Exploreyouruniverse.org user guide.

1/ How to add a new blog entry

1. Select ‘Add new’ from ‘Posts’ left hand menu
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You are using WordPress 3.4.2.
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2. Enter Post title and Post content
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3. Select a Blog categories sub category checkbox only from ‘Categories’ panel.
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4. Add Tags (optional). If you add the tag ‘Featured’ the post will be featured.
The most recent featured post will appear on the homepage.

5. Add Featured image. Click ‘Set featured image, please upload an image at least
800px x 600px’ and then drag and drop your image into the dashed box.

@)  Explore your universe [ J + New Howdy, ollyuser [l

Set featured image, please upload an image at least 800x600px

From Computer From URL Media Library

Add media files from your computer

Virgin_Galacti

Select Files ) SLRMER|L

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 3mb. After a file has been uploaded, you can add titles and descriptions and also add to the
front end resources library.



Explore your universe [ J + New Howdy, ollyuser .

Set featured image, please upload an image at least 800x600px

From Computer From URL Media Library

Add media files from your computer

Select Files

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 3mb. After a file has been uploaded, you can add titles and descriptions and also add to the
front end resources library.

Virgin_Galactic_VSS_Enterprise_Free_Flight_3 Hide

File name: Virgin_Galactic_VSS_Enterprise_Free_Flight_31.jpg

File type: image/jpeg

Iinlnad Aata: Naramhar 90 2042

The image will start uploading automatically, when it has finished please scroll
to the bottom of the window.
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Set featured image, please upload an image at least 800x600px
Description
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None File URL Attachment Post URL
Enter a link URL or click above for presets.
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Use this Image Use as featured image Delete

Save all changes

niverse.org/beta/wp: i load.php?post_i imag

And click the Use as featured image’ link, to save the image.



‘\‘-};‘ Explore your universe @@+ New Howdy, ollyuser [l

Set featured image, please upload an image at least 800x600px
Description

Link URL hitp: P )12/12/Virgin_Galactic_VSE

None File URL Attachment Post URL
Enter a link URL or click above for presets.

Show in frontend )Yes

library @®No
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Use this Image Delete

Save all changes
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Once the featured image has been saved you can click on the black shaded
background to return to the main page. You should see the image you have
uploaded in place of the link you clicked previously.

Explore your universe Howdy, ollyuser .
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Thank you for creating with WordPress. Version 3.4.2



6. Save and publish. Click the blue ‘Publish’ button to publish your blog entry.
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The page will reload and you will see ‘Post published’ message if you have been
successful.
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2/How to add a new event

1 Select ‘Add new’ from ‘Posts’ left hand menu
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2. Enter Event title and Event content
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3. Select the ‘Events’ Category checkbox and an ‘Events’ sub category checkbox.

‘\";‘ﬂ Explore your universe [ J + New Howdy, ollyuser .
Ore Cou © =
Categories
Events only
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Featured Image

Set featured image, please upload an image at

4. Add Event Booking form link and Event hash tag (excluding the #)

5. Add Tags (optional). If you add the tag ‘Featured’ the event will be featured.
The most recent featured Event will appear in the sidebar widget and the 4 most
recent events will feature on the ‘Events’ page.

6. Add Featured image. Click ‘Set featured image, please upload an image at least
800px x 600px’ and then drag and drop your image into the dashed box.

(W) Explore your universe [ J + New Howdy, ollyuser .

Set featured image, please upload an image at least 800x600px

From Computer From URL Media Library

Add media files from your computer

Virgin_Galacti
Select Files CVSS__3.ipg

You are using the muiti-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 3mb. After a file has been uploaded, you can add titles and descriptions and also add to the
front end resources library.



Explore your universe [ J + New Howdy, ollyuser .

Set featured image, please upload an image at least 800x600px

From Computer From URL Media Library

Add media files from your computer

Select Files

You are using the multi-file uploader. Problems? Try the browser uploader instead.

Maximum upload file size: 3mb. After a file has been uploaded, you can add titles and descriptions and also add to the
front end resources library.

Virgin_Galactic_VSS_Enterprise_Free_Flight_3 Hide

File name: Virgin_Galactic_VSS_Enterprise_Free_Flight_31.jpg

File type: image/jpeg

Iinlnad Aata: Naramhar 90 2042

The image will start uploading automatically, when it has finished please scroll
to the bottom of the window.
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Set featured image, please upload an image at least 800x600px
Description

Link URL http://exploreyourt P 012/12/Virgin_Galactic_VSE

None File URL Attachment Post URL
Enter a link URL or click above for presets.

Show in frontend )Yes

library @®No

Intended for Science centre staff j
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(_) Full Size (1600 x 988)

Use this Image Use as featured image Delete

Save all changes

niverse.org/beta/wp: i load.php?post_i imag

And click the Use as featured image’ link, to save the image.
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Set featured image, please upload an image at least 800x600px
Description

Link URL hitp: P )12/12/Virgin_Galactic_VSE

None File URL Attachment Post URL
Enter a link URL or click above for presets.
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Save all changes
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Once the featured image has been saved you can click on the black shaded
background to return to the main page. You should see the image you have
uploaded in place of the link you clicked previously.

7. Fill in Event details: Start time, End time, Start date, End date and location.

‘\‘;‘ﬂ Explore your universe [ J + New Howdy, ollyuser .
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8. Save and publish. Click the blue ‘Publish’ button to publish your new event.
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The page will reload and you will see ‘Post published’ message if you have been
successful.



3/ How add to the Resources library

1. Select ‘Add New’ from the ‘Media’left hand menu
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2. Drag and drop the media item you wish to upload into the dashed box, the file
will start uploading automatically. You can upload pngs, jpgs, gifs, word
documents and pdfs.
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3. When your item has uploaded please scroll down.
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File name: Virgin_Galactic_VSS_Enterprise_Free_Flight_3.jpg
File type: image/jpeg
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Dimensions: 1600 x 988

Edit Image
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4. Fill in the caption and description and then check ‘Yes’ next to ‘Show in frontend
library’. There are then two dropdowns that need selecting that add categories to
the media.

u’f\,‘ Explore your universe [ J + New Howdy, ollyuser .

Edit Image
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Save all changes

Thank you for creating with WordPress. Version 3.4.2

5. When finished click ‘Save all changes’ and your item will be added.



4/ How to add a Youtube video

1. Load the YouTube video you wish to add in your browser and then copy the
address from the top bar.
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2. Select ‘Add Video’ from the ‘Media’left hand menu
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3. If your copied YouTube video url was...

https://www.youtube.com/watch?v=3gfs FAITTs

...you would add ‘3gfs_FAITTSs’ into the Youtube Key’ field and then a ‘Title’ of

our choice and click ‘Add video’.
@) @ exploreyouruniverse.org/beta/wp-admin/upload.php?page=add-youtu (< ] &-‘l' lorem ipsum dolar Q; E]
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Thank you for creating with WordPress. Version 3.4.2

4. Next click ‘Library’ from the ‘Media’left hand menu...
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5. From the library please click ‘Edit’ next to the video you just uploaded.
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6. Fill in a caption and description and then check ‘Yes’ next to ‘Show in frontend
library’. There are then two dropdowns that need selecting that add categories to

the media.
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7. When you have finished click ‘Update Media’ and your YouTube video will be
added, the latest 4 videos added will show on the homepage.



