AGLOWNET BEAVER BUILDER “How-To0”

WORDPRESS RESOURCES
e BeaverBuilder Community forum - https://community.wpbeaverbuilder.com/

MEDIA MANAGER
To upload a new graphic to the Media Library

e In the Dashboard menu choose Media > Add New
e Drop files to upload or Select Files from your computer and choose Open.

O 8 nhitps://aglownet.org/wp-admin/upload.php

s @ Aglownet g Stats © L] + new smartsider @8 @ werorms [E] ) Events  Updraftelus

Recnbcard Media Library e

Drop files to upload

or

S—
w1 Media ‘ Select Files e

Library

Add New Maximum upload file size: 3 MB.

B | Al mediaitems v | | Alldates v | I Bulk select ‘ Search

r Builder

SPEAKS

K Plugins : . ¢

e C(Click on the file you just uploaded and fill out the information at the right
o Alternative Text (tool tip that comes up when mousing over a graphic), Title, Caption,
and Description (for search engines).

o File URL - When you want to insert a PDF into a page this is where you’ll find the URL
o Delete permanently option at bottom right

Attachment details

ss58

v

Hats for the homeless
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Note editing capability such as Crop, Rotate Left or Right, Flip, Scale. Click on Edit Image to access these options.

Attachment details >

I H crop } I £81 Rotate left ] [ & Rotate right ] [ B Flip vertical ] [ B3 Flip horizontal SCALE IMAGE @

Original dimensions 481 = 640

New dimensions:

IMAGE croP @
Aspect ratio
Selection:

%

THUMBNAIL SETTINGS @

Cancel

Current thumbnail

Apply changes to:
(®) Al image sizes
() Thumbnail

() Al sizes except thumbnail

PAGES
Open Existing Page

_type=page

d 2 B + New SmartSiider B @ werorms [ ) fvents  UpdraftPlus

Pages Add New e

All(18) | Mine {12) | Published (18) | Trash (1) | Cornerstone content (0) | Beaver Builder (7)

e In the Dashboard menu choose Pages.

. . . . . Bulk actions ~ || apply | | All dates ~ || All SEO Scores w || Al Readability s¢
e This brings up a list of all pages in the site. = - - - .
About Aglow rick = Published

Add New Page

2014/05/01 at 5:15 pm

e Inthe Dashboard menu choose
Pages > Add New at the top next to Pages or  RaTES
underneath pages 3 werorms

e Inthe new page Add Title o R

e Click Launch Beaver Builder

H=

Add title €— o

~)  About Aglow (Frangaise) Martha Stanley == Published
2015/02/04 at 6:33 pm

| Aglow Core Values rick - Published
2014/05/02 at 5:38 pm

Beaver Builder
teeaver Builder lete you drag and drop your layout on the frontend.

Lamirwch Besvenr Builder Llse Stanctard Felitoe
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CREATE LAYOUT OF NEW PAGE

e The blank page will look like this. ‘;’ —

DROP A ROW LAYOUT OR MODULE TO GET STARTED!

ADDING ROWS
e The first thing you must do is put in Rows in the page to contain your Modules. Think of Rows like your
kitchen cupboards, and Modules like the dishes you put in each cupboard.
e Select Rows from the top tabs
e Click and drag the rows you want over into the page. For this example, a 1 column row was dragged over
to the top and a 2-column row was dropped below it.

Modul Rou Pl d
p  Col

I -

1 Column Colum
[

3 Calumns 4 Columns

EEEER NEEEER

$ Columns 6 Columns

Left Sidebar Right Sidebar

Get In Touch! Resources About Us .- .

Lef: & Right Sidebar

Agl onal Events

ADDING MODULES
Now to put the dishes in the cupboards. To access the modules, click on the Modules tab.

Currently Editing Page o
v Edited =
Q Test e & ECA R 00¢

Modules Rows Templates Saved
: . . .
Group  Standard Modules v Q
wemme L ocal and Regional Websites
7 Basic
Home | AboutAglow v | Aglow Net Sites v | Global Partnership J3 Audio O Button
B L T TR i O Button Group & == Heading
I I
I I
<> HTML i st
T . S S ! Photo = Text Editor
—  Separator (] video
& Smart Sider
Media

e Let’s put a Heading Module in the top one column row. Click on Heading from the Basic Modules. Select
Heading, hold the mouse down, and drag a Heading module into the top row. When you do the Heading
dialog box will open up.
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Currently Editing Page =
v Edited =
Test n Hied @ T

d Modules Rows  Templates  Saved
= . .
s L0cAl and Regional Websites Hesang
&8 General Style Advanced
Home | AboutAglow v Aglow Net Sites v | Global Partnership Heading t Name the heading here

Warm Hats to Warm Hearts

wmitag  Choose the size &

n v

Warm Hats to Warm Hearts

Select ©
New Window (] No Follow
T T e ‘ Open in a New Window if link
takes you away from your site.

e Type in the name of your heading
e Choose how big you want it. Use the drop down below the heading title to choose from h1 to h6
e Add a hyperlink URL in the Link box if desired. Remember that if your link takes you away from your site
choose New Window
e Centering a Heading — this is one of the few things in Beaver Builder that is not intuitive.
o Click on the Style tab
o Click Font
o Click on the desired alignment under Align

Currently Editing Page i
v fdited @ =
Test o

Modules Rows Templates Saved

wense  Local and Regional Websites

General Style Advanced

Home About Aglow v | Aglow Net Sites v | Global Partnership Color

Typography =
Warm Hats to Warm Hearts e

Family Weight

Default v Default : "

Size Line Height Align

v - -

> Sstyle & Spacing

Get In Touch! Resources About Us

> Text Shadow
o 4257757282 Aglow International Events Aglow is a dynamic, global Kingdom

Great! Now we are ready to add some text.
e C(Click on Modules in the Basic Modules box and click on Text Editor. Drag the Text Editor module over to
the left box in the 2-column row.

Currently Editing Page - =
Warm Hats to Warm Hearts ¥oa x fdes @ T

Modules Rows Templates Saved

s L0l and Regional Websites - a
Home | About Aglow v | Aglow Net Sites v | Global Partnership 49 2udio O3 Button
O Button Group = Heading
Warm Hats to Warm Hearts © E o
R L EEEE L EL PR PEE PP T TR TR SRR v & ot & = Text Editor
: T I —  Separator B video

& Smart Slider
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e When the module has been moved over click on the General Tab and the Text dialog box will come up.
Note: Modules always open up in the last tab you were working in. We were last working in the Style tab,
so you’ll need to click on General to access the options we need now.

e Place text in the editing box at the right. Editing options are similar to working in a Word Doc. Remember
to save when you are finished.

Currently EdING Page -
v Edited L3 Done
Test Q .

e | ocdland Reotional Websites
e Esdf‘lfﬂng Qpﬂﬂ?‘:?‘"m
g Acd Media Vil Tet ©

Per B T “=

e —ATEBOQET

Recently, Nona Minvard, State Prayer

- . Coordinator for Arkansas posted a picture of
Recently, Nona Minyard, State Prayer Coordinator for warm hats that she was knitting for the
Arkansas posted a picture of warm hats that she was homeless in her hometown of Redfield and
knitting for the homeless in her hometown of Redfield and i surrounding areas. When an Aglow staff
surrounding areas. When an Aglow staff member ‘b”"'“‘:” ‘E’“"‘:‘““‘d “"d”'e’g- Nopa ‘E"‘Ia
commented on them, Nona sent a box of 20 hats for us to Place content here v\‘f):aﬂ.ezgux(::d 101)[ ::r:zur:::‘th;[lea‘r:‘oﬁZ:lialf
distribute in Seattle. We are excited to announce that member contacted the Seattle Night Watch
another staff member contacted the Seattle Night Watch who is taking the hats to hand out to those
who come in to get food each day. Now, they
«can have a warm hat to help them in the cold
temperatures in the Pacific Northwest.

who is taking the hats to hand out to those who come in to
get food each day. Now, they can have a warm hat to help
themn in the cold temperatu n the Pacific Northwest.

Get In Touch! Resources About Us

n en P
menwith as 0 Z
b !
Find out r Save Save As. Cancel

Our page is shaping up! Now it’s time for the photo.
e  Click on Modules. Drop and drag a Photo module into the right column of the 2-column row.

Modules Rows Templates Saved
Group  Standard Modules - Q

Basic

e and Regional Websit

0

Home | AboutAglow v  Aglow Net Sites v | Global Partnership 49 Audio Button

O Button Group = Heading

Warm Hats to Warm Hearts o us
------------------------------------------ Photo = Tt Edior
'
Recently, Nona Minyard, State Prayer Coordinator for Arkansas 5 i
posted a picture of warm hats that she was knitting for the : 4— ey B video
homeless in her hometown of Redfield and surrounding areas. )
R A e T R A S R & smart Slider
When an Aglow staff member commented on them, Nona sent a
box of 20 hats for us to distribute in Seattle. We are excited to
announce that another staff member contacted the Seattle Night Media
oA B R 7 (P - SR A - 0 e SR I Y
e Select the photo from the Media Manager. Caption and Link options are here.
Y Warm Hats to Warm Hearts T sa
- Modules Rows Templates Saved
3 . .
s Local and ' Regional Website o
General Style Advanced
Home About Aglow v | Aglow Net Sites v | Global Partnership Photo Source
Media Library S
Photo
Warm Hats to Warm Hearts .
- Medium - 225x300 ¥ e
Edit Renove
Recently, Nona Minyard, State Prayer Coordinator for Arkansas
posted a picture of warm hats that she was knitting for the \ Show title attribute on mouse hover
homeless in her hometown of Redfield and surrounding areas. No ~
When an Aglow staff member commented on them, Nona sent a R
box of 20 hats for us to distribute in Seattle. We are excited to ~ Caption
announce that another staff member contacted the Seattle Night
Watch who is taking the hats to hand out to those who come in to ¥ Show Caption
get food each day. Now, they can have a warm hat to help them in . Below Photo v
the cold temperatures in the Pacific Northwest b
~ Link
Link ype @
Hats for the homeless
None v
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BUTTON
Let’s spice things up a bit and add a button to our page.

e Drag a Button Module over and place it under the text.

Lurentyy Eating vage R [
Warm Hats to Warm Hearts

Recently, Nona Minyard, State Prayer Coordinator for Arkansas
posted  picture of warm hats that she was knitting for the
homeless in her hametown of Redfield and surrounding areas.
When an Aglos ff member commented on them, Nona sent a
box of 20 hats for us to distribute in Seattle. We are excited to

hat another staff member contacted the Seattle Night
s taking the hats to hand out to thase who come in to

Watch wi
get food each day. Now, they can have a warm hat to help them in
the cold temperatures in the Pacific Northwest.

P
<

Add Text, choose Icon, and put in Link URL

© Hma
Photo
— Separator

& smart Sider

Madia

=8 =

Modules  Rows  Tempiates  Saved
Group  Standard Modules v
Basic

3 Audio & =

O sutton Group = Heading

st
£ Tetedior

B video

Curenthy Ediing Poge T Ta
Warm Hats to Warm Hearts s

Recently, Nona Minyard, State Prayer Coordinator for Arkansas
posted a picture of warm hats that she was knitting for the
homeless in her hometown of Redfield and surrounding areas
When an Aglow staff member commented on them, Nona sent a
box of 20 hats for us to distribute in Seattle. ¥

are excited to
ed the Seattle Night
Watch who is taking the hats to hand out to those who come in 1o
get food each day. Now, they can have a warm hat to help them in
the cold temperatures in the Pacific Northwest

B Tell Us Your Story

announce that another staff member cor

Hats for the homeless

Modules  Rows
Button
General

Text
Tell Us Your Story
Icon

‘ Replace Remove
Icon Position
Before Text

Icon Visbiity

Always Visible

Click Action

Link

Link

B Newwindow [ NaF

hitpsy/wwwaglow orginewstell-us-your-ste  Select O

Templates  Saved

styie Advanced

ICON

Icons are another way to add visual interest to the page.

e Drop and drag the Icon Module below the Text Module on the page.

Currently Editing Page
Warm Hats to Warm Hearts

INTERNATIONAL

Recently, Nona Minyard, State Prayer Coordinator for
Arkansas posted a picture of warm hats that she was
knitting for the homeless in her hometown of Redfield and
surrounding areas. When an Aglow staff member
commented on them, Nona sent a box of 20 hats for us to
distribute in Seattle. We are excited to announce that
another staff member contacted the Seattle Night Watch
who is taking the hats to hand out to those who come in
to get food each day. Now, they can have a warm hat to
help them in the cold temperatures in the Pacific NW.

1

Hats for the homeless

Modules Rows

Group

Basic

a

o

Media

Standard Modules

Audio

Button Group

HTML

Photo

Separator

Smart Slider

Content Slider

lcon

Map

Testimonials

Templates  Saved

3 Button

== Heading

List

B video

Text Editor

& callery
W lcon Group

@ Slideshow
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e Choose the Icon
e Add Link URL
e Add Screen Reader Text

e Type intext and link it to the desired URL
;Ga;m)ri;tsléacrarm Hearts il Qa faed @ =

y : ‘.‘Z “’ i . = Medules Rows Templates Saved
e Locdland Regional VWebsites
‘i 4 .
4 : o General Style Advanced
Home @ About Aglow v | Aglow Net Sites v | Global Partnership
leon
: e Beplace

Warm Hats to Warm Hearts

Link

Recently, Nona Minyard, State Prayer Coordinator for ity o sdlwiarginens/2aRn varr e [RERE
Arkansas posted a picture of warm hats that she was
knitting for the homeless in her hometown of Redfield and
surrounding areas. When an Aglow staff member
commented on them, Nona sent a box of 20 hats for us to
distribute in Seattle. We are excited to announce that
another staff member contacted the Seattle Night Watch
who is taking the hats to hand out to those who come in
to get food each day. Now, they can have a warm hat to
help them in the cold temperatures in the Pacific NW.

New Window No Follow

Screen Reader Text

‘Warm Hats to Warm Hearts

~ Text

Hats for the homeless Read more
aglow.orgl.../2920-warm-hats-to-warm-hearts &

R

e. Read more

When you are finished with the page click Done and then Publish.
Note: Your page will not be viewable from the front end of the website until it is placed in the Menu

Currently Editing Page = a - _
‘Warm Hats to Warm Hearts 5 9 =

Modlules Rows  Templates  Saved
Group  Standard Modules - Q

}:4‘“" : : 4
s Local and ' Regional Websites

Basic

Home | AboutAglow v | Aglow Net Sites v | Global Partnership 83 hudio 03 Button

Currently Editing Page
‘Warm Hats to Warm Hearts

> Discard Save Draft Publish Cancel
Modules Rows Templates Saved

Group  Standard Modules v Q

Basic

e 028 Zmd-'Regz'omzl Websites

MENUS

Now that we’ve created our new page we’ll need to add it to the menu for it to display on the website.

e From the Dashboard menu choose Appearance > Menus

e Select the page you want to put into the Menu

e Click on Add to Menu

e The page will be added to the bottom of the Menu

e Drag the page up to the desired location.

e Pages dragged to the far left will display as a Primary Navigation item

e Pages dragged in one space will be Secondary Navigation Items displaying under the Primary Item
e Pages dragged two spaces in will be Tertiary Items displaying under the secondary Item

e Make sure you SAVE the Menu when you are finished
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Dashboard

Add menu items

Pages a

to Warm Hearts

B Pages

'm module

® comments

» Appearance

Store -

Beaver Builder
Posts v
Templates v a
Events v 9
Custom Links v
Categories v
Event Categories

£F Visitor Statistics

weForms  [B] ) Events

Menu structure

Menu Name | main menu

Drag the items into the order you prefer. Click the arrow on th

Bulk Selact

Home
About Aglow

Identity Statement, Visicn, Mission,
& Goal sub item

Aglow Core Yalues sub itern
Aglow Mandates sub item
Aglow Net Sites
Request a Site sub item
9 Contact form module sub itern
Global Partnership

Warm Hats to Warm Hearts

UpdraftPlus

he right of the item

to reveal additional configuration options.

Fa -
Fa =
P; -

. - Primary Navigation Item

. . Secondary Navigation Item

= ~ Tertiary Navigation Item

REMOVE A MENU ITEM

e Toremove a Menu Item click on the arrow next to Page and choose Remove at the bottom

Aglow Net Sites Page ¥
Templates v
Events - Request a Site sub item Page ¥
Custom Links v Contact form module sub item page ¥
Categories v B

Global Partnership page v
Event Categories v

Warm Hats to Warm Hearts Page 4

Mavigation Label

‘ Warm Hats to Warm Hearts ‘

Title Attribute

Move Up one Und

er Global Partnership To the top

Original: Warm Hat:

9 Remove | Cancel

FORMATTING TEXT

s to Warm Hearts

e When should you put a heading in a separate element, and when should you leave it with the
block of text in a text box? Good question! If you think you may want to move your heading
around, place it in a separate Heading Module. If it will always stay with that block of text
format it in the text module.

e Tip: Press Shift + Enter at the end of a line for tighter spacing between lines.

Enter Date: August 28, 2023

Time: 7:00 PM

Shift + Enter

Date: August 28, 2023
Time: 7:00 PM
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ADJUSTING SPACING BETWEEN ELEMENTS

e Click on the Module you want to adjust.

e C(Click on the Advanced tab to access options.

e Choose how much space you want to the left, right, top and bottom of the element with Margins options
Note: BeaverBuilder remembers what tab you were working in last, so the next time you open an element it
will open in the same tab. l.e. if you have been working with options under the Advanced tab, the next time
you open an element it will open with that tab displaying. Just click on the General tab to get back into those

options.
Zurrently Editing P: ey ——1
:‘\Iz:r;’H;t‘s‘ioa\;Jvearm Hearts i sl eied @ = m
M e ‘ Modules Rows Templates Saved
s L ocal and Regional Websites =
S g i F & [ ¥ General Style Advanced
Vi o 3
| v Spacing

Home | AboutAglow v | Aglow Net Sites v | Global Partnership

Margins B P

0 50 0 50 px v
Warm Hats to Warm Hearts
v Visibility
Recently, Nona Minyard, State Prayer Coordinator for .
Arkansas posted a picture of warm hats that she was Arzemon
knitting for the homeless in her hometown of Redfield and = o a

surrounding areas. When an Aglow staff member

Nisnlay

HYPERLINKS

To add a hyperlink to existing text click on the Text Module. You text will open up on the right side of the page.
o Select the Text you want to hyperlink.
e C(Click on the Paperclip Icon or use the keyboard shortcut Ctrl + K to access the dialog box.
e Put the URL in the dialog box.
e Click on the blue elbow looking button.

5, SpEan i v e any HHaL e wre puer v e are.

Text Editor

Aglow Meetings

Aglow is, by nature, dynamic and global. Meetings vary f ic needs of

smaller groups

rphanages, tutoring at school:

T o Wl s
hearts. Bible studies are an especially good
place for new Christians to come together with

'ormed around special areas of ministry such

or youth ministry.
other believers to explore God's Word and put
the timeless truths into action in their own

ﬁprmnai Jives. Find out more about [NTNEN

Aglow Conferences

e If the link will take you outside of your website, click on the Gear Icon under the blue elbow button and
choose Open in a New Window in the dialog box that pops up. This will bring up the link in a new tab.
Then click Update

Insert/edit link
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COMMENTS

e The Admin for your site will receive an email notifying you that a comment has been posted on your
site.
e The Comment will not go live until the Admin logs in and approves it.
e Mouse over the space below the comment to access the options which are:
o Unapprove | Reply | Quick Edit | Edit | Spam | Trash

) & Mystes @ South Hill Aglow Community Lighthouse 34 Stats <2 B8 0 4 New SmartSider il ) Events UpdraftPlus Howdy, Martha Stanley [l
Screen Options ¥ Help v
@ Dashboard Comments
= Ecwid e
. All (9) | Mine (0) | Pending (0) | Approved (9) | Spam (4) | Trash (0) : Search Comments

A Posts Bulk actions v ‘ Apply All comment types v r | 9items
© Events Author Comment In response to Submitted on
o
%d Media M rachelbrown In reply to Shalita Bateman. Monthly Intercessory Prayer 2022/07/27 at 1:51 pm
hhillaglow@gmail.com et : S R 2 iew .
W Pages T B‘“ gar) EeTEle Thank you, CoPastor Shalita! | believe we are partnering in the Spirit with you and your husband for our i
71.219.185.11 .
community! We hope to collaborate with your ministry soon! n
' Comments : . 5
Unapprove | Reply | Quick Edit | Edit | Spam | Trash

>
2 Appearance Monthly Intercessory Prayer

Such a blessing to know there is a group of people covering over the community with love and prayer and

E& Beaver Builder doing the will of the Lord view Page

& Plugins a

& Users ” M rachelbrown In reply to Martha Stanley. Monthly Intercessory Prayer 20
w@gm i 4 View Page

& Tools Thank you, Martha! We certainly touch and agree in the Spirit! A

- - -

To allow Comments on a page click on Pages in the left navigation and find your page. Mouse over the title of
the page to be able to see the options.

e Choose Quick Edit

e Choose Allow Comments

e Update the page

Parteneriat Mondial Martha Stanley — Published @ ® 0 0 Aglow Togo

2015/08/07 at 7:58 pm

QUICK EDIT
¥ comments Title Request a Site Bt Main Page (no parent) % ‘
(= wprorms Slug request-a-site P 2
W A noearance Date 10-0ct ~ || 15 || 2014 |at| 16 |{ 32 Tesmplate Default template v
3 Beaver Builder Password _OR- () Private 9 () Allow Comments
¢ Plugins ¢ Unapprove | Reply | Quick Edit | Edit | Spam | Trash Status Published o

Users ‘ Cancel J

daols Store — Ecwid Store Page rick — Published ® [ ] 1 0

Settings 2017/08/01 at 8:14 pm

&%, WP Mail SMTP

e FYI-The AglowNet sites use an anti-spam program called Akismet for weeding out spam.

A whole world of creativity is open for you with Beaver Builder. Play around, explore the options under
the Style tab, explore options by scrolling down in the General tab. Have fun! Be adventurous! And
remember if things do go awry | am only an email away. Happy Beaver Building!
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	 Put the URL in the dialog box.
	 Click on the blue elbow looking button.
	/
	 If the link will take you outside of your website, click on the Gear Icon under the blue elbow button and choose Open in a New Window in the dialog box that pops up. This will bring up the link in a new tab. Then click Update
	/
	Comments
	 The Admin for your site will receive an email notifying you that a comment has been posted on your site.
	 The Comment will not go live until the Admin logs in and approves it.
	 Mouse over the space below the comment to access the options which are:
	o Unapprove | Reply | Quick Edit | Edit | Spam | Trash
	/
	To allow Comments on a page click on Pages in the left navigation and find your page.  Mouse over the title of the page to be able to see the options.
	 Choose Quick Edit
	 Choose Allow Comments
	 Update the page
	/
	 FYI - The AglowNet sites use an anti-spam program called Akismet for weeding out spam.
	A whole world of creativity is open for you with Beaver Builder. Play around, explore the options under the Style tab, explore options by scrolling down in the General tab. Have fun! Be adventurous! And remember if things do go awry I am only an email away. Happy Beaver Building! 
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WORDPRESS RESOURCES

· BeaverBuilder Community forum - https://community.wpbeaverbuilder.com/

MEDIA MANAGER

To upload a new graphic to the Media Library

· In the Dashboard menu choose Media > Add New

· Drop files to upload or Select Files from your computer and choose Open.
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· Click on the file you just uploaded and fill out the information at the right

· Alternative Text (tool tip that comes up when mousing over a graphic), Title, Caption, and Description (for search engines). 

· File URL – When you want to insert a PDF into a page this is where you’ll find the URL

· Delete permanently option at bottom right
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Note editing capability such as Crop, Rotate Left or Right, Flip, Scale. Click on Edit Image to access these options.  
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[image: ]PAGES

Open Existing Page

· In the Dashboard menu choose Pages.

· This brings up a list of all pages in the site.

Add New Page

· In the Dashboard menu choose 
Pages > Add New at the top next to Pages or underneath pages

· In the new page Add Title

· Click Launch Beaver Builder
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CREATE LAYOUT OF NEW PAGE

· [image: ]The blank page will look like this.











ADDING ROWS

· The first thing you must do is put in Rows in the page to contain your Modules. Think of Rows like your kitchen cupboards, and Modules like the dishes you put in each cupboard. 

· Select Rows from the top tabs

· Click and drag the rows you want over into the page. For this example, a 1 column row was dragged over to the top and a 2-column row was dropped below it. 
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ADDING MODULES

Now to put the dishes in the cupboards. To access the modules, click on the Modules tab.

[image: ]

· Let’s put a Heading Module in the top one column row. Click on Heading from the Basic Modules. Select Heading, hold the mouse down, and drag a Heading module into the top row. When you do the Heading dialog box will open up. 

[image: ]

· Type in the name of your heading

· Choose how big you want it. Use the drop down below the heading title to choose from h1 to h6

· [image: ]Add a hyperlink URL in the Link box if desired. Remember that if your link takes you away from your site choose New Window

· Centering a Heading – this is one of the few things in Beaver Builder that is not intuitive. 

· Click on the Style tab

· Click Font

· Click on the desired alignment under Align
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Great! Now we are ready to add some text.

· Click on Modules in the Basic Modules box and click on Text Editor. Drag the Text Editor module over to the left box in the 2-column row. 
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· When the module has been moved over click on the General Tab and the Text dialog box will come up. 
Note: Modules always open up in the last tab you were working in. We were last working in the Style tab, so you’ll need to click on General to access the options we need now. 

· Place text in the editing box at the right. Editing options are similar to working in a Word Doc. Remember to save when you are finished. 
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Our page is shaping up! Now it’s time for the photo.

· Click on Modules. Drop and drag a Photo module into the right column of the 2-column row.

[image: ]

· Select the photo from the Media Manager. Caption and Link options are here. 
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BUTTON

Let’s spice things up a bit and add a button to our page.

· Drag a Button Module over and place it under the text.
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Add Text, choose Icon, and put in Link URL

[image: ]

ICON

Icons are another way to add visual interest to the page.

· Drop and drag the Icon Module below the Text Module on the page.
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· Choose the Icon

· Add Link URL

· Add Screen Reader Text

· Type in text and link it to the desired URL

[image: ]

When you are finished with the page click Done and then Publish. 
Note: Your page will not be viewable from the front end of the website until it is placed in the Menu

[image: ]

MENUS

Now that we’ve created our new page we’ll need to add it to the menu for it to display on the website. 

· From the Dashboard menu choose Appearance > Menus

· Select the page you want to put into the Menu

· Click on Add to Menu

· The page will be added to the bottom of the Menu

· Drag the page up to the desired location.

· Pages dragged to the far left will display as a Primary Navigation item

· Pages dragged in one space will be Secondary Navigation Items displaying under the Primary Item

· Pages dragged two spaces in will be Tertiary Items displaying under the secondary Item

· Make sure you SAVE the Menu when you are finished

[image: ]

REMOVE A MENU ITEM

· To remove a Menu Item click on the arrow next to Page and choose Remove at the bottom

[image: ]

FORMATTING TEXT

· When should you put a heading in a separate element, and when should you leave it with the block of text in a text box? Good question! If you think you may want to move your heading around, place it in a separate Heading Module. If it will always stay with that block of text format it in the text module.

· Tip: Press Shift + Enter at the end of a line for tighter spacing between lines.



		Enter 

		Date: August 28, 2023

Time: 7:00 PM

		Shift + Enter

		Date: August 28, 2023
Time: 7:00 PM





ADJUSTING SPACING BETWEEN ELEMENTS

· Click on the Module you want to adjust. 

· Click on the Advanced tab to access options.

· Choose how much space you want to the left, right, top and bottom of the element with Margins options

Note: BeaverBuilder remembers what tab you were working in last, so the next time you open an element it will open in the same tab. I.e. if you have been working with options under the Advanced tab, the next time you open an element it will open with that tab displaying. Just click on the General tab to get back into those options.

[image: ]

HYPERLINKS

To add a hyperlink to existing text click on the Text Module. You text will open up on the right side of the page.

· Select the Text you want to hyperlink.

· Click on the Paperclip Icon or use the keyboard shortcut Ctrl + K to access the dialog box. 

· Put the URL in the dialog box.

· Click on the blue elbow looking button.

[image: ]

· If the link will take you outside of your website, click on the Gear Icon under the blue elbow button and choose Open in a New Window in the dialog box that pops up. This will bring up the link in a new tab. Then click Update
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COMMENTS

· The Admin for your site will receive an email notifying you that a comment has been posted on your site.

· The Comment will not go live until the Admin logs in and approves it.

· Mouse over the space below the comment to access the options which are:

· Unapprove | Reply | Quick Edit | Edit | Spam | Trash
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To allow Comments on a page click on Pages in the left navigation and find your page.  Mouse over the title of the page to be able to see the options.

· Choose Quick Edit

· Choose Allow Comments

· Update the page



[image: ]



· FYI - The AglowNet sites use an anti-spam program called Akismet for weeding out spam.



[bookmark: _GoBack]A whole world of creativity is open for you with Beaver Builder. Play around, explore the options under the Style tab, explore options by scrolling down in the General tab. Have fun! Be adventurous! And remember if things do go awry I am only an email away. Happy Beaver Building! 
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