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1. How to create new Post?
Step by step on how to create a new post

| ‘2 Dashboard, o WFMU DEV updetes are avafable Fousn tvomn ront s slosse yiualen Jooay ! "

W WPMU DEV is almost ready - configure to enable all features!

[T Add New Post

| 5y Modia "o Publish

~

& Dinks SaveDraft @ P -
Fages
15 e UploadWroent HIML Htn: Dran {00
Cammants
. 3 % bamie dol lme g W o 0 oos | morw | ok | close eys Viseany Pablic £t
[5] Genesis tincrean

" Publeh immediately £oe

== Appesrance
'Iuvlnl T
\!

> Users
11 Teols

11| Settings

« Radiroct Monu —_— —_— G
) Fhotes \

7 Saminar & Sxhiditicos

# Uncategorized

a. Go to Dashboard.

b. Go to Posts and select “Add New”.

c. Enter the post title.

d. Enter the post content/ body.

e. Select the post category.

f.  Click “Publish”.
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2. How to create Post Category?
Step by step on how to create post category

Method 1

U.nﬂhauldlo WP DEV updetes are avaiiaiie "wase tgvate vour weadaley Uodaln 00y

# WPMU DEV is almost ready - configure to enable all foatures!

Categories Lo

Categories
2 Add New Catogory Bus Actions - Aoty
o Links
| Pages Nams 3 Namw Description Sl
Comments ' : \‘e e Photos s
B Denesle ) Seewnar & Latelitions R eeTaLs |
Appearance —
Frugns The ' . B ! e ot Uncatogeruee
| 2 Users
] Tools b
1\ Bettings Parent
Norw 2 Name Meweriptior
¢ Redirect Menu
Bul Actiors - Aoty
e y Amesdapestend
i conrlE
a. Go to Dashboard.
b. Go to Posts and select “Categories”.
c. Enter the category name.
d. Clik “Add new category”.
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OR

Method 2
When you adding a new post, you can also creat a new post category.

h Group 9 @ -+ New Howdy, admin -
Save Draft Preview
Visual | HTML Status: Draft Edit
del | ins | img | ul | of | li | code | more Visibility: Public Edit
gecaen I’ Publish immediately Edit
@ Categories
All Categories Most Used
Select / Deselect All
[7) Photos
[C] Seminar & Exhibitions
[ Uncategorized
(] Videos
+ Add New Cateqow@
Scenery @
: — Parent Category — L@ j
AN
rect @Add New Category
hAanlks tA biirm AR
a. Lookat “Categories” panel at the right side when you adding a new post.
b. Select “Add New Category”.
c. Keyin the category name.
d. Select the parent category (if any).
e. Click “Add New Category”.
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3. How to create new Page?
Step by step to create a new page.

"1 g V
Dashboard 6 WPMU DEY updates are available. Ploasy rovaw your avallable wpdates today!
b\

o Posts

m WPMU DEV is almost ready - configure to enable all features! /' Enter your free APl Key
4 Media
2 Uinks

|
@ Pages I Add New Page
Al Pages \\G Publish
ada vow (D)

Save Draft Prescsrw

» Commaents

Upload/Insen = HTML Status: Oraft £dn
[d Genesis -

b | ok bguode (del s mg Wl o [} code  moare Visiilty: Public Eg

| Appearance
v lookup chose tags fuliscroan % Publish im itely Ecil
57 Plugins

|
> Users \0 Move 1o Trasth \om
') Tools
1Y Settings Page Attributes
« Redirect Menu Paront

(o parent) :Lo
Template

Detaunt Termplate «|

Go to Dashboard.

Go to “Pages” and select “Add New”.
Enter the page title.

Enter the page content/body.
Select the page parent (if any).
Click “Publish”.

mo a0 o

4. How to upload media to Gallery?
Step by step to upload media into Gallery.
Refer to the image below.

Go to Dashboard.

Go to “Media” and select “Add New”.

Click “Select Files” button.

Select your files. (files may be in format of .ppt, .doc, .docx, .jpg, .png, .xIs, .xlsx, .pdf)

a0 o
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1) Dashboard WEMU OV upcising are synilable Plesse revew v0or svaliabie upciies Ridwey Viuh
La)
W Posts
m Ml WPMU DEV is almost ready ~ configure 1o enable all features!
i\ -~ .
Add New =k Upload New Media
& Links
[ Pages
| Commaents
000 __fide Upioad. ‘ '
« » |88 = @ | {u0oownloads e a
= N == 2 e man { Si'nt!:‘al\
¥ DEVICTS 0
= Maomms HD ok
. Kamate Div ¥
= Seitn 0dcseS0 LhaaseBat 90 [ h? el r
¥ SMANED 136C517614 00 BLUDALT nEeac
== webram's Mac
AL ? | ¥ou can ndd Stkes and doscriptons
K3 Desarop of
@ aowan 03¢6798dbcadc2 11c556a Snawaw ipg
A Applications Dedd? 3845 jpg
\ Doruments
* SEARCH FON Ge
I Today S
L1 Nasteertew =
__ Hide extension (_ Cancel ) [ ~Open )

Maximum upload file size: 1MB. After a file has been uploaded, you can add titles and descriptions.

2ea15a1782a5b39b55cc105519bc779

Hide
File name: 2ea15a1782a5b39b55cc105519bc7{79.jpg
File type: image/jpeg
Upload date: October 29, 2012
Dimensions: 98 x 130
Edit Image
Title *  2ea15a1782a5b39b55cc105519bc7179 @
Alternate Text
Alt text for the image, e.g. “The Mona Lisa"
Caption
Description
File URL http://water.utm.my/waste-water-treatment/files/2012/10/2ea15a1782a5b39b55cc105:

Location of the uploaded file.

Delete

Save all changes

e. Change the media title (if necessary).
f. Select “Save all changes” button.
Copyright © by Corporate Web Communication Unit,
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5. How to create Top Menu/Main Menu?
Step by step to create top menu or main menu.
Top menu/main menu* can be consist of custom links, page, and categories. In order to
built your top menu/main menu* from page and categories, first you need is to create
new page or new category. Refer previous content from this manual on how to create
new page and how to create new category.

.| Dashhoard o WPMU DEY upaates arw aysdalile: Psiiis cioem s0u v slbits wud T
A\

Fosts
i WPMU DEV is almost ready - configure to enabée all features! / Enter your free AP| Koy

* Meca
* LUnks
=1 Menus

. Pages

Comments

B owese . A—
|

wenn ()
Gust wt

TE COad® @ CUNIDM ANl ghve i B name 00w g chok Crasie Mens. Than chooss Rems ik

pagot. cajogunes of Oostom nka o e laft Solurmn 10 add to thie menu

you have acdod

=, Crag ang arop 10 pat thom in the onder you wart. You can dse
P HEON 0PSO

£ B 10 1

Whent 90U fave Driiahed Dotiing yOur Cusion manu. mase sars wou thok B8 Save Mang buten

Plugina

Users

a. Go to Dashbard.

. Go to “Appearance” and select “Menus”.

c. Enter the menu name. Put your menu name as Top Menu or Main Menu to differentiate
which menu you will select as your primary menu/main menu* and which menu will
be your secondary menu later.

d. Click “Create Menu”.

*main menu, top menu or primary menu is basically a same thing, explaining in different terms.
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Funding
Label UTM Main Page
\o Add to Menu Publications
E Patents
Pages @
- 5 Activities
Most Recert  View All  Search
# Home
™ About | Qallary
™ Activities |
@ Contact | Contact
# Funding |\o
™ Gallery 2

~1Message From Director
~} Patents
™ Paople

") Administration

4 »

) Head of Research Group

Ko Add to Menu
Categories ke

Most Used  View All  Search

Select All

~) Uncategorized
™ Seminar & Exhibiions \

@ Add to Menu

As stated before, menu can be consist of:
1. Custom Links OR
2. Pages OR
3. Categories
Below is step by step on how to create menu/top menu* based on:

1. Custom Links (Red Mark)

a. Insert your prescribed URL and put the menu label. (see above figure).
b. Click “Add to Menu” to add your link into the menu. (see red arrow).
c. Click “Save Menu” to save changes.

2. Pages (Green Mark)
a. Checked page/pages that you need to add into your top menu.
b. Click “Add to Menu” to add page into the menu (see green arrow).
c. Click “Save Menu” to save changes.

3. Categories (Blue Mark)

a. Checked category/categories that you need to add into your top menu.
b. Click “Add to Menu” to add categories into the menu (see blue arrow).
c. Click “Save Menu” to save changes.

*main menu, top menu or primary menu is basically a same thing, explaining in different terms.

Copyright © by Corporate Web Communication Unit, 9
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To activate menu, you need to choose which menu will be your primary menu/ main menu*
and which menu will be your secondary menu. This Associate Theme can support two menu in
a time. Refer to this example, we only use one menu which is primary menu/main* menu.

*main menu, top menu or primary menu is basically a same thing, explaining in different terms.
@ Links

[C] Pages

(= Comments

2| Menus

Theme Locations

[€ Genesis
Your theme supports 2 menus. Select which

g3 Appearance o menu appears in each location.

Themes Primary Navigation Menu
Widgets i Main menu v

Menus @

Custom sidebars Secondary Navigation Menu

Header Ll

Lazyest Stylesheet k

d. Go to “Appearance”.
e. Select “Menus”.
f. Determine your Primary Menu and Secondary Menu (if any).
g. Click “Save” button.
Copyright © by Corporate Web Communication Unit, 10
eUTM Office Of Corporate Affairs,

Universiti Teknologi Malaysia



@UTM

Manual for Website Development Using Wordpress for Research Group Site

6. How to make Dropdown Menu and Parent Page?

Step by step on how to make dropdown menu and parent page.

Dropdown Menu:

\ My waste Water 7
A Dunhbouo‘ a

< Posts

WPNAU DEY updatos sem svailadie. Plosss oo your mnlsie shaus

ml WPMU DEV is almost ready - configure to enable all leatures!

1) Media
¢ Links
21 Menus

Pages

;- Comnmsenta
Theme Locations
[@ Genesia

Manus (b
Clommom sidetn

X

Man menu

Plugine

Y Users Custom Links
T} Tools e

17 Settangs

¢ Rediret Menu

Main menu
e N Man manu

ad new foo-eenl pag

Poople

Resoarch

Funding

written by Aeisyah Hanum

(¢ Bz

a. Go to Dashboard.

Go to “Appearance” and select “Menus”.
c. Dragthe menu to the right, to make it become submenu. (submenu also a dropdown

menu).

d. Click “Save Menu” to save changes.

Copyright © by Corporate Web Communication Unit,
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Parent Page:
Parent page can be set up while you creating a new page.

) Dashboard WPNMU DEV updates ure avadiable: Floase roview your s GAIRS gy
W Posts
W WPMU DEV is almost ready ~ configure to enable all features! /' Enter your free API Key
11 Media
& Linky

RSN L /od New Page
AN Paoes Publist
Add Now ko iz

Ssve Draft Previow
o Comments
Uploadinsen (9 HTML Status: Deaft £2)
[@ Genesis
O/ Unk D-ouole d&l | s mg - ul ol A cooe Visibisty: Public Egnt
T Appestance o : e
mote ORLD COsE 180y iscreen =5 =
Pubiish immedistely St
L7 Pluging
T} Tools
77| Settings Page Attributes
r Redirect Meny Parent
(M0 paren] \o .l
Tempiate

Detaut Tormgrate «|

Order

Nead help? Lise the Halp 18D In the uppsr right
of your scroen

a. Goto “Pages” and select “Add New”. Follow steps on how to create new site until you
insert the page content.

b. Look at Page Attributes on the right side of the page. You may select the parent page for
current new page.

c. Click “Publish”.

Copyright © by Corporate Web Communication Unit, 12
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7. How to set up Widget?
Step by step on how to set up a widget.

Home Middle #1 #2 #3:

o + N .

.} Dashboant WPHU DEV updetes are avabuiie Faann ivaes v salalle sl 100 e
Home Middle =1

Posts
M WPMU DEV is almost ready —~ configure to enatile al festures!

* Media
Y Leks
B baaa :— Wldgets ko'.l! Wha We Are
Camments ‘-”u We Are Lo
Avadlable Widgets
[ ceeain e a0 1300y Mg
L Aspmarance ot oy ot S ey
o Archives Calendar ‘-'Y‘;:::'»ll"'"ﬂ' 2500 AROCiyiod with the Tammont and rouse of
mopu‘ " A o> 2 i\
™ b DS VR[S AGT  rp DaA DS SReaE Moo
Categones Canlom Menu
l'\uqln-” CGermals - Catogery Menu Gemeals - ohwwa and Updaies
T1 Tools Nave Deer Gonenls - Pastured Page ) ALAEnA Loy 202 Sanagragiie
19! Setiings [heginys teefLmed DI Wi PuTmrady Detle | Ciome L\om
*. Redirect Menu Goresls - Fastured Posts Gonosls - Lasest Twoets
a. Go to Dashboard.
b. Go to “Appearance” and select “Widgets”.
c. Drag Text Widget to Home Middle #1 section on the right.
d. Putthe widget title.
e. Insert widget content. It consists of image, some discription and read more link. Image

must be in the size of 286 pxl (width) X 70 pxl (height). Upload the image file first into
Gallery and copy the File URL. Then paste it when you insert the widget content using
HTML code.

f.  Click “Save”.

Insert the widget content:

Text: Who We Are

Title:

Who We Are
(  put your image URL here

<img src="hitp:Awww.utm my/weelfiles/2012/09/hp_map-
€1348105088884.Jpg"/> The aim of the research group is not only to treat

solution for the issues associated with the treatment and reuse of
wastewater.
UASIEIEL ( widget description

<a href="http://water.utm.my/ipasa/about">Read More</a>
. read more link

UTM Copyright © by Corporate Web Communication Unit, 13
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Home Bottom #1:

w,'\:\,,- My Sites Waste Water Treatment Research Group 9 Howdy, admin .

(s} Dashboard o WPMU DEV updates are available: | Screen Options Help Home Middle #1
L7 Please review vour available upd

& Posts This is the first column of the home middle

5] 4 . section
(5 Media w WPMU DEV is aimost ready — configure to enable all f¢
@’7“ Links Text: Who We Are

[C] Pages

|7 Widgets

(2 Comments — e
ome Middle #2

[ Genesis Available Widgets

Appearance Drag widgets from here to a sidebar on the right to activate them Home Middle #3

Drag widgets back here (o deactivate them and delete their

Themes settings.
Widgt‘als Lo T Home Bottom #1
Menus
Custom sidebars A monthly archive of your site's posts This is the first column of the home bottom
Header section
i Calendar
Background : i
e A GO GLVOUEANE'a paa @ Genesis - Featured Posts: News & Hig
£ Plugins Categories k RS Genesis - Featured Posts: Recents Pul
88" Users A list or dropdown of categories I
a. Go to Dashboard.]
b. Go to “Appearance” and select “Widgets”.
c. Drag Genesis- Featured Posts widget to the Home Bottom #1 section on the right.
d. Setup the widget.
e. Drag Genesis Featured Posts widget to the Home Bottom #1 section on the right.
f. Setup the widget.

To set up the widget:

a. Putthe widget title.

b. Set up the widget as figure shown.
c. Click “Save”.

UTM Copyright © by Corporate Web Communication Unit, 14
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" Genesis - Featured Posts: News & Highlights

Title:
News & Highlights Lo
[ -
Category: All Categories - M Show Post Title

(] Show Post Info

Number of Posts to Show: 2 [post_date] By [post_author_posts_link] [t

Number of Posts to Offset: 0 Content Type: Show Content Limit |

Order By: Date LI Limitcontentto 270  characters

More Text (if applicable):
Read More...

(o

Sort Order: Descending (3, 2, 1) j

, () Show Author Gravatar To display an unordered list of more posts
5 from this category, piease fill out the
Gravatar Size: Small (45px) Ll iormation below:
Gravatar Alignment: - None - | Title:

@]Show Featured Image Number of Posts to Show:

Image Size:
home-bottom { 150x130 ) :l (] Show Category Archive Link

Link Text:
More Posts from this Category

Delete | Close Lo

Image Alignment: Left j

Repeat the steps to set up similar widget.

Home Bottom #2:

Repeat the steps to set up widget as shown in previous manual on how to set up Home Middle
#1 #2 #3.

UTM Copyright © by Corporate Web Communication Unit, 15
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First, you must design a header image with the size of 960 pxl (width) X 120 pxl (height) to be

upload to the site.

" Links
] vaget = Custom Header
) Comments Heoader Image
[] Genesns Paovies
R 0
g Seht mass YOU CaN LODEN & CLUSIOM NEAOKS SNAS0 10 DE SNowm & D 100 of pour Sl N0 of DO st one On Me Nax] 200man you vl De
TSP Images of exactly B350 = 129 plesfs wi be used a5 s
¢ - L !qalvlr Jp u;dLo
2 Usern
o o 0 file Upioad.
) Youls —
fete Inage <o ‘ = 0] | & Desatop n a
17 Settings ! — ‘ Igz_‘l
) Reditect Meny iy This Wil remove the hoaty _‘j‘ Machtoss wD ! ;
Fomsowe Meader I -30 t_-l Ok o tategoryd o toverl 1Dy m
Moader Text * \HARFT
B Canuetan s M =
Pt Teat @ Duwrasoe it win) B wunge —_— i+
s webtoam's Mo
Y [head ) ong ] medial jog
LF J oo oo I —
D aman a —=
N Apoliesara >
" Dotemesn: .
VOB e media2 jpg mensl jpg » B4
.- ; _ Hide extension . (T-v;;I; f‘Eou
a. Go to “Appearance” and select “Header”.
b. Select “Browse”.
c. Selectyour file.
d. Click “Upload”.
e. Uncheck box.
f.  Click “Save Changes”.

Copyright © by Corporate Web Communication Unit,
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9. How to make Featured Slider?
Step by step to set the featured slider.

+ Posts
_ wm WPMU DEV is almost ready - configure to enable all features! /' Enter your free APl Key

All Posts

Add New@ '
i g s Add New Post

Tags

Media Publish
& Links Save Draft Preview

Pages Upload/insert Visual | HTML Status: Draft Edit

@
£ Comments b || / || link || b-quote || del | ins || img | ul | ol | li | code Visibility: Public Edit

E Genesis more | lookup || closetags | fullscreen %] Publish immediately Edit

[Tl Appearance
PRSNTC) - )

£ Plugins
& Users 3
= Categories

Tt Tools

All Categories = Most Used
[2%] Settings

Select / Deselect All
©) Redirect Menu :

o Sider{
[0 Photos
1 Seminar & Exhibitions

a. Go to “Posts” and select “Add New”. Then, follow steps on how to create a new post.
b. Set the post category as Slider (follow steps on how to create new category).
c. Click Publish.

1! Dashboard YWPNU DEY updates e nyaliable. Piesss rvview your avuiladie upoatss Ramyd
v Posts
W WPMU DEV is almost ready ~ configure to enable all features! /7 Enter your free AP| Key

(4 Media
# Links @
¥ Genesis - Slider m Reset Sett
L Pages b= ngs

Commaernts

Genests Slider Settings

@_B Type of Content

Thame Setings
SEQ Setings Would you Sk@ 10 use DOSIS or pagas?  post @

ImportExpornt
POTVCXpor By Taxonomy and Terms

README — ry
Choose & %erm 10 oetermine what siidas % include, -Shider } .l

Slider Settings kg

|7t Appearance

Ll which calegory, 1ag or ofhar taonomy 108 to exclude {1,2.3 4 lor example)
[F Plugina k

Exoiude try Taxonomy 0

' Users
T?To! Inciude or Exchade by post ID
ool
il
Choose tha includs / extiuce siides uaing Iher post / pags 1D i 8 comma-saparated st (1.2.3 4 for exampie)
|AY Settings

Sewct vl
) Rediroct Menu _

d. Go to “Genesis”.
e. Select “Slider Settings”.

UTM Copyright © by Corporate Web Communication Unit, 17
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Select “Post”.

Choose “Slider” as a term to include in the slides
Set other general settings for the Genesis Slider.
Click “Save Settings” to save changes.

= Sge o

(h) Set other general settings for the Genesis Slider.

Genesis Slider Settings

Type of Content

Would you like to use posts or pages? post j

By Taxonomy and Terms

Choose a term to determine what slides to include. :-Slider |

Exclude by Taxonomy ID

List which category, tag or other taxonomy IDs to exciude. (1,2,3,4 for example)

Include or Exclude by post ID

Choose the include / exclude slides using their post / page ID in a comma-separated list. (1.2,3,4 for example)
Select :I

List which post IDs to include / exclude. (1,2,3.4 for example)

Number of Slides to Show: 5
Number of Posts to Offset: 0

Order By: Date :J

Order: Descending :‘

UTM Copyright © by Corporate Web Communication Unit, 18
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Transition Settings
Time Between Slides (in milliseconds): 4000
Slide Transition Speed (in milliseconds): 800

Slider Effect: Select one of the following: Fade LI

Scroll Loop (only applies to scroll options): Loop slides :I

Display Settings
Slider Width (in pixels): 870
Slider Height (in pixels): 353

Navigation: () None @ Arrows

Content Settings

) Do not link Slider image to Post/Page.
@ Display Post/Page Title in Slider?
@ Display Content in Slider?

Select one of the following: Display post content :]

More Text (if applicable): [Continue Reading]

Limit contentto 150  characters

Using this option will limit the text and strip all formatting from the text dispfayed. To use this option, choose
"Display post content” in the select box above.

Slider Excerpt Width (in pixels): 300
Excerpt Location (vertical): Bottom j

Excerpt Location (horizontal):  Right j

UTM Copyright © by Corporate Web Communication Unit, 19
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written by Aeisyah Hanum

To activate Genesis Slider, you need to follow this following steps:

ﬁ;‘ My Sites Water Treatment Research Group 9 [ J 4+ New Howdy, admin .
{3} Dashboard ‘o WPMU DEV updates are available: Please | Streen Options « | | Help .

review your available updates toa: Sldebars
5~ Posts

Create a new sidebar
Media w WPMU DEYV is almost ready - configure to enable all features!
Header Right

& Links &
[C] Pages

== )@| Widgets Primary Sidebar
(= Comments

[e Genesis Available Widgets

f& Appearance Drag widgets from here to a sidebar on the right to activate them. Drag

widgets back here to deactivate them and delete their settings.

Secondary Sidebar

N Featured

Widgets o Archives

Menus A monthly archive of your site’s posts TR e Rk sesion
Custom sidebars @ Genesis - Slider

Header Calendar

Background A calendar of your site's posts Tie;

Lazyest Stylesheet

£ Plugins Categories To configure slider options, please go to
i slider Setings -
A list or dropdown of categories the; Slider Setings page.

& users

Delete | Close ‘o m
Th Tools

Custom Menu

Settings Use this widget to add one of your custom
a. Go to Dashboard.
b. Go to “Appearance” and select “Widgets”.
c. Drag Genesis- Slider widget to the Featured section.
d. Click “Save”.
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