
1

W E B S I T E  M A N U A L  F O R  E D I T I N G

BlueMatrix Technologies | 6201 Technology Dr.  Ste 113 | Frisco, TX  75033 | request@bluematrixtech.com



2

Table of Contents

WORDPRESS BASICS .................................................................................. 3

PAGES .............................................................................................................. 6

HOME PAGE EVENT CAROUSEL .............................................................. 7

MEDIA LIBRARY ............................................................................................11

ACTIVITIES SCHEDULE ..............................................................................12

SPECIAL OFFERS ........................................................................................15

SPA TREATMENTS .......................................................................................16

FREQUENTLY ASKED QUESTIONS PAGE ..............................................18

GUEST PRESENTERS ..................................................................................19

CULINARY EXPERIENCE ...........................................................................20

EDITING TEXT ..............................................................................................21



3

Exploring the Wordpress Interface

To access the WordPress dashboard, you’ll need to first log in to your 
WordPress website. Once you’ve logged in to your WordPress site, 
you’ll land here, the WordPress Dashboard.

www.lakeaustin.com/wp-admin

Users will have been assigned a username and password by the 
website administrator.  If you don’t remember your password 
please click the link that says “lost your password?” and you 
can reset it using your email address.
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Exploring the Dashboard The WordPress Admin Bar

The WordPress Dashboard allows you to control all of the behind-the-scene 
details of managing your site. Once you find your way around the dashboard, 
you’ll realize it’s really easy to use and navigate.

First we’ll take a look at the dashboard home screen. After you first log in, 
you’ll see a top welcome box from WordPress.  When editing the website the 
left side black box area will contain all of the sections of the site we will be 
updating.

The WordPress Admin Bar is the dark grey bar that goes across the very 
top of the screen once you’re logged in to your WordPress site.

To the right of the WordPress logo, you’ll see the name of your site. Hover 
over this and you’ll see a submenu to visit the front end of your site. This is 
how your site looks to visitors.

The last section on the left side of the Admin Bar is the + New link. If you 
hover over this link, you’ll see a submenu that will quickly take you to the 
add new screen for post, event, media, and page. All of these things can 
also be done from the navigation on the left side of the dashboard, but this 
link is great for getting these tasks done quickly.
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Most Commonly Used Dashboard Links

The Lake Austin Wordpress site is composed on mainly 5 elements.

POSTS - Press Kit Pages

EVENTS - Activities Schedule

PAGES - Site pages

MEDIA - photos, videos, and pdf files for use on the website pages.

PORTFOLIO - photo gallery for end users to browse.

The rest of the links in the dark gray 
sidebar are not needed.

Let’s start editing Pages 
and Activities
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Understanding Pages

The Pages section contains a list of all of the pages within the entire site.  
The home page is called the “Front Page” inside of Wordpress.

If you hover your mouse over the “edit” link you will be able to edit the 
home page.  If you move your mouse down to hover over any of the other 
pages you will be given the option to edit those pages by clicking the  
edit link.

Click the “Pages” link in the 
dark gray sidebar to view the 
website pages.

Type the name of the page 
you want in the search box 
to find it faster.

There are 115 pages 
inside of this website

Click “edit” to make 
changes to a page.

This is a page.  It is indicated as a blue link

This is a page.  It is indicated as a blue link

This is a page.  It is indicated as a blue link

Creates a New page.  
You should NEVER need 
to click this
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Home Page Event Carousel

When adding a new Event to the Carousel you will need to be sure and have 
the following pieces of information

IMAGE - Minimum of 4 x 6 size.

EVENT TITLE - Short but descriptive

EVENT DATE - Day of the week, and month/day/year  

EVENT DESCRIPTION - No more than 150 characters

LINK URL - Link to a calendar event or to a website page..

To edit the carousel you 
must click on the link at 
the top of the browser 
named “Edit Page”

You could also navigate 
to the “pages” menu and 
select the home page to 
edit.
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Wordpress view of the Event Carousel

Each event tile is called an Info Card Item in Wordpress. 
You will notice in the screen shot there are several rows of “Info Card Item” 
Each row indicates a different Event Tile within the carousel.

TO REMOVE AN EXPIRED TILE 

Hover your mouse over the info card until you see the green box appear.  If 
you click the trash can icon within the green box, you will delete the Info Card.

ADD A NEW INFO CARD TO THE CAROUSEL

Hover your mouse over the last info card in the list and click on the “dupli-
cate” symbol within the green box. The symbol looks like 2 pieces of paper. 
This will copy and paste the last info card.  You will use this newly pasted info 
card and edit the image, title, date, description, etc.

The “duplicate” icon is highlighted in the image below

Click and drag the “plus ar-
rows” to rearrange the order 
of the info cards in a different 
order/sequence.

Click the pencil icon to edit 
the info card’s image, title, 
date, link, description, etc.
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Editing the Info Card

When you click on the pencil tool to edit the Info Card, you will see a pop-up 
that looks like the screen shot on the left.

Leave the first 3 items alone.  They are not needed.

1. Start with the “Front Side Content box.  Click inside and delete the duplicat-
ed content and type the new event title that will appear on the front side of 
the flip card. This should be the Event Title.

2. The next box is the “Back Side Content”.  This is the Date and description of 
the event. Please keep the opening tag and closing tag and only replace the 
texxt in the middle.

<b>content</b>  The “b” stands for BOLD.  If you delete these “b’s” you will 
delete the Bold of the text.

3. The next box is Link.  Unless you have entered the event into the Activities 
Schedule, you will not have a link available for this box.  You must remember 
to come back to this page and paste the link, once you have entered it into the 
calendar.  Otherwise the button will not work.

4. Link Text.  This should always say “View Event”, so you should not have to 
edit it.

5. LInk Target will always stay the same as “self”. Do not change this.

6. Image.  Click the empty box with a green plus sign to edit/replace  
the image.

7. SAVE YOUR CHANGES: click the blue button

Click here to edit/replace image
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Editing Pages

Always save your page changes by 
clicking the “update” button before 
navigating away to a new page.

Don’t click this.

NEVER click this.
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Media Gallery
Uploading and Selecting Images

Use an image already 
inside of the Media 
Library by clicking on 
it, and clicking the blue 
“Set Image” button.

Once you have selected the image 
you want to use, click the blue 
button to save your selection.

To add a new image to the library, 
click on “Upload Files” and select 
the image from your computer.



12

Activities Schedule Updates

The Activities Schedule is called “Events” within Wordpress. You will click on 
the “Events” tab to see a list of all the events in the Activities Schedule.

Events listing

TO ADD AN EVENT

Click “Add New”

Enter the following information into the screen dialog boxes.

Image

Headline/Event title

Description

Special Instructions

Time and Duration

Location

Category
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Calendar Event 
Special Instructions

Click on the Green text to expand the accordi-
on and reveal the details.

Date and Time: Enter the date first and then 
enter the start and end times.

Indicate if this is a repeating event such as ev-
ery Monday or every other Monday.

Event Cost is always Complimentary or All-In-
clusive

Text Box: Enter the Event title and description

Specify an Featured Image
and Category



14

This is a close up view of the interface within 
Wordpress for specifying the difficulty levels 
and special instructions.

Click the checkbox to tell the system you 
have special instructions.

This will automatically add the pencil icon 
and the phrase “sign up at the activities 
desk”

Click the Difficulty Level to tell the system to 
display 1 of 3 possible difficulty level grades. 
Select the difficulty grade from the drop 
down. 

WYSIWYG Editor
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Specials Offers

Adding and Deleting Special Offers

1. Navigate to the Specials page and click “Edit Page”

2. Select the offer you would like to “edit” and hover over it.  You will see a 
green box appear with the pencil icon available. Click the pencil icon to edit 
the special offer. 

3. To delete the offer, click the trash can in the gray box.

Customer Facing Example

Wordpress Example

When creating a new Special Offer, please click the “duplicate” 
icon in the gray box area.  This will copy the existing special offer.  
Once the offer is copied/duplicated, you can click inside each 
section and edit the image, and edit the text.

This is much faster than recreating from scratch.

If you need to move the newly created offer to the top of the page 
or further down the page you can click the “plus arrow”  
icon indicated in the image below.

Remember to click “update” to save your changes.
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Spa Treatments

Each Green Row is a separate spa treatment.  

The resort visitors can select to view different categories of treatments. In 
Wordpress the green rows are contained within each treatment category as 
a nested element.

Here is an image from Wordpress showing the nested rows of text blocks.

When editing a spa treatment make sure you are editing a text block with in 
the correct category section. 

When adding treatments, the easiest way is to “duplicate” and existing 
treatment and edit.  This way the box keeps all of the margins and styles 
without having to recreate them from a “new” text box being created.
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FAQ Page

These questions and answers are collapsed inside of an accordion. Click the 
arrow to expand the accordion and reveal the answer to the question.
In the example here you can see the exapanded question about Children.

In Wordpress these paragraphs of text are edited the same as the rest of the 
site. The only difference is that the q&a are nested inside of sections similar to 
the spa treatments
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Guest Presenters Page

This is how each event appears on the website.  
It’s a 2 column row. The left column has an image 
and the right column has the text.

This 2 column row has formating applied to give 
the text a blue background and to give some 
spacing between the columns.

When adding a new Guest Presenter, please “du-
plicate” an existing row within wordpress, so that 
it copies all of the formating.  Then, all you have 
to do, is change the image and text within the 
duplicated row.

Do not click any of these icons. They contain 
the formatting that is already in place.

This tab bar indicates the Row,  To 
remove an event, click the trash can 
icon.  To add an event click the icon 
that looks like 2 pieces of paper.
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Guest Presenters Page

This is how each event appears on the website.  
It’s a 2 column row. The left column has an image 
and the right column has the text.

This 2 column row has formating applied to give 
the text a blue background and to give some 
spacing between the columns.

When adding a new Guest Presenter, please “du-
plicate” an existing row within wordpress, so that 
it copies all of the formating.  Then, all you have 
to do, is change the image and text within the 
duplicated row.

Do not click any of these icons. They contain 
the formatting that is already in place.

This tab bar indicates the Row,  To 
remove an event, click the trash can 
icon.  To add an event click the icon 
that looks like 2 pieces of paper.
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Culinary Experience Page

Each row on the culinary page consists of 2 columns. The 
left column contains the chef’s image. Underneath the 
image is the Menu Sneak Preview.
In the right column there is a text box that contains the 
data, title, and description.

Again, there is formatting applied that styles these col-
umns and rows.  The formatting also controls the way 
these 2 columns wrap on tablets and mobile devices.

When adding a new Culinary Chef please dupicate and 
existing row and change the image and text.  This will 
keep all of the formatting that has been applied.

Keep some empty space above and below each 
row to allow spacing

Use the icons in this tab section to create a new 
row or to delete a row.

Keep some empty space above and below each 
row to allow spacing

Hover your mouse over the text box that you want 
to edit. Click on the pencil icon to edit.

Hover your mouse over the text box and click on 
the pencil icon to edit.
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Editing Text

The text editor is very similar to what you have inside of Microsoft Word or 
any other program that does desktop publishing.  You have the ability to 
bold, italic, align left/right/center, hyperlinks, bulleted lists, etc.  

This text editor also allows you to style the text with pre-made styles.  
 
The Date: Monday, October 9,2017 is styled using an H3 style.
H3 stands for “heading 3”

To apply the pre-made style: 
Click and highlight the text you want to style.
Click on the drop down menu to select which style you want.

The Heading 3 represented 
here in font, and color is NOT 
representative of the actual 
styles. They only represent size 
heirarchy.

H1 is the largest
H2 is second largest
H3 is smaller than H2

The importance of H tags:
According to SEO best practice, each web page should only contain 1 H1 
tag but it can have multiple H2 tags.  It is for this reason that all of the event 
titles on our webspages use H2 for the Event title and not an H1.

H2 Tag is used for the event title.  It is represented “Blue” here because it is 
also hyperlinked to the activities schedule.

Event description uses the “paragraph” style which is the very first option in 
the drop down menu.

Save your changes 
before closing


