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1. Login to Harbour Lights Portal: 

 
1. Go to https://harbourlights.jcihk.org/wp-login.php 

 

 
2. Input the username and password 

 
3. Press “Log In” to enter the portal 

https://harbourlights.jcihk.org/wp-login.php


2. Update User Profile (Email Address, Profile Picture, Reset 

Password) 

 

1. Click “User Profile” at the menu at the left of the page 

 
2. Do NOT change the “First Name” (Will display as the author of your articles) 

 
3. Update the email address to the email address to an email that can receive 

notification 

 
4. Reset the password when needed 

 
5. Upload the Avatar Image (Will display as the author image of your articles) 



3. Create a new Article 

 

 
1. Click “Posts” at the menu at the left of the page 

 
2. Press “Add New” 

 
3. Type the title and article content 

 



4. To Insert image, move the curser to the place you wish to add image, and click “Add 

block” 
 

 

 

 
5. Choose “Image” 

 

 



6. Click “Upload”, and browse your file and upload the image 
 

 

 
7. To add caption, click the image and type the caption below 

 



8. Select “Post” at the right menu 

 

 
9. Set the following settings at the menu at the left of the page: 

 
- Setup the “Featured Image”, choose the image that you wish to show on the 

article list 
 



 

- Add Tags, add the keywords here, separated by commas 
 



10. After complete editing the article, press “Publish” button at the upper right of the 

screen 
 

 

 
11. Press “Submit for Review” and notice National Publication Director to review your 

article 
 



12. Post the translated version of the article: 

*Note that if the article is in one language only, you still need to setup this step to 

ensure visitor can see your article in both English and Chinese version of Harbour Lights 

website 

- scroll down to the bottom of the right menu, expend the “Language” section, click the 

“ + ” button next to the HK flag 
 

 



- Edit the Chinese content and submit the post for review (repeat steps 8-11 for 

the Chinese article) 
 


