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Association of Consultants for Liturgical Space

WEBSITE DIRECTIONS

Members will have received link, username and password from Robert Newberry of
NewWard our website developer, to use to access the new website.

Members should review User Profile information and correct as required. To do this click
on the Dashboard menu item under the Members Area of the website. This will bring
you to a login screen. Enter your ACLS username and password to login to the
dashboard area of the system. Once you have logged in successfully, you have the
ability to access your profile information under the Profile menu item.

Use http://en.gravatar.com/ website to upload photo for Directory Page.

Members should upload Images & text to Portfolio section of website. Members are all
allowed up to 7 projects with up to 12 images per project.

There will be a follow-up webinar by Robert Newberry of NewWard our website
developer at 3:00pm EDT on May 12t,
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Adding a profile image to my account

How TO ADD A GRAVATAR TO MY ACLS PROFILE

When browsing different web sites, you may notice that many users have a picture next to their name.
These pictures are called "avatars." WordPress, however, uses a specific type of avatar called
"Gravatars"--short for "Globally Recognized Avatar." Unlike standard avatars, Gravatars follow you
around the web and automatically appear when you post a comment on a WordPress site.

1. If you do not already have a Gravatar registered for the email address on your profile you will
need to register at Gravatar.com.

0 What is Gravatar? How to Use Gravatar Help @ WordPress.com Sign In

Sign in to Gravatar with WordPress.com Connect

Gravatar now allows you to use a WordPress.com account to sign in. If you have a WordPress.com account already
then you can use that, or you can create a new one.

@ Sign in with WordPress.com

You can also log in at WordPress.com using your old Gravatar account details.

If you need a new account, you can sign up for free at WordPress.com.

2. Once you have created and account you will have the ability to add an image to your account
using the screen below

G My Gravatars My Profile Help robert@newward.com :.L

Manage Gravatars

Select an email address (below) to modify or add a new email

robert@newward.com (primary)

You have selected this email addr se an image o use for this address

Primary address {cannot delete) | Don't use this image | Check this gravatar | Link

Select image (below) to use for the selected email (above) or add a new image

F
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3. Clicking on the “add a new image” will display the choose location page which will allow you to
select from a location you would like to retrieve your image from. Once you have selected a
location and a file, your image will be registered with your email address.

0 My Gravatars My Profile Help robert@newward.com :&

Choose where you'd like to get the image from

— A
My computer's hard drive An image on the internet A previously uploaded image
m
Awebcam attached to your
computer

0 My Gravatars My Profile Help robert@newward.com z._

Select a file from your computer

You can upload any size image file from your hard drive. We will automatically resize large images so you may upload the
best quality version you have.

You will have a chance to crop this image in the next step.
File: IMAGO605. jpg
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rt@newward.com

Cropper Box Contral

Crop and Finish!

Click here for help

Once you have this uploaded the image will display on any WordPress site that you have registered with
this email address. If you have other email addresses on other WordPress sites that you have registered
with you can also enter them while you are here.
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Managing my Portfolio

ADDING A PROJECT TO MY PORTFOLIO

The ACLS website offers the ability for its members to create a portfolio of their projects. Each member
has the ability to create 7 projects under their membership. Each project will have the following areas:

Project Title

Project Description

Project Team

Location of Project

Year Completed

12 Images and 1 featured Image

ok wnNPE

To access your portfolio you will need to click on the dashboard menu item under the Members Area of
the web site.

MEMEER PORTFOLIOS NEWS & EVENTS LINES JOINUS « MEMBER'SAREA ~ Q

MEMBER LOGIN

DASHBOARD

MEETING MINUTES

ACLS DOCUMENTS

WEBINARS ONYOUTUBE

RENEW MEMBERSHIF

This will bring you to a login screen. You will need to enter your ACLS username and password to login to
the dashboard area of the system.

Username

Password

] Remember Me
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Once you have logged in successfully, you have the ability to access your profile information along with
your portfolio.

4+ New SEO Howdy, newb75601 |

# liturgical-consultants.orgiwp B

screen Options

@& Dashboard Dashboard

87 Media

My Portfolio

& Profile

. P o 1 WordPress. Version 4.2.1
wpadmin.liturgical-consultants.org/wp/wp-admin/index.php

ADDING A PROJECT

The My Portfolio page will display all of your current projects. To add a new project you will need to click
on the “Add New” menu item.

4+ New SEO Howdy, newb75601 |

) @ liturgical-consultants.orgiwp B0

Screen Options

@ o My Portfolio  acdnew

93 Media All(7) | Published (7) | Trash
My Portfolio Bulk Actions B Apply All dates B Filter E

My Portfolio Title Date Blocked?
Add New Nothing found
. [El  Title Date Blocked?

aa Profile

Bulk Actions B Apply

Q
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To enter a new project complete the “Add New Portfolio Item” form and submit the item for review.
Each new item will need prior approval by a site administrator before it will be displayed within the
member’s portfolio section of the site.

# liturgical-consultants.orgrwp + New SEO

Howdy, newb75601 [§.]

Screen Options

# vashboare Add New Portfolio Item
et Publish
My Portfolio )
Save Dral
My uliv Praject Information .
Status: Draft
Add New

Project Description: <® Visibility: Public

Move to Trash

o nu Submit for Review

Skills
Project Team:

skills  Most Used

Year Completed

Location:
Year:
(4] Images Featured Image

R Set featured image
Upload Image 1 Upload Image
Upload Image 2 Upload Image
Upload Image 3 Upload Image
Upload Image 4 Upload Image
I

Hinlnad Imamn &
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UPLOADING IMAGES TO A PROJECT

To upload images you can click on the “Upload Image” button for each of the 12 images. This will display
the upload image form. The media library tab will display previously uploaded images which you can
select from. To upload a new file you will need to click on the “Upload Files” tab. From this tab you can
either drag your images to the page to upload or you can click the select files

Upload Image x

Upload Files  Media Library

Upload Image x

Upload Files | Media Library

Drop files anywhere to upload

or

Select Files

Maximum upload file size: 8 MB.

Select
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Once you have uploaded an image, you can change the Title and Caption of the image by using the form
located on the right side of the page. Once you have completed this, please use the select button on the
bottom of the page to add the image to your project.

Upload Image x

Upload Files =~ Media Library

Al diIZI Search ATTACHMENT DETAILS

20120928-dsc9247.jpg
April 29, 2015

49 kB

620 =414

Edit Image

Delete Permanently

URL  htop//wpadmin.liturgical-co
Tite  20120928-dsc9247

Caption

Alt Text

Description

Select

UPLOADING/SELECTING A FEATURED IMAGE FOR A PROJECT

For your project to display within the member portfolio section of the site you will need to select a
featured image. By clicking the “Set featured image” link the system will display the same form discribed
in the uploading images section above. You have the ability to select an image that you have already
uploaded or you can upload another image to set as the featured image.

Featured Image

Set featured image

ACLS Website Directions for Members_05-01-15 Page 9 of 10



Gi D

Once you have entered all of the information for your project and added the featured image you can
submit your project for review by clicking the “Submit for Review” button. Or if you would like to save
your changes and come back later to complete your project you can click on the “Save Draft” button.

Publish

Save Draft
¥ Status: Draft

&> Visibility: Public

Submit for Review

Mowe to Trash

Your project will display with the pending status on your “My Portofolio” page until it has been
approved.

Howdy, newb75601 £

@ A liwrgical-consultants W0 + New SEO

Screen Options

& Dashboard My Portfolio
0] Media Mine (1) | All(2) | Published (7) | Pending(1) | Trash Search Portfolio
My Portfolio Bulk Actions |z| Apply All dates |z| Filter E 1 item
My Portfolio 1 Title Date Blocked?
Ac J [l This is a test project - Pending 201 N0/
Last Modified
= Profile
1 Title Date Blocked?
Oc enu .
1 rtem

Bulk Actions IZ| Apply

Thank you for creating with WordPress. Version 4.2.1
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