VCN WordPress documentation:

Adding entries to the online "Community Resources" listings.

http://www2.vcn.bc.ca/community-resources/


Notes: 
·  You must have a specific VCN WordPress account in order to access the dashboard area.

·  In the following directions, you may not find it necessary to actually click on some menu items, simply hovering the mouse over the item may be sufficient to select it. In addition, there may be a short delay between selecting a menu item and seeing a result on-screen. Be patient.

·  As of this writing, VCN is using the WordPress Business Directory Plug-In Version 3.6.4 by D. Rodenbaugh to maintain our community resource listings. However, the information may be useful with other versions as well.  Extensive documentation on this plug-in advanced features and video tutorials are available at: 
http://businessdirectoryplugin.com/quick-start-guide/
1. Log on to your account at:
http://www2.vcn.bc.ca/wp-login.php
2. This will display the VCN WordPress "dashboard" screen which allows you to edit and maintain parts of the website. The column on the extreme left hand side breaks everything down into sections.  Look down the column, and click on the "Directory" item. A small menu to the right will appear, click on "Add New Listing"
3. This will display a text editor where you can create the new listing. Near the top where it says "Enter title here" fill in the name of the organization or service.
4. In the larger text editing section enter a full description of the service or organization. The row of icons at the top gives you basic word processor features, such as bulleted and numbered lists.
·  Important: If you are copying and pasting texts from a word processor do small sections at a time. Pasting whole pages can have unexpected results when published to the web.
5. Below the text editing area is the "Listing Fields" section. If applicable, enter the organization's full webpage address in both the "Website URL" and "Link Text" areas. Please test these addresses before hand to help ensure there are no broken links in the directory.
6. Now, on the right side of the screen, find the "Directory Categories" scroll box and select the appropriate category for the listing. Note: Some categories are indented in the list, meaning that they are subcategories of the categories immediately above them.
7. Scroll your browser back up to the top of the window. On the far right-hand side, in the "Publish" section, click the preview button. This will open up a new browser window (or tab) to view how the final listing will be displayed. Important: Do Not use the editing buttons provided in the preview window as they can have unexpected results. It is better to close the preview window and returned to the full editor for further corrections, or final publishing. 
8. If further corrections are needed, make them and repeat step 7. If everything is fine, close the listing preview window (if you still have it open) and click the "Publish" button (which is usually coloured blue) to post the listing to the website. Updates take effect immediately and are live on the web.
9 Always confirm the listing by opening another browser and going to the VCN community resources website at:
http://www2.vcn.bc.ca/community-resources/
You should see the listing under the appropriate category. Remember to refresh the page if you already have it open. 
10. Make sure to log out of your VCN WordPress account by choosing the small icon next to your username in the extreme upper right-hand corner of the screen and selecting "log out".
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