that	these	styles	are	for	headings,	not	regular	copy.	
• Additionally,	headings	are	hierarchical,	with	a	lower	heading	always	less	important	than	a	higher	one.	
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Adding	Images/Content	to	a	Page	
To	add	an	image	or	other	content	to	a	page,	select	Insert	>	Add	Media.	

	
After	selecting	the	desired	image	from	the	media	library,	the	new	image	should	appear	in	your	WYSIWYG	editor	
area.	
	
By	clicking	on	the	newly	appeared	image,	you	can	set	its	page	alignment.	
	

Featured	Image	
This	area	sets	the	image	which	will	appear	in	the	top	‘header’	area	for	the	page.	
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Form	Content	Fields	–	WuFoo	Forms	
To	embed	a	WuFoo	form	on	a	page,	use	the	Form	Content	Field	area.	

	
	
Steps:	

• On	WuFoo,	create	a	new	form,	or	edit	an	existing	one.	(https://firstumclakeland.wufoo.com/.	

• Apply	the	First	UMC	theme	to	the	WuFoo	form	you’d	like	to	add	to	your	site.	

• Still	on	the	WuFoo	page,	click	‘share’	and	select	the	‘Embed	on	WordPress	tab’.	

• Copy	that	code,	and	paste	into	the	Form	Content	Field	on	the	WordPress	page	where	you’d	like	to	add	
the	form.	

• Save	your	WordPress	page.	
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Managing	Content	Types	
Pages	on	the	site	have	special	options	for	adding	‘content’	areas	and	‘callouts’.	These	elements	can	be	added	or	
removed	from	the	‘Flexible	Content’	area	on	a	page,	by	hitting	the	blue	Add	Content	button.		
	

	
	
Available	content	types	include:	

• Full	Width	Callout	(Green	100%	width	callout)	

• Two	Column	Callout	(Gray	+	Black	60/30	area,	with	right	side	square	for	icon	or	image)	

• Podcast	Callout	(Used	only	on	Worship	Now	page)	

• Livestream	Callout	(Used	only	on	Worship	Now	page)	

• Two	Blocks	Callout	(Gray	+	Green	50/50	areas)	

• Full	Width	Content	(The	“normal”	type	for	page	text)	

• Two	Column	Content	(Another	type	for	“normal”	text	pages)	

	

	
	
*Note:	You	can	publish	any	“two	part”	callouts	with	one	part	left	blank.	
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Homepage	Front	Page	–	managing	the	homepage	
The	homepage	is	a	page	within	your	‘Pages’	menu.	It	is	called	‘Home	–	Front	Page’.	
It	has	a	few	unique	features/settings.	

• The	Banner	Section	allows	setting	homepage	header	background	images.	

• Banner	Text	area	allows	setting	of	top	‘welcome’	text.	

• ‘This	Sunday’	title	override	for	adding	sermon	titles,	and	Bible	passages.	

• Worship	Boxes	allow	you	to	set	right	and	left	featured	worship	times.	

• Additional	sections	and	callouts	for	content.		
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Additional	Homepage	configuration:	
	
Note:	Additional	options,	for	setting	Homepage	and	Footer	Logos,	Footer	text,	featured	section	settings,	etc.,	

can	be	found	on	the	Settings	>	FUMC	Options	menu.	(see	section	below)	
	

Worship	Now	Page	–	managing	Worship	Now	media	
The	Worship	Now	page	aggregates	worship	media	from	a	variety	of	places	across	the	web.	Livestream	video	

and	Pod	Bean	podcasts	are	embedded	on	this	page	by	pasting	in	‘iframe’	code	in	the	appropriate	place.	
	
Pod	Bean:	

To	embed	Pod	Bean	podcasts:	
	

• Find	the	podcast	that	you	want	to	embed	on	your	page,	and	click	the	‘Embed’	link.	
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• Copy	the	iframe	widget	code.	

	
	

	

	

• On	your	‘Worship	Now’	page,	paste	the	widget	code	into	the	Embed	Code	area	in	the	Podcast	Callout	
block.	
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• Save	your	changes	and	visit	the	page	to	confirm	success.	
	
	
Live	Stream:	

• On	the	LiveStream	website,	click	on	the	past	event	you’d	like	to	embed.	

• Click	the	Share	arrow	icon,	to	bring	up	the	share	dialog.	Select	the	‘embed’	tab.	

	

• Copy	the	iframe	code.	

• On	your	‘Worship	Now’	page,	paste	the	iframe	code	into	the	‘Embed	Code’	WYSIWYG	area	in	the	
Livestream	Callout	block.	
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• Save	your	changes	and	confirm	on	live	Worship	Now	page.	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	



	

Ignition72,	Inc.				Mill	Centre	Suite	100,	3000	Chestnut	Avenue,	Baltimore,	MD	21211					410-779-9399			v1.2		6/2017																																			21	
	

Appearance	–	Navigation	Order 

To	place	a	new	page	in	a	particular	order	on	the	site’s	navigation	menu,	follow	these	steps:	

• Under	the	“Appearance”	section	select	“Menus”.	

• With	the	cursor,	select	and	hold	the	first	page	in	which	you	would	like	to	re-organize	on	the	menu.	

• Drag	the	page	to	the	desired	location.	

• Save	the	updated	menu	order.	
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Appearance	–	Navigation	Order	(Continued...) 

Editing	Menu	Position	
If	your	pages	are	automatically	populated	and	the	pages	do	not	appear	on	the	appearance	menu,	follow	these	
steps:	

• Find	the	parent	page	on	the	appearance	menu	

• Click	on	custom	and	then	uncheck	the	box	which	reads,	“automatically	populate	with	child	pages”.	

• Next,	select	“View	All”	and	check	all	of	the	pages	you	would	like	to	customize	within	the	menu	

• Click	add	to	menu.	

• Once	the	pages	are	added	to	the	menu,	drag	and	pull	the	pages	to	the	desired	location	underneath	the	
appropriate	parent	page.	

	

Adding	a	Page	to	the	Menu	
• Add	a	page	using	the	“Pages”	menu	on	the	left,	select	a	page	and	click	“Add	to	Menu”.	

• Drag	and	Drop	this	page	underneath	the	desired	Top	Service	position.	

• Once	the	menu	structure	is	set	click	“Save	Menu”	to	save	and	push	the	change	live.	
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Users 

This	is	an	administrative	function	that	allows	for	the	management	of	users	who	are	allowed	to	manage	and	
update	this	website.	 
 

• Click	“Add	New”	under	“Team”	in	the	left-hand	navigation.	

• Complete	the	desired	fields	and	click	 .	
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Settings	>	FUMC	Options 

Allows	you	to	set	and	customize	certain	elements	of	the	site	(such	as	logo,	featured	content	settings,	and	footer	
content).	
From	here	you’ll	set:	

• Site	Header	logo	
• Set	featured	Event	or	Story	post	(newest	by	default)	OR	Override	this	option	and	select	a	specific	post.		
• Set	footer	logo	if	any	
• Set	footer	content	(such	as	address)	
• Specify	footer	social	media	links	

	

Forms	–	Embedding	WuFoo	Forms 

WuFoo	Forms	
Forms	are	added	to	the	site	by	embedding	forms	made	through	WuFoo.	After	building	a	form	on	WuFoo,	you	
can	copy	the	embed	code,	and	paste	that	into	the	Form	Content	Field	area	on	your	WordPress	pages.	

	
Steps:	

• On	WuFoo,	create	a	new	form,	or	edit	an	existing	one.	(https://firstumclakeland.wufoo.com/)	

Note:	WuFoo	forms	should	not	contain	images.	If	you’d	like	to	add	images	to	accent	a	form,	do	so	on	
the	actual	WordPress	page.	

• Apply	the	First	UMC	theme	to	the	WuFoo	form	you’d	like	to	add	to	your	site.	

• Still	on	the	WuFoo	page,	click	‘share’	and	select	the	‘Embed	on	WordPress	tab’.	

• Copy	that	code,	and	paste	into	the	Form	Content	Field	on	the	WordPress	page	where	you’d	like	to	add	
the	form.	

• Save	your	WordPress	page.	


