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(General

Once you have logged into the site with the ‘editor’ role you
will see a cut down menu at the left hand side of the
dashboard. We have tried to strip out all the unnecessary
or little used functions to keep it as simple as possible.

Here’s a quick rundown of the most important items.

Media

This is where the media library lives, where all your images
and other files are stored and can be uploaded to.

Pages

Seems to speak for itself, but can be a little confusing. One
thing you won't find listed here are the villas. That's
because they are not actual pages, but what are called
‘custom posts’ and are generated by the booking system —
more about that below.

However, all the other pages on the site including all the
destination pages you will find here. You can click on a page
in the list to view or edit a page. You can also add new
pages.

Accommodation

This is where you manage all the villas (you will sometimes
find them referred to as accommodations or
accommodation types — these are just the titles that are
hard coded by the booking system. You’ll soon get familiar
with them.)

Bookings

Here is the place where you can manage all the booking
details regarding the villas and maintain a calendar showing
bookings and availability.

There is a lot of functionality here, and together with the
accommodation section represents a very powerful
management system which is the basis of most of the top
commercial packages.
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The Divi Page Builder

The platform used to create your system has been
created using the Divi page builder. You have
chosen to use a custom designed look, which
means you will need to become familiar with Divi
to edit Villa details and region pages. Fortunately,
it is a very visual platform, and we have made the
structure as simple and intuitive as possible.

We will take you through the essentials as we walk
you through the steps to create Villa information
and edit the region pages.

We have created dummy pages and post templates
with placeholder text and images, so all you will
need to do is insert your own content.

Basic principles

We use the terms ‘Staging Site’ and ‘Production
Site’. The Production Site is the live platform. Best
Practice is always to work on a staging site — then
only when we are totally happy do we push it ‘live’
onto the production site.

The host takes daily backups, so in the event of
some dire mistake or crash, we can always roll
back to the previous day’s version.
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How to add a new villa — a

step by step walk-through.

Step 1.

Login to the site using your username and . T
password. Once logged in to the dashboard, from como e ::':i/.” —
the menu on the left, select Accommodation > Add | ' %" . | j

Villa i R estinations

Step 2.

Add New Accommodation Type

Now we need to set up some basics. On the blank "Addtitie -

page, enter the name of the Villa in the box right at \

the top where it says ‘Add title’.

On the right hand side scroll down the list of
Accommodation Categories, and select the
Destination Region (Note: Don’t tick the box by the All Accommodation Categories
country, just the region —e.g. ‘Corfu’ not ‘Greece’. Jsed

This ensures your villa is listed on the region page. () Greece
() Athens

Accommodation Categories A

[ | Ithaca

[ ] Kea
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Step 3.

Before we start building the Villa page, there are a
few things you may want to do. Go to the box
marked ‘Excerpt’ half-way down the page, and
enter a few descriptive words — e.g. “Sleeps: 10 +
sofa bed, Price Guide: From €18,000 — €28,000
June & September — Price on Request”. This is the
text that will appear under the Villa image and title
on the region listing page.

Excerpt

Sleeps: 10 + sofa bed, Price Guide: From €18,000 - €28,000 June & September - Price on Request

Excerpts are optional hand-crafted summaries of your content that can be used in your theme. Learn more about manual excerpts.

Featured Image — This is the main big image that
appears on the Villa page, and the smaller image
that is used on the listing on the region page.Now
go down to the foot of the right hand column, and
click on ‘Set featured image’. This will open up the
media library, and you can either choose your
featured image (if you have it already uploaded) or
upload one. Choose your image and click ‘Set
featured image’ at the bottom right.

AUU galery

Featured Image A

Set featured image
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Step 4.

Fill in other details. These don’t automatically
appear on the Villa details, as you have chosen not
to, however, they will show in your listing on the
back end so they will be important when you are
searching for villas. So you can fill in the capacity,
size and other details to store in the database.

Capacity
Adults [1 \
Children ‘ 0 ‘
Size, m? ‘ 0 ‘
Other
View ‘
City view, seaside, swimming pool etc.
Bed type \

Set bed types list in settings.

Available Services
Available Services

(7) Car hire (£50 / Per Day / Per Accommodation)

+ Add New Service
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Step D.

Now it’s time to start building your page. Click on AddNew Accommodationype

. . . . Villad
‘Use the Divi Builder’. You'll see the options — | Villademos / -
. . ;) , Permalink: http://staging3.sjvillas20.co.uk/3gfommodation/978, ‘ﬂ‘
Build from scratch’, ‘Choose a Premade Layout’ or
‘Clone existing page’. Choose ‘Choose a Premade

Layout’.

| @ Add Media ‘

Paragraph v B I = i €6

e
i
lil
(\o

CHOOSE A PREMADE LAYOUT Ccy

on't Choose from hundreds of world-clgfs Jump start

outs premade layouts or start from any g your anothel

existing saved layouts.

- R -

The ‘Load from Library’ page opens — click on
‘Your Saved Layouts’ and choose. ‘Villa -
Accommodation type’

Load From Library

Premade Layouts Your Saved Layouts Your Existing Pages

Your Saved Layouts Your Existing Pages

2 Layouts

Villa - Accommodation Region Page lavout
type 4 ge layou
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The edit page opens. You can edit and build here —
it’s like a wireframe view. But we recommend you
use the Visual Editor — this is a great tool where
you can see just what you are building!

[ Villa demos \

Permalink: 3.sjvillas20.co. illa-demos/| Edit

Return To Standard Editor Build On The Front End

() The Divi Builder

So, click on ‘Save Draft’ at the right hand side to
save your work, then hit the ‘Build On the Front
End’ button above the purple bar.

| Villa demos J/

Permalink: http://staging3.sjvillas20.co.uk/accommodation/villa-demos/

Return To Standard Editor Build On The Front End

@ The Divi Builder

WARNING: Once you’ve started building a page in
Divi, never click the ‘return to standard editor
button’ or you will lose all the work you did on that
page in Divi.
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Step 6.

Now you will see the template page.

The title is already at the top, and the
big featured image you chose (you
can always change this later if you
decide you don’t like it).

Below this are three columns where
you can enter text. There is a green
bordered row that contains the three
text blocks each contained in black
borders. Ignore the green row —it’s
the text boxes (called modules) we
want.

If you mouse over the cog icon, it will
say ‘Module Settings’ click that and a ——

text editor opens, where you can ‘R LY

replace the placeholder text with your
own. All the setting here should be
familiar.

There are a few other options here, but we are just
concerned with the body text. When you have
finished a module, just click the green tick to save
it. Repeat for the other two boxes (modules).

Below this is the image gallery, but we'll skip that
for a moment.

Go to the description, the big text module at the
base. Again, click on cog icon on the black panel —
the text editor opens, just as before and you type
or paste your description in here.

When you have finished, just click the green tick
to save it.

DESTRATIONS ,  IWANT 10BEST ABOUTUS PRESS  CONTACT OGN

Villa demos

SEE R

Text Settings

Content Design Advanced

Body 2 O ® O i

ADD MEDIA Visual Text

il
il
&2
o H
©

0

Accommodation:

First Floor

« 2 master bedrooms (double heighgceilings),
en suite bathrooms, private veranda:

Ground Floor

« 2 double bedrooms, en suite bathrooms

« 1 double/twin bedroom, en suite bathroo
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Step 7.
The image gallery.

Again, mouse over the black menu in the module
and click on the gear icon. A gallery settings panel
opens and you can delete the

placeholder images (click on  JrSmmerm-—

the little dustbin on each pic)
and rep|ace them Wlth new Content Design Advanced

ones from the media library. + Filter
Click on the grey ‘+’ to add
new images.

Images

Images ? O

, year round sunsets are part of its unique po

When you're finished, click on the purple disk at ering 180 degrees vi@hs from every room of
the bottom of the page. A box appears at the which makes you f your floating abow
bottom right. Choose to save the draft, or publish
your page.

ical feel. There are large olive trees, a bespoke tropical fruit orchard with mangos, lemons, limes, mulberry pomegranate, grapefruit,

ay of herbs from Asia & Europe. Including chilies, basil, lemongrass, rocket and citrus caviar.

and 05 m@?r‘s& ° ce ’e o@u d host small bespoke events. Its dark manganese oM 2 MM saveDraft | Publish
f

s. Moroccan pots meet modern finishes and architectural horsetail planting give in edge rarely seen

& sJvillas 20 + New Edit Accommodation Type Exit Visual Builder %# Clear Cache

Then go to the top of the page on the
black menu bar and click to ‘Exit the Villa ¢
visual builder’.
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Step 8.

One final important step.

Okay, you’ve successfully created the Villa you
need to make it live so that it links to the system
and can be used in the calendar and the booking
system.

This is called ‘Generating the Accommodation’.
It’s a very simple step — go back to the dashboard
(on the top black menu bar hover over the site
name at the far left, and click on ‘Dashboard’ from
the dropdown).

On the left-hand menu go to ‘Accommodation’,
select ‘Generate Accomodations’ from the fly-out
menu.

Simply select the villa you have just created from
the ‘Accommodations type’ dropdown, and click
the ‘Generate’ button.

That’s it all done, you’ve got a new villa that’s
linked to all the platform facilities. You can go back
at any time to edit it no need to generate it again.
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General editing tips and hints.

You’ll soon gather there are a number of ways to
edit pages and content.

1. Via the dashboard — when you
are logged in, you can use the
menu on the left to open Villa
details (under Accommodation) - 5 =
and pages, such as region pages.
Just open up the list, choose an
item and click on ‘edit’. This
usually opens up in the back end

be really useful, as it also shows

the right hand system menu where G meE
you can select featured images
etc. Editing content in this view is
really easy, just select a module by
its black menu block and click on the gear icon.

IMPORTANT: To save in this view click on ‘Update’
in the right hand column.

WARNING: Once you’ve started building in Divi,
never click the ‘return to standard editor’ button or
you will lose all the work you did in Divi.

You can always switch to editing in the visual
builder, by clicking on ‘Build On The Front End’.

2. From the page view — when you are logged in,
you can view the site like a normal visitor. However,
as a logged-in user, you will also see the narrow
black menu bar at the top. Navigate to any page
and click on the ‘Edit Page’ link in the menu bar and
it will open the back end editor for that page.
Alternatively, you can click on ‘Enable Visual
builder’ (recommended) and edit the page in real
time, on the front end. When you are finished, save
your work, and click ‘Exit Visual Builder.’

view (or wireframe view). This can

Divi Page Settings a
Dot Navigation:

| off v |

Hide Nav Before Scroll:

‘ Default v ‘

Publish a

‘ Preview Changes ‘
9 Status: Published Edit
@ Visibility: Public Edit

i) Publis n: 29 Nov 2019 at 16:58
Edit

Move to Bin

Accommodation Categories a
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Copying and pasting text —
important hint.

If you're copying and pasting text from another
source, such as a website, email or even a word
document, what you paste may not look as it
should.

The reason for this is that the source you are
copying from may have bits of hidden code that
are used to format the original... but are no use to
us. Worse, they may make a mess of how our
content is rendered.

There is an easy and safe way to get around this

When you open the text editor to paste your
material, open up the 'Text’ tab first. (If you are
replacing some original material delete everything
there) Then simply paste your copy in.

Text

B O d 'y‘ ? D ~ D

ADD MEDIA

4
™
N

Once you have pasted your copy, swith back to the
‘Visual’ tab to do any formatting.
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Save... save... save

Do get into the habit of saving your work regularly.
You'll find that Divi is very good at reminding you
when you need to save. However it’s good practice
to get used to saving at the end of each action.

There are a couple of ways to save, depending
upon which action you are doing. With the back
end editor, if you’re working on a page which has
already been created, just hit the update button
near the top of the right-hand column.

If you're creating a new page remember to save a
draft, or publish the page.

If you're editing on the front and, using the visual
editor, you need to click on the purple disk at the
bottom of the page. This opens a box on the right
where you can click to save a draft or publish.

You will, however, find that the system is helpful
and will prompt if it thinks you have not saved.

cal feel. There are large olive trees, a bespoke tropical fruit orchard with mangos, lemons, limes, mulberry ,pomegranate, grapefruit

y of herbs from Asia & Europe. Including chilies, basil, lemongra rocket and citru viar

and ° "»,@W‘xe.r ° 0@ ow d host small bespoke events. Its dark manganes Q\OM Save Draft

occan pots meet modern finishes and architectural horsetail planting give in edge rarely seen

Saving and publishing

It’s worth just pointing out the difference between
saving and publishing. When you save anything
new, it’'s safely saved as a draft. That means it
doesn’t show up on the page or anywhere. If you
want a new page or post to appear, you need to
publish it. You can check the status of any item on
the backend.
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Working with Images and the
Media Library

The Media Library

To access the media library, simply go to the left- Folders/' IR New Folder
hand menu, and right near the top, you will see B | (B oues
‘Media’ — click on that and select Library. z

This is where all your images live. You will see that =~ = s

we have already built a folder structure to organise B Plcehoider mages

» [ Africa & Morocco

your images. The core of this follows the pattern

‘country > region > villa.” No villa folders have g e
been created yet (except Villa Spiros in Levkada as B Thaiand
a demonstration). B i sumba

B Vietnam
As you start to create villas, it’s useful to create a
villa folder inside the region folder, then upload all » @ France
your images here. There is no need to do it all at - B Greece
once you can add them as you go. Bn Athens

BB Cephalonia
B corfu
To create a villa folder, simply click on the region B Hydra
to open it, then click on New Folder at the top. il twia
Give it a suitable name, and that’s all there is to do. By ke
~ B levkada
BB vilia sp...

It may be useful to point out that the media library b
can contain all types of media, not just images. You
may want to add videos here, or even all the
documents or PDFs relating to a particular villa, all
in one folder.
Adding images to the library
Simply open the folder you want, then click ‘add Media Library,nm-.,‘\

new’ at the top. Then you can drag and drop H
images or upload from your computer.

Tip: You may want to name your images before
you upload them. Also don’t worry if an image is in
e

the wrong folder, you can just drag and drop it to -

move to another folder

COPYRIGHT © 2020 ONE MARKETING LTD. VERSION1.1 E&OE 14



Adding images to pages and villa posts

In most cases the pages and posts have
placeholder images. All you need to do replace the
image with your chosen selection selection.
Easiest way is to open the page or post, enable the
visual builder, navigate to the module and change
the image.

There are just one or two special cases you may
need to be aware of:

Destination page — hero image.

These are the big header
images which are actually
backgrounds to the top
section.

On the front end, using the
destination menu, navigate to
the region you want

With the visual builder
enabled, mouse over the top
left hand corner of the image
and a blue menu block is visible. Click on the
cog icon ‘Section Settings.’ In the panel that
opens select ‘Background’ — mouse over the
image, at the top right, choose the cog icon
again and the media library opens.

Either choose an image or upload a new one.
Then at the bottom right of the page, select
‘Upload an Image’.

Close the section settings panel by clicking the
green tick, then save your page.

Content Design

Background

Background

Advanced

+ Filter

v
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Villa Post — featured image

The big image at the top is automatically pulled
from the featured image you select when
building the villa post. Don’t worry if you didn’t
select one — its really easy to do.

Just choose the villa you want from the
Accommodation > Villas menu on the left (or
create a new villa). Go to the bottom of the far
right column — click on set featured image —
Either choose an image or upload a new one.
Then scroll up to ‘Update’ or ‘Publish’. See ‘Step
3’ on page 4.

Note: The Featured Image is also the one that is
automatically chosen for the villa thumbnail
that appears on the region page listing.

Villa Post Image Gallery.

This is really easy to build. If it’s a new villa post
you are creating just follow the instructions in
Step 7, on page 9. If you want to change or add
gallery images to an existing page, open the
page and enable visual builder. Then select the
gallery (black menu and click the cog icon).
Continue as in Step 7, on page 9.

Quick Image tip.

Before you press that ‘upload image’ button.
Just quickly check the image display settings. In Attachment Display
most cases the default is for ‘full-size” —that’s Settings

the size of the image as uploaded. -
Align\gent |_None 7|

For most of the jobs you'll need to do, such as
changing a region ‘hero’ image, that will do fine. Link Qg None J

Featured images and gallery images are handled size (_Full Size - 2560 x 1707 %]
automatically by WordPress.

But if an image doesn’t look right when it’s on

the screen — just check that it’s the right size.
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Image Sizes and Quality

The quality of images that appear on your live site depend upon the quality and size of
the images that you upload. The larger the image size the better for the big images
(‘hero’ images and featured images), but if the images are too large they slow the site
down.

The wide image size is dictated by the biggest screen, which is generally the ‘desktop’
size screen. WordPress will generally handle the scaling of images to the smaller sizes.

For the large images, the width should be 2880 pixels wide. For simplicity’s sake, at this
stage you can upload all images at 2880 pixels wide and let WordPress handle the
scaling. (As you get more experience, you may want to make other images such as
gallery pictures smaller, say 1080px wide).

Jpeg or .png?

The choice is not particularly important in this case. Jpegs are generally better for
photographs. They scale well and are usually smaller in file size. Png files are good when
sharpness is needed or when parts of the image are needed to be transparent, and
allow backgrounds to show through.

How to scale images?

If you need to scale images for upload (always scale down, never up!) you may already
have software on your computer to handle this — Macs’ ‘Preview’ will scale, crop and
rename images for you.

However, it's usually easier and quicker to bulk resize images. A really useful online
resource is Birme.net. You can upload images of varying sizes, set the download size
and the format you need, and it will convert them and download them to your
computer in a single zip folder. It will also rename and automatically number them for
you, saving a lot of work when you add them to your library.
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How to edit a region or
destination page — a step-by-
step walk through.

Step 1.

Most of the region page is already built for you. All IWANT 10BEST ABOUTUS PRESS HELP CONT
you will really need to do is change the big ‘hero’
image. If there was already text from the old website,

Africa and Morocco

we will have pasted it in — if not you will need to add As'aan.dpam ' :nya
Australia lorocco

it. The details of villas in the region are added o E——

automatically by the system. R . South Africa
France , Zambia

You first step is to change the placeholder image to a
real one. The easiest way to do this is to navigate to

the destination you want using the main menu (make T Enable Visual Builder % Clear Cache
sure you are logged in first).

Greece

When the page opens, click on ‘Enable Visual Builder’
on the top, black menu bar.

Now move your cursor up to the top left-hand corner
of the place-holder image and when the little blue
menu block appears, click on the blue cog icon.

The section settings menu opens. Click and open the
‘Background’ tab. Mouse over the top right of
thumbnail image. Click on the cog icon and the media
selection page opens.

1. If you are uploading a brand new image — drag and
drop your new image onto the page. (NB. you can
choose a folder to upload to, or you can move it
later).

Section Settings

Content Design Advanced

2. If you have already saved an image to your media
library — click on the ‘media library’ tab, navigate Background ~
to the image you want, select it and click ‘Upload il AL LA
an image’ at the bottom right. I

|
If you don’t need to edit the text, you can click on the & EE::;-&& ] ;>
purple circle button at the foot of the page, the ‘save’ —
box opens, click save. Then click on ‘Exit Visual '
Builder’ on the top, black menu bar, and you're all
done.

Use Parallax Effect

If you need to edit or paste text, go to Step 2.
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Step 2.

If you’re not moving on from Step 1, but just
looking to edit or add text, navigate to the
destination you want using the main menu (make
sure you are logged in first).

When the page opens, click on ‘Enable Visual
Builder’ on the top, black menu bar.

Simply scroll down the page over the left hand text
box, as you mouse over, a black menu box opens
click on the cog icon.

way of life, it has always been a
viewing. How about mixing safar

A text settings box opens and you can simply edit
or add the text you require.

Text Settings

Content Design Advanced

If you want your text introduction to appear in the | e
gold serif font, select the text you want, make sure | " ~

Body

it's in its own paragraph separated from the rest of

Visual Text
the text by a line break, then use the text editorto v -8 7= =2 ¢ «w === =
. . Br S UAa-m L EEH QO

set it to Heading 6.
Kenya speaks for itself. Famous for the relaxed and spoiling way
NB: Check the ‘Copying and Pasting important L e o
hint’ on page 12. to experience the true Kenyan way of life?
When you are done click the green tick to save
your work.
Click on the purple circle button at the foot of the
page, the ‘save’ box opens, click save. Then click on » - c, »

‘Exit Visual Builder’ on the top, black menu bar,
and you’re all done.

Important: do not delete edit or alter the text box
in the right hand column or else your villa
information will not appear on the region page!
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