LOGGING INTO YOUR SITE & MANAGING YOUR PASSWORD
GO TO: www.thursdaytherapy.net/yourcityname/wp-admin
Go to the link above (replace the words “yourcityname” with the specific city that you are managing - ie. www.thursdaytherapy.net/austin/wp-admin).
Enter your personal username and password into the site that you have been given.

austin
ThursdayTherapyAustin

To change your password, login to your site. Click on the tab on the left hand side titled, “Users.” Find your profile,
and click, “Edit.” Once you’ve clicked edit you will arrive on the screen shown below. About halfway down the page,
there is a section for you to enter and confirm what you’d like your new password to be. Once you’ve fininshed
changing it, be sure to save your changes by clicking, “Update Profile.”

EDITING YOUR TESTIMONIALS PAGE
To edit the testimonials that are on your site, first go to the “Pages” tab on the left side of your dashboard.
Once here you will see a list of all of the pages on your site. Click on the page title, “Testimonials” and you will arrive at
the page you see below. From this view, scroll down to the bottom of the page.

You will see the below screen. To add a new testimonial simply click the blue button at the bottom of the page, “Add New.”
You will see a section pop-up that allows you to add a new name, image, and testimonial (details). Fill out these three
sections to add the new testimonial.
If you want to delete a testimonial simply hover over and click on the “-” sign that you’ll see appear when you are hoving
over each existing testimonial.
Once you are finished you will scroll back to the top of the page and on the right hand side you will see a button that says,
“Update,” click update to save the changes to the page.

EDITING YOUR ABOUT PAGE
To edit your “About” page, simply click on the “Pages” section on the left hand side of your dashboard. Once you are
here, click on the page titled, “About” and you will arrive at the screen below.
Once on this screen you are able to edit your bio by placing your cursor in the area you desire, and typing as you woudl
in Microsoft Word. You are also able to add an image/headshot by clicking the button “Add Media” and uploading your
photo to the desired location.
Please do not edit the section below the title, “What is Thursday Therapy.”
Once you have finished editing the page, remember to click the button on the right hand side of the page that says,
“Update.”

EDITING YOUR HOMEPAGE’S IMAGES
To edit the images on the homepage slider, click on the tab on the left called, “Slides.” Once you have selected this
tab, you will see the page below appear.
You may add as many new photos as you would like to your homepage images by clicking the button, “Set featured
image,” (in blue towards the center of the page). You may title the image and give it a link if you’d like to but this is
not mandatory. If you give it a link - this will create a link from the image to the link location (away from your homepage).
When adding new photos to this spot, ensure that you have added an image that is at least 960X425 pixels, or the
image will look “stretched.”
Once you have finished editing the homepage images, remember to click the button on the right hand side of the
page that says, “Publish,” or the changes will not be saved.

MANAGING YOUR LIST OF SUBSCRIBERS

To import email addresses to your subscriber list, remove email addresses from your list, or simply export your list
into Excel, click on the tab on the left hand side, titled, “Mail Poet.” Once you have click on this tab you will arrive at
the screen shown below, where you will find clearly titled buttons that allow you to do all of this.
When you add a new event to you site that subscribers will receive an automatic newsletter with the new event
information, you do not have to create a newsletter with the event information.

ADDING A NEW EVENT TO YOUR SITE
Start by clicking on the tab on the left hand side of your site titled, “Events.” Once you have clicked on this tab
you will arrive at the screen shown below. Fill in the title of the event that you are publishing, (ie. August Thursday
Therapy, or whatever you’d like it to say). Fill in the details about the event in the body section. Fill out the details
about the location listed in the “Where” section below the body.
Be sure to click “Enable registration for this event” towards the bottom so people are able to RSVP. Also, you’ll want
to make sure you’ve included enough “space” for people to register, so if there are a maximum number of attendees
you’ll put that number in the “Total Spaces” section, or type in a number here that is more than you anticipate so that
it doesn’t fill up. You should not need to edit any other spots of the “Bookings/Registration” section.
Fill out the “When” section on the right hand side and finally, don’t forget to click, “Publish” to save your event.

TITLE

BODY

ADDING YOUR EVENT TO A POST
(TO SEND TO YOUR SUBSCRIBERS)

Copy the link from the event page above called “permalink” (see pink arrow above). Next, click on “posts” from the
dashboard, and click “add new.” You’ll see a blank new post page appear. Here you will write your post to tell people
more about your event (this is the message they will see in their inbox or when they click on your site and see the
upcoming posts). Start by adding your post title, body text, any images you see fit and the logos of your event sponsors. At the bottom of your post, type a call-to-action for people to click to RSVP to your event. Once you’ve typed
this, highlight the text you want to hyperlink and click the link icon you see below that says, “insert/edit link.” Once
clicked, you’ll see a box pop up - this is where you will paste the permalink (event link) you’ve copied from the event
page that you created in the previous step. Once you’ve finished writing your post and linking to your event, click
publish and your post (invitation) will go live on your site and be sent to your subscriber list.

