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Making and publishing site updates

FlyRichmond.com has a development environment and a production environment.
Ideally, all site updates are made in development and migrated to the production
environment so that content and functionality can be reviewed and tested prior to
being viewable by the public.

This process will replace the live site with the version that's in the development
environment, so it's important to organize updates with this in mind.

1.

To do this, log in to the development site admin at
https://dev.flyrichmond.com/wp-admin and make any desired
site updates there.

Once you're ready for these updates to go live, go to the sidebar of
the Wordpress dashboard, then select Tools > Migrate DB Pro.
You'll see the following options:

Migrate DB Pro Migrate = Settings  Addons | Help

Would you like to use a saved migration profile?

1 - Pull FROM zp6.fca.mwp.accessdomain.com
2 - Pull FROM flyrichmond.com
3 - Push TO flyrichmond.com

Nope, let's start fresh...

Select “Push TO flyrichmond.com”

Another screen will load with lots of options that you don't need to worry about.
Just scroll down to the bottom and click the button labeled “Push & Save.”

The migration process will begin. It takes about 15 minutes to complete, and
you can follow the status onscreen.

Once the migration is complete, check the production (live) site at
flyrichmond.com to confirm your changes are there and look as you intended.



Publishing news articles

1. Start by creating a new Post. You can do this from the left menu of the
Dashboard by selecting Post > Add New, or from the top by by selecting
New > Post.

You'll be taken to a screen that looks like the one shown below.
Indicate this is a news article by selecting the News option in the Categories box.

Enter your article title, subhead and body copy where indicated below.
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If you'd like to include an image in your article, place your cursor in the Body
area, before the first letter of the article and click the button labeled “Add
Media.”

e Images can be jpg, png or gif format.

e They can be any size, but try to keep them to less than the width of the
article body, which is set to 960 px wide.

e Tryto keep the file size of images to less than 100k each. The “heavier”
the page is, the slower it will load for end users.

6. Follow the onscreen prompts to upload your image. (If the image has been
uploaded already, you can select it from the Media Library.)

7. Add Alt Text for your image. This is optional but helpful for end users. It will not
display onscreen, but should generally describe the image.

8. Click“Insert into post.”

(Continued on next page)
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9. Now your image will appear at the beginning of the article.
You can use some additional settings to customize how and where it appears.
Click the image, and a menu box should appear above it.

0 Add Media Visual  Text
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10. Most images will look best if they are right aligned, with the text wrapping
to the left of it. To do this, select the third button.
Right align image,

8 Add Media e Wrap textto left

Paragraph v B

11. You can see how your article will look by clicking the Preview button.

e Once you're happy with how it looks, click Publish and your article will
appear on the News page.

e If you want to save your work and publish it later, click the button labeled
“Save Draft.”

e Remember that you will need to follow the steps on page 2 of this guide
for your changes to appear on the live site.



Editing page content

You can edit most content on existing pages through the visual site editor. In order to
make content updates as user-friendly as possible, we used a platform called Beaver
Builder. We've included instructions for completing the most common CMS tasks in this
manual. However, a complete knowledgebase is available at
https://kb.wpbeaverbuilder.com should you wish to make more advanced site edits.

1. After logging in to Wordpress, navigate to the page you wish to edit on the site.

e Tip: you can open the site from the top menu by selecting
Richmond International Airport > Visit Site.

2. You should see the Wordpress menu across the top of the page.
Select “RIC Site Builder.” This will open the visual site editor.

Richmond International Airport ® 1 <4 New ¢ Edit Page

ABOUT RIC R

IN Footer FOOTER

PASSENGERS

Top Bar Non-Emergency = HEADER

BAGGAGE CLAIM

e After you've opened the visual site editor, you'll see sections of content
highlighted as you move your cursor over the page. These indicate the
editable areas of the page.

L] ) Baggage Claim - Richmond In' x

< C @ Secure | https://dev.flyrichmond.com/baggage-claim/?fl_builder

Currently Editing Page
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BAGGAGE CLAIM

There's nothing more frustrating than having to walk what seems like miles to claim your bags, only to find a confusing sea of
carousels and mobs of people hovering around. You won't find that at our airport.

We've conveniently placed six (not 60) baggage claim carousels together in our new spacious baggage claim hall on the lower level of
the airport. From there, it's simply a matter of picking up your bag and getting on your way.

Baggage Claim Assistance

Hopefully, you won't experience problems with your baggage, but if you do, please contact your airline or visit the individual airline
ticket counter. Please note that individual airlines are responsible for the timely return of your baggage.

American Airlines Delta Air Lines JetBlue Airways Southwest Airlines
800-535-5225 800-325-8224 866-538-5438 888-202-1024
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3. To edit a section of the page, click the wrench icon that appears in the
highlighted area around the section you want to edit.

e Contentis indicated with a blue “module” outline.
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BAGGAGE CLAIM I

There's nothing more frustrating than having to walk what seems like miles to claim your bags, only to find a confusing sea of

4. After clicking on the wrench icon, a window will appear with editable settings
and content for that module. You'll edit content in this window.

e Options and methods will vary depending on the type of module used.
You can find detailed information for most modules here:
https://kb.wpbeaverbuilder.com/category/51-module-overviews.

5. When you've completed your changes, save them by clicking the “Save” button in
the lower right corner of your module editor. Then, select “Done” in the upper
right hand corner of your window and then “Publish.”

e You can preview your changes on the dev site at
https://dev.flyrichmond.com/.

e Remember that you will need to follow the steps on page 2 of this guide
for your changes to appear on the live site.



Emergency alert procedure

In the event of an emergency, you can quickly add a yellow Emergency Alert bar to the
top of every page that displays a customizable message.

After logging in to the Wordpress admin, locate the box titled “Emergency Alert
Procedure” on the Dashboard and follow the steps listed in the box. Links to the admin
pages will open in new tabs so that you can refer back to the instructions.

Emergency Alert Procedure A

Step 1: Enter your emergency message using the visual editor
here, then publish your message.

Step 2: Activate the Emergency Alert bar by clicking here and
completing steps 3 and 4.

Step 3: Under "Location", select "Entire Site"

Step 4: Click the "Update" button

Step 5: De-activate the Non-Emergency header here by
deselecting "Entire Site" (select "Choose...") and clicking the

"Update" button.

The yellow alert bar with your message should now appear on every
page of the site.

To remove the alert bar, follow the steps above to de-activate the
emergency alert, and activate the non-emergency header.
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Adding entries to the airport timeline

The timeline that appears on the Airport Information page is built using saved modules
within saved rows that are then inserted into a content slider module using shortcodes.

To add new slides and dates:

1. Create a saved row by selecting Builder > Add New under the left menu. Under
“Title,” enter a short name for the timeline section.

2. Under "Type,” select “Saved Row.”
Do not select the Global option.
4. Click "Add Saved Row.”
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Ll Add New
» Add new builder content using the form below.
7]
g ) -
Title Timeline - 1950s
L
N
Type Saved Row v
-
Global @ Make this saved row or module global?
f
(>

Add Saved Row

5. On the next screen, click “Launch RIC Site Builder” to open the visual editor.

6.  On the right hand side of your screen, select Modules > Saved Modules.
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7. Find the module called “Timeline Page” and drag it into your row.

8. Edit the timeline entries by clicking the wrench and selecting options in the
module editor.

e FEachtimeline entry is a List Item and can be individually edited or
deleted using the module editor window on the right side of your screen.
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9. When you're done, click “Save” at the bottom of the module editor window, then
select "“Done” and “Publish” in the upper right hand corner of your window.

10. Now, you'll need to copy a unique identifier for this saved row, called a “slug.”
e To find the slug, click the “Edit” link in the top bar.
e At the bottom of this page, you'll see a field labeled “Slug.”

e Copy this information and paste it somewhere you can reference in a
few minutes. You'll use the slug to insert your new timeline section in a
slide within the Timeline Content Slider.

11. Navigate to the Airport Information page and open up the visual editor.

12. Move your cursor over the timeline to highlight it, then click the wrench to open
the Content Slider module editor.

13. Select “Slides” in the module editor.

(Continued on next page)



14. Create a duplicate slide by clicking the “duplicate” icon above a slide. This will
copy the settings for the slide so that its layout will match the other slides.

Content Slider

General

Slide 1

Edit Slide

Slide 2

Edit Slide

Slide 3

Edit Slide

Slides

Styles Advanced
$ 0 x
Duplicate a
slide
O
$ 0 x

15. Under your new slide, click “Edit Slide.” You'll see a screen like the one shown
below. Scroll down to find the text box that contains a shortcode like you see

below.

1932
n Airlines began the first regularly
led passenger service at Byrd Field.

>

>l

""""" T aas
Modules Rows Templates Saved
Slide Settings
General Style Call To Action Mobile
Visual ~ Text
vBI EEEZEE2
[fl_builder_insert_layout
slug="timeline-slide-5"]
Save Cancel
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16. Replace the text in quotes with the slug you copied earlier and click “Save.”
17. Select "Done” in the upper right hand corner of your window and then “Publish.”
18. Your new timeline section should appear.

e Remember that you will need to follow the steps on page 2 of this guide
for your changes to appear on the live site.



Activating and updating the interstitial
We've included the option to display an interstitial window when someone first visits the
site (within a 30-day window, or at a custom duration).

1. To edit and activate the interstitial, open the home page while logged in to
Wordpress.

2. Open the visual editor by clicking on “RIC Site Builder” in the top bar.
3. Scroll down the page until you see text onscreen that says “Click here to edit

! n
SUIEETINE LIHELKPUITIL uursS
4:00 AM TO 8:00 PM I

the ‘Modal Popup'...
Modal Popup - ID 55739d93bfdf1 ({

Click here to edit the "Modal Popup" settings. This text will not be visible on frontend.

t's going to be a great day

R

DG

4. Click on the wrench. You'll see a preview of the interstitial. You'll also get a
window titled "UASB Modal Popup” on the right side of your screen. Here you
can make adjustments to layout, display settings, links and more.

e For detailed explanation of all of the options, view the module
documentation at https://www.ultimatebeaver.com/docs/can-use-modal-
popup-module-effectively/
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Updating the Wifi Sponsor Page Ad

There is an optional page located at https://www.flyrichmond.com/wifi-sponsor-page/
that can be updated to display a sponsor’s ad at the top of the page. The page is
formatted to accept an ad with the following specs:

Jpeg, gif or png file format

600 pixels wide x 400 pixels tall

To update the ad:

1.

While logged in to the development environment in Wordpress, go to Pages >
All Pages.

Locate the page titled “Wifi Sponsor Page” and hover over the block containing
the page name. Click on the option labeled “RIC Site Builder.” This will open the
visual editor for the page.

Wifi Sponsor Page
Edit ' Quick Edit Trash View RIC Site Builder ®

At the top of the page, you'll see the existing ad or a placeholder. Click on the
ad or the wrench in the top left corner of the ad space.

Currently Editing Page
=TS Wifi Sponsor Page v Edited ©
C)
‘i’ ’ m x Modules Rows Templates Saved
UASB Photo
General Style Advanced
Photo Source
Media Library v
— Change the ad
Photo . .
by clicking the
Full Size - 600 x 400 o Edit link
Edit
Photo Size
600 28
Alignment
Center v
RIC RICHMOND Mobile Alignment €
Center v
>l Save Save As... Cancel

The module editor will appear on the right side of your window. Under the
General tab, in the Photo section, click “Edit.”

Follow the onscreen prompts to upload your image. (If the image has been
uploaded already, you can select it from the Media Library.)
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6.

If the image is sized correctly, it should appear as intended with no additional
customization. You can save and publish the page.

e If the image appears distorted, double-check the size of the image to
make sure it's 600 pixels wide x 400 pixels tall

e Remember that you will need to follow the steps on page 2 of this guide
for your changes to appear on the live site.



