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Team Member Editing

On the left toolbar, click “Team” (picture to left)

Team Module (picture below):

1. “Add New” will let you add a new team member.
2. Clicking on the name of a team member will allow
you to edit that member. Hovering will give you more

options (see next page)

3. The position will show on the webpage, so make

sure it is correct.

4. The group will determine WHERE the team member
shows up on the page (or if they show up at all).

5. When did you publish this team member? This may
affect the order that they appear on the website. You can
edit this in “Quick Edit” by hovering over the team
member’s name and selecting “Quick Edit.” See next page

for more...
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Team Member Editing

You can get to Quick Edit by hovering over the team member’s name.

Quick Edit: The more current the date, the higher the team member is on the page;
the farther the date is in the past is the lower they are on the page.

Team Add New
All (1) | Published (1)

Bulk Actions | Apply All dates

¥ | Filter

Search Persons

1 item
Title Photo Position Group Added
Basic Matrix President Team Published
Edit Quick Edit | Trash View Clone C 1.min.ago
Title Photo Position Group Added
Bulk Actions ¥ ply 1 item
Team | Add New
All (1) | Published (1) Search Persons
Bulk Actions ¥ | Apply All dates v Filter 1item
Title Photo Position Group Added
QUICK EDIT Team Groups Crder Q
Title ‘ Basic Matn)d | Team * Status Published v
Slug basic-matrix
Date O1-Jan ¥ 18, 2018 @ 21 : 27
Password e
Title Photo Position Group Added
Bulk Actions ¥ | Apply 1item




Team Member Editing
Adding a New Person:

Add New Person
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Skills

1. Type in the person’s name. The page will automatically name itself after that person.



Team Member Editing

Optional:
2. This is the bio. Whatever you put here will appear on the website.
Put the position of the team member here.
4. The “Location” can have information like the years of experience or any other important
tidbit. It does not have to be the location the person is at.
5. The phone number to reach this person can be put here.
Important:
6. Set the featured image of the person.
a. It helps to have a picture that is small, like 640x640. To help you, we suggest the
FastStone Photo Resizer from http://www.faststone.org/
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All products work on XP, Vista, Windows 7, Windows 8.x and Windows 10

Products
s FastStone Image Viewer 6.4 Freeware (Last Update: 2017-09-12)

An image browser, converter and editor that supports all major graphic formats including
BMP, JPEG, JPEG 2000, GIF, PNG, PCX, TIFF, WMF, ICO, TGA and camera raw files. It has
a nice array of features such as image viewing, management, comparison, red-eye

removal, emailing, resizing, cropping, color adjustments, musical slideshow and much
more.

downioad [l
_ FastStone Capture 8.7 Shareware (Last Update: 2017-11-28)

£ Faststons Capture A powerful, lightweight, yet full-featured screen capture tool that allows you to easily
~ capture and annotate anything on the screen including windows, objects, menus, full
| | | | screen, rectangular/freehand regions and even scrolling windows/web pages. It also

allows you to record screen activities and sound into video files.
e —_

FastStone MaxView 3.1 Shareware (Last Update: 2017-01-31)

A fast, compact and innovative image viewer that supports all major graphic formats. Its
intuitive layout lets you view images in a variety of ways. It even lets you view images in

password-protected ZIP, RAR and 7-Zip archive files directly and instantly, which is a
perfect solution for viewing private images. It is a handy tool for quickly viewing,

- | rotating, resizing, cropping, annotating and printing images.

download

FastStone Photo Resizer 3.8 Freeware {Last Update: 2017-02-17)
An image converter and renaming teol that intends to enable users to convert, rename,
resize, crop, rotate, change color depth, add text and watermarks to images in a quick

and easy batch mode.

read mor!' | download .

Copyright ® 2017 FastStone Soft - All Rights Reserved

b. A neutral background in the image helps for consistency.

7. Select what group they are in. You can make new ones, but groups will appear where
they are coded to appear, so some groups may appear in different places.

8. Notice above the Publish button is the date which you published. You can click “edit”
and adjust the date to adjust where the team member sits on the webpage they are on.
You can pick any date that you would like, but it affects the order that the team members
are shown on the webpage. Older dates = further down on the page; newer dates = higher
on the page; future dates = not published yet.

9. Publish = live on the webpage.
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