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Dashboard

Site opens with the dashboard.
Don’t worry about any update
notices. LH will deal with these.

On the left-hand menu select
“Pages” then “All Pages”




Select page to edit

* In the list of pages hover
over “News” and then
click on “Edit with
Elementor”. This will
open the News page for
editing




Editing News page

* Here you will see the Pauline
Simons Retirement news item. To
add the next news item we can
duplicate the Pauline Simons
item and the edit the content.

* Hover over the Pauline Simons
news item and in the top left-
hand corner you will see a grey
box appear. Hover over the grey
box with your mouse and then
right-click. A menu willcome up - ‘ ek e AN
and the select “Duplicate”. ; — «

* This will create a duplicate item




Editing duplicate item

* We now have our duplicate T3
that we can edit.

* Ontheright-hand side is
dialogue box called
“Structure”. If this is in the
way you can close it using
the [x] in the top right-hand
corner.




Editing duplicate item heading and
content

* The item consists of three

components: Heading, . MsocT o
Content a nd Image° — e omeigyou ke 0 s o s ko then st o by kg

* Hover over the Heading in —
the duplicate and click S
once. R

* Onthe left-hand side the
Edit Heading dialogue will
appear and you will see the
Pauline Simons Retirement
text appear.

* You can now edit the edit
with your news heading.
Similarly, you can edit the B
content with your news Tk ot g
item. To edit the image is
slightly different.




Edit news item image

* Clickonimage once and the Edit Image .
dialogue will appear on the left.

* Hover over the image in the Edit Image
dialogue and “Chose Image” will pop up.

* Clickon“Chose image”.

* Insert Media will appear. You will see the
images that have already been uploaded.
To upload right-hand news image, click
on “Upload Files”. Here you can click and
drag or select afile.

* Go backto Media Library tab and your
image should now be in the library and
ou can selectit. (Blue tick will appear)
hen click on “Select” in the bottom right-
hand corner of the media library.

* This will take you back to your Edit Image
dialogue and you see your image has
changed.




Edit layout order

* Once your new image has appeared
in your news item you can change
the order by simply clicking and
dragging the item so you could have
image followed by heading and then
content.

We will post current news here to keep everyone updated on what’s going on at the Conservatory Club
and with the Mid Surrey Dementia Care. We hope to keep this as up to date as possible so you know

what’s happening and when.

If there is something you think needs to be said in our news section then please let us know by clicking

contact us above.

Pauline Simons Retirement

In October 2024, and after 13 years of working
with us, the Club said farewell to our Senior Club
Manager, Pauline Simons. It wasn't Pauline’s
choice to leave us but when it became clear her
ill-health would result in a very long absence, in
her usual unselfish way, Pauline put the Club first
and took the difficult decision to retire.

During Pauline’s absence, the trustees managed
aspects of Pauline’s role that we felt it unfair to
expect her temporary cover to take on. That has
helped all of the trustees to become fully
appreciative of all the work involved in the role:
work that Pauline took in her stride to ensure the
smooth running of the Club.

And from the photo, you'll see that Pauline’s
commitment extended to giving up her free time

to staff a booth in the Swan Centre during a

Tvews item heading goes here

7
.49

My news content goes here




Publish news item

* |Inthe top right-hand corneris an eye
icon. Clicking on this will open a new
tab and show what your “News”
page will look like.

* If this is okay, go back to the Edit
“News” tab and then click on the
pink “Publish” button. The button
will change from pink to black

‘ement
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To exit and log ou

* |Inthe top left-hand corner click
on the three-lineicon and then on
Exit to WordPress.

* This will take you back to the
dashboard

* You can log out in the top right-
hand corner
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Complete log out

* You will be taken back to @
the login page and here you
can click on “go to Mid

Surrey Dementia Care
Trust” which will take you to

Username or Email Address

the live site and you can

click on “News” and you ©
should see your new news
item.

Lost your password?

» +~ Go to Mid Surrey Dementia Care Trust

Privacy Policy
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Additional new items in the future

* Go through the previous steps to
the edit page and when you get
to the menu you can duplicate
again. To delete an old item,
click on the “Delete” in the - |
menu. —_
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