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Posts
Posts are how Wordpress classifies groups of content. Wordpress started as a blogging platform and so Posts can be 
thought of as blog posts. Or more correctly content that can belong into a feed. Categories can be setup in order to classify 
Post content. Post content will be automatically pulled by RSS feed to the pages. Post content can be viewed in the Admin 
Area by selecting Posts in the admin area menu on the left.  

Post Specific to Praxis

Posts

Resource Related Page

News  Stories

Event Newsletter



Wordpress also contains a content type called Pages. Pages should typically be thought of as individual pages of content 
that are not collected into feeds. Pages can be accessed in the menu on the left. 

















































There is a baseline for entering content for all of the Post Types and 
Pages. They all contain the following areas to edit:
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By Choosing the Hero Image 
Block, the instructions will 
appear to the right. 

Template: 
Allows you to chose small hero or 
big hero. [Difference shown to the 
left of here]

Hero image: 
Image selected under Media 
Section  on the left bar of the page.

Title: 
Allows you to input a title that is 50 
characters max

Paragraph: 
Allows you to input sentences with 
a max of 170 characters max

Add Social Share buttons: 
Check the box if you want the 
Social Share buttons to show

Add CTA: 
If you click this allows you add a 
link and select the colour of the 
CTA button

Content Alignment: 
Option between Top/Center/Bottom 
allows you to choose the placement 
of where you want to the body copy 
to be



Space Between: 
Customized to give an option of bigger 
or smaller gaps in between text blocks

Slot One:
Check off the “is this slot used for text 
only?” if you want text only without a 
text box. 
[REF: Latest News & Articles text box 
below]
If you want a coloured text box do not 
check it off

CTA Block: 
Post - drop down menu will list the 
number of posts created under the post 
section

Show Featured Image - 
Image pulls from the Media Section

Add Button - will create a CTA button 
to the text box. If you don’t have a 
separate link, the “READ MORE” will 
automatically show up for the post.

Block Colour - allows you to choose 
from the selected Praxis brand colours

Slot 2 and Slot 3 repeat what is 
shown on Slot 1 above



Title: 
Input the desired title for the block
Ie.) Boards & Committees

Paragraph: 
Input the desired paragraph but 
keep in mind of the character count

CTA Colour: 
Choose from any one of the Praxis 
branded colours for the CTA Button

CTA Link: 
Add URL and CTA Copy here [refer 
to slide ___ for instructions]

Image: 
Add Image from the Media Section. 
If it’s not in the Media Library, add 
it in there first to upload the image 
to the page

Content Placement:
Option for copy to be left aligned or 
right aligned



Title: 
Max 70 Character Count

Paragraph: 
Max 150 Character Count

CTA: 
By clicking CTA, you are able to add 
the title of the CTA and select an URL 
that the button should link through to

CTA Colour: 
Option to choose any one of the 
brand colours for Praxis in the drop 
down menu

Image: 
Selected from the media section on 
the left hand bar

Content Placement: 
Allows the body copy to align on the 
left or side hand side of the image



Title: 
Max 70 Character Count

Background Colour: This 
gives you the option to change 
the background colour from 
black, white, and grey

Paragraph: 
Max 150 character count

CTA:
Select CTA copy and URL link 
here

Image: 
Selected from the media 
section on the left hand bar

CTA colour: 
Allows you to choose the 
desired colour of the CTA 
button that fits with Praxis 
brand colours



Template: 
Template One includes a title 
option while Template Two 
does not have that option

Title:
Only for Option 1, allows you to 
add a title to your content

Image: 
Add image from your media 
section

Content: 
Has a drop down menu that 
allows you to choose from 
Paragraph (body) and Quote 
(as shown as the key quote 
module) and the accent colour 
of the lines that accompany the 
quote. 

For Template two - you have 
an option to select a title as 
well. 

Content Placement:
Allows you to choose if the 
copy aligns right or left



Title:
Add a title of your choice. This 
is optional

Sponsors: 
Image to be selected through 
the media gallery.
If the sponsor has a link, there 
is an option to add that as well.



Title: 
Is optional. Only if you think 
it’s required such the 
example with ‘key initiatives’ 
in place. 

Line Width: 
Able to select light,medium, 
or bold

Add Space Above/below:
Select if you require extra 
spacing between the body 
and the divider.





Select Posts from the menu on the left and click on 'Add New’.

This is where would you create the content for the text blocks 
(coloured and text only) throughout the website.

They are used for the CTA group and events module.



Enter in the partner name in the title field as you would like it to 
appear on the frontend.

1. Enter in the Title Name and Body Copy in the title and 
body field as you would like it to appear on the frontend. 4
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Select Events from the menu on the left and click on 'Add New'.

http://praxis.cossette-vandigital.net/events/test-event-1/

http://praxis.cossette-vandigital.net/events/test-event-1/


1. Enter in the title name in the title field as you would like it 
to appear on the frontend.

2. Add the Event Template block for which event you are 
planning to promote

3. Input the Event Details under Event Details for it to 
appear on the front end. It will be combined with the 
event template to look like this below: 
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1. In the menu on the left-side, select 'Users'. 
2. Click 'Add New'.
3. Fill in the user details. 
4. Select 'Role' via dropdown menu.
5. Click 'Add New User'.
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info@praxisinstitute.org is the website’s main email. It receives all 
notifications and is public-facing (IE. any emails the website sends out, 
come from this address). You can change it, but it would change both 
where the notifications go as well as what address correspondence 
comes from. 

The following are the other addresses currently receiving notifications:

Contact forms
● Contact us
● Share your story
● Newsletter sign up



The following security measures are in place to minimize (if not 
eliminate) access of bots and ensure the sensitive information for 
Praxis are secured. 

● strict password requirements 
● no brute-force logins (blocked after 20+ tries)
● required captcha for new user sign-ups
● no sensitive information (such as credit cards) are stored 

within the main site 



How to update menu titles

You can edit menu titles by following these steps:

1. In the menu on the left-side, select 'Appearance'. 
2. Click 'Menus'.
3. Use the dropdown at the top to select which menu to edit.
4. Use the arrow to expand the details. 
5. Update menu titles as needed. 
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You can update company details by:

1. In the menu on the left-side, select 'Company Details'. 
2. Update the Company Details and Contact Details as you see 

fit. This information lives on front end of the contact page and 
the website footer.

3. Use the Social Links to update the social urls leading to your 
platforms. This is directly related to the Shared Social Button 
Add.

4. Select Save to save all of the details.

 

2     

1     

3     
4     









sponsorship module
Ideally full colour PNG files
White background can be accomodated
300 x 120 pixels

related page module
300 x 120  pixels

news page module
300 x 120 pixels

success story page module
300 x 260 pixels

event page section (event post)
1600 x 600 pixels

event CTA module
320  x 120 pixels

newsletter module
320 x 120 pixels

homepage large hero section
1600 x 900 pixels

landing page hero section
1900 x 900 pixels

Page Content Section
800 x 750 pixels

Page CTA with Image
800 x 750 pixels

Contact us Section 
900 x 600 pixels

CTA with Background
1600 x 500 pixels


