Website editing instructions

GENERAL INFORMATION

LOGIN DETAILS

The login details are as follows:

Login link:

https://staging.michelserresclimatecrisis.com/wp-admin/

Username: Johnson

Password: TypesOpenFall006

Both are case-sensitive.

When you log in, you will see some instructions on how to edit the pages on your site.
VIDEO TUTORIALS

The onsite instructions contain a link a Video Tutorials website which will provide visual
tutorials for basic editing techniques using the WordPress editor. Looking at the Video
Tutorials is a good way to get to know WordPress if you are new to it. Note that the Video
Tutorials only cover the WordPress editor techniques. You will need to follow the onsite
instructions on how to access your pages and edit your content.

Training Videos Login Link

https://bsmsupport.co.uk/

Username: (do not enter email address if asked — use password below):
Training

Password:

PeachMangoCatLemon-007

Both case sensitive.

After you login, you will see blue links to the videos at the top and bottom of the page.
Click on either.

THINGS YOU CAN'T EDIT

There are some things a content editor cannot edit:
-the basic structure of the site

-the site’s design and colour scheme

-menu structure


https://staging.michelserresclimatecrisis.com/wp-admin/
https://bsmsupport.co.uk/

Website editing instructions

If you require changes to these elements, you will need to contact us. There may be a
charge depending on the scale of the change.

If you need to add a new page, tell us its title and where it will appear on the menu and
we will add a blank page for you. There would be no charge for this.

IMAGES

Note that any images uploaded to the site are automatically resized to 2560px wide.
This process can take a few minutes, we advise that you upload your images at the
beginning of an editing session so they will be ready for use when you edit your pages. If
you can, itis advisable to resize images before upload to 1500px width. This will help
save on web space usage.

EDITING SUPPORT

Advice on how to edit your site is part of the yearly support we offer on all our sites. You
only need to email me (studiowebsites@gmail.com) with your query. We stop short of
doing the editing for you, but we will do our best to answer any questions and point you
in the right direction.

Please do not struggle for hours trying to work out a problem. In computing, guessing
invariably does not work. It is best to leave your editing and drop me an email asking for
advice. The answer is usually something simple, but not always obvious.

PAID FOR EDITING SERVICE

If you ever find you do not have the time to edit your site, you can always use our paid-
for content editing service. Just send me a brief and we will reply with an estimated
cost. The cost of paid-for editing may be less than you think, allowing you to use your
valuable time more productively. Our average update invoice is about £20 (+/-
depending on what needs doing). Small updates that take less than ten minutes are
usually free (eg change of email address, fixing a typo).

If you require regular updates (for example, if you run a blog, or make regular news
updates) and would like us to maintain your site for you, we will set up a maintenance
account. All you need to do is email your text and images and we will take care of
everything. The cost of adding a blog post ranges between about £8 and £10, depending
on the complexity of your post and the number of images. We add the charge to your
account each time we do some work on your website and invoice when your account
goes over £50.


mailto:studiowebsites@gmail.com
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DETAILED INSTRUCTIONS ON HOW TO EDIT YOUR WEBSITE
How to edit your website's content

Your website has two types of editable content:
1. Branching out Blog Posts.
2. Page text (such as Home, Bio, Hope, Links, etc.)

They are edited in slightly different ways.
2 Adding/Updating a Blog Post

Your Branching Out Blog Page age consists of separate items or 'posts' which are added
via the Posts tab to the Dashboard Menu.

Each blog post has a category:

Natural Contract

The Common Story
Global Communications
Hope

Categories are important because they tell the site where to put a particular post. For
example, a post with the category Natural Contract will appear under the Natural
Contract tab on the Branching out page.

To add a new Post (or to edit an existing Post), first click on the Posts tab. You will see a
list of existing posts.

@ Dashboard Posts In‘iﬁcst

A Posts The Divi-Modules — Image Box license is not active. Activate Now

All Posts

Add Post All (4) | Published (4) | Bin (5)

Categories

M
Bulk actions v

Apply ' All dates v All Categories v ‘ Filter ‘

07 Media

Title Author Categories
| Pages 9

@ Hope Post — Coming Soon sunnydays Hope
£# StackCache

© Collapse Menu

Common Story Post — Coming Soon sunnydays The Common Story

Global Communication Post — Coming Soon sunnydays Global Communications

Natural Contract — Coming Soon sunnydays Natural Contract

Title Author Categories

| Bulk actions v ‘ Apply '

To edit an existing post, click on the Post title. This will open the standard WordPress
text editor.
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1
Hope Post - Coming Soon \ Publish v oa

Permalink: https//staging.michelsenreschimatecrisiscom/hope-post/

Here you can:
1. Change the title
2. Change the text (and add images via the Add Media button)
3. Change the category (if necessary only)
4. Click onthe blue Update button to save your changes

We have provided training videos that cover the use of the WordPress text editor; see
details below.

To add a new post, click on the Add Post button.

@ Dashboard

A Posts The Divi-Modules — Image Box license is not active. Activate Now

Posts

All Posts
All (4) | Published (4) | Bin (5)

Bulk actions Vi ‘ [ Apply ‘ All dates v All Categories v ‘ Filter ‘
q; Media
) Title Author Categories
M Pages
~] Hope Post — Coming Soon sunnydays Hope
¥ Comments : 2 - °
£¥ StackCache
Common Story Post — Coming Soon sunnydays The Common Story
(4
~] Global Communication Post — Coming Soon sunnydays Global Communications
Natural Contract — Coming Soon sunnydays Natural Contract
] Title Author Categories
Bulk actions v H Apply ‘
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Add Post

Addtite & L e

This will open a blank Post where you can add your details:

1. Add the title

2. Add some text

3. Add some images

4. Choose a category for the post (IMPORTANT)

5. Click on the blue Publish button to save your changes
You can then check how the post looks and repeat the process as desired.
Responding to Comments

Over time, you may receive comments on your blog posts. To approve a comment, visit
the Comments tab where you will see a list of comments. You can approve.

Select the comments tab and roll your cursor over the comment you wish to respond to.
You will see these options:

1. Approve a comment so it will appear on your website (comments will not appear
until they have been approved)

2. Unapprove - this will remove any comment from the site

3. Reply - this will open a text editor where you can reply to the comment.
4. Quick edit - you can change the content of the comment

5. Spam - markitas spam

6. Bin-move the commentto the bin

Adding/Updating all other Pages
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To edit a page, click on the Pages tab to the left of this area. You will see a list of your
pages.

@ Dashboard i 8

Bulk actions v ‘W‘ ‘ All dates v ‘ ‘7\/ W|

O Title # Author DF Page Categories
() Bio— Divi sunnydays -
~) Blog — Divi sunnydays —
() Contact — Divi sunnydays —
[(J Cookies sunnydays s
() Dev Blog — Divi sunnydays —
() Foundations — Divi sunnydays —
() Global Communications — Divi sunnydays —
[C) Home Page — Front Page, Divi sunnydays —
() Hope — Divi sunnydays —
(7J Links — Divi sunnydays —
() Natural Contract Blog — Divi sunnydays —
() Natural Contract Intro — Divi sunnydays —
[7) The Common Story — Divi ‘ sunnydays —_

Click on the title of the page you want to edit.

For example, when you click on the title of the About page, the editing screen will look
like this:

@ Dashboard Edit Page | Addrage

A Posts The Divi-Modules — Image Box license is not active. Activate Now

07 Media

W Pages Bio

All Pages Permalink: ichelserresclimatecrisis.com/bio ‘ Edit ‘

Ad

B Comments @ (D) The Divi Builder
£¥ StackCache B
© Collapse Me
I I

I I Bio Text
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The labelled grey bars represent your content areas. Click on the three horizontal lines
to open the editor for each named section on your page.

For example:

1. If you want to edit the title text on the page, click on the grey lines on the Page Title
section (circled in green 1). This will open a text editor and you can make your changes.

2. If you want to edit text on your bio page, click on the grey lines on Bio Text section
(circled in green 2). This will open the media library where you can choose or upload a
new image.

This is how the text editing screen looks:

Text Module Settings

Content

Text
Body:
Visual Code
Paragraph v B q§ - = (13 = = = & = it 3 = = oy

| was brought up in Leicester in the UK. At sixteen, | left school without any qualifications and started a routine and very boring office job.
After sticking with it for a couple of mind-numbing years, | was fortunate to meet someone who encouraged me to think about returning to
education and even consider university (what!). After enrolling at a college and getting encouragement for the first time from some inspiring
teachers, | got a place at the University of York and studied English and Philosophy. | then worked as a lecturer and manager in further
education colleges in London and Bristol for many years. Besides the work commitments, | always had an interest in wider studies,
particularly politics, sociology and philosophy.

| became drawn to the work of the French historian and philosopher Michel Foucault and decided to return to study. As a part-time student at
the University of Bristol, | studied for an MSc and a PhD. My thesis focused on some of Foucault's work and covered philosophy, human
geography and history.

In more recent years, as a university lecturer and then as an independent scholar, | have turned to study Michel Serres’ reflections on the
planetary emergency. | have published articles about Serres’ ecological philosophy in several academic journals, including Environmental
Humanities (2021) Cultural Geography (2022), Theory, Cuilture and Society (2023) and Angelaki (2024).

The research for these articles has taken me to consider a range gl aaligs an the climate emergency from journalists, climate
| A ——.

Save & Exit

When you have made your changes, don't forget to click the green "Save and Exit"
button.

Then check how your page looks on the front end of the site.

Tip: Itis a good idea to have two tabs open in your browser - one showing the editing
screen and the other showing the front end of your site.

Note: Any areas in green are known as 'global elements' and any changes made to these
will affect all instances of the element on the site.
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Note: Caching issues may be a problem when saving your work. For example, you may
save your changes and then find that they are not showing on the front end of your site.
In fact, if you have saved your changes, they will have been made at server level, but
your web browser is showing you an old version that it has stored for you. The solution is
to clear your browser's cache (consult your browser's support on how to do this) or to
try looking at your page on a completely different computer or mobile phone. If the
problem persists, try again in a few hours. If the problem persists, please getin touch
and we will investigate further for you.

Editing Images

If you want to change an image on the page, first upload your image to the media library
via the Media tab on your dashboard. Then go back to your page editing screen and
choose the Image box. Follow the instructions to upload the new image from your image
library. View the training videos for more information on how to upload an item to your
media library.

Note that any images uploaded to the site are automatically resized to 1200px wide.
This process can take a few minutes, we advise that you upload your images at the
beginning of an editing session so they will be ready for use when you edit your pages.

WordPress Training Videos

On our training site, you can view some general WordPress training videos. If you are
new to WordPress, we strongly advise you look at the videos as they provide a good
introduction. There are videos on how to upload images, how to display images, how to
add links to your pages etc. To view the videos, click on the member login link below.

https://bsmsupport.co.uk/

Username: (do not enter email address if asked — use password below):
Training

Password:
PeachMangoCatLemon-007

Both are case sensitive.

After you login, you will see blue links to the videos at the top and bottom of the page.
Click on either.

Paid-for Editing Service

WordPress can be difficult to master. If you do not have the time or technical inclination
to edit your site, you can always use our paid-for editing service. We charge by the hour
for our time. Our average update invoices are between £15 and £30 (depending on what
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exactly needs doing). Just email your brief and any media you want to include to
studiowebsites@gmail.com.

Editing support

If you have any queries about how to edit your site, please email
studiowebsites@gmail.com or liz@bookwebs.co.uk Please give full details on what you

are trying to do, what page, what image, what the problem is etc. We aim to respond
within 24 hours but in busy times, response time can be up to 48 hours. We do not offer
editing support during stated holiday periods.


mailto:studiowebsites@gmail.com
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