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1. Login to Harbour Lights Portal:

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

e Log In ¢ Harbour Lights — Wor X |+

<« > C o QO B nhttpsy//harbouriightsjdhk.org/wp-login.php

Username or Email Address

|jcifhongfkong ‘

Password

|.O......l........ & ‘

() Remember Me

Lost your password?

~— Go to Harbour Lights

B | English (United States) v H Change l

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)

"? # Harbour Light: Il + nNew Efg showall languages
# Posts Profile
07 Media
Username Usernames cannot be changed.
s User Profile
First Name | JC1 Hong Kong |
Last Name | |
Nickname (required) | ja_hong_kong |

Email (required)

| ja_hongkong@jcihk.org |

If you change this, we will send you an email at your new address to confirm it. The new addre

Account Management

New Password e | Set Mew Password |

Sessions | Log Cut Everywhere Else |

Did you lose your phone or leave your account logged in at a public computer? You can log ou

Avatar

Upload Avatar

H Jc, @ | Choose from Media Library | | Delete local avatar

Hong Keng

Update Profile

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

@ @A Harbour Lights
1

f Posts

All Posts

[}
 —— 2

Posts( add new |)
St

All (114) | Mine (12) | Published (112) | Draft (1) | Pending (1)

4 New View Posts EE5 Show all languages

Bulk actions v ‘

Title

Welcome to the Gutenberg Editor — Draft

Test — Pending

»*  JCI RISE #PurposePeoplePlace

«  JCI RISE #PurposePeoplePlace

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

2. Press “Add New”

3. Type the title and article content

a

‘ | All dates v || A Categories v ‘| Filter I

Author

JCl Hong Kong

JCl Hong Kong

JCi Hong Kong

JCi Hona Kona

Type the article title here

Add title <«

Type / to choose a block

Type the content here

1]

]

]

]



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

Wofoo Social Enterprises

Junior Chamber International Hong Kong is honoured to invite the President of
Wofoo Social Enterprises, Dr. Joseph LEE, GBS, JP to share his concept and
methods of sharing.

Dr. Joseph Lee has participated ent\‘&lly in public affairs through
different methods since 1970s; later this inspired him to establish Wofoo Social

Enterprises, using benefits management regime, effectively allocate and use its
resources to provide diversified services to the society.

“Creating a harmonious society by a people-oriented approach”
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5. Choose “Image”
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6. Click “Upload”, and browse your file and upload the image

IR

B Image

Upload an image file, pick one from your media library, or add one with a URL.

Upload Media Library  Insert from URL

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

=

Replace




8. Select “Post” at the right menu

Save draft  Preview ° n 0

Enable AMP &
D

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

Save draft  Preview o n 0 :

article list

A ~
Post Block X
T—-" R P S |
Enable AMP [ @)
Move to trash
o invite the President of
are his concept and Template o
Permalink v
Categories o
v

Tags

Featured image

Selecting a featured image
is recommended for an
optimal user experience.

Set featured image

Excerpt




Featured image x

Upload files  Media Library

o s Search
Suggested image dimensions: 1200 by 675 pixels. y \ ATTACHMENT DETAILS
o select the - 7 = XMC_6709,jpg
i M March 2
505 KB
4898 by 3265 pixels

0.

EditImage
Delete permanently

Alt Text

Learn how to be the
purpose of the image. Leave
empty if the image is purely
decorative,

Title | XMC_6709 ‘

Caption

N

Description

|

File URL: https://harbourlights jcihk.c ‘

Copy URL to clipboard ‘

e Set featured image
‘ Set featured image )

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

Tags

Add Mew Tag

interview X
wofoo social enterprises X

ICI Hong Kong X |

Separate with cornmas or the Enter key.




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

screen
e
Save draft  Preview o n 0

L

Post Block X

Status & visibility ~

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

article
oDl

Are you ready to submit for review?

L

When you're ready, submit your work
for review, and an Editor will be able to
approve it for you.




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

Replace Image

Remove featured image

Excerpt v
Discussion v
Languages A A
Language
=

== ‘ English v‘

Translations

\ }

l Add a translation in P32 l e v
v L >
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- Edit the Chinese content and submit the post for review (repeat steps 8-11 for
the Chinese article)

Savedraft  Preview \EI n o

Post Block X
y SigE Status & visibility ~
MEHSE
Be= = i<
Visibility Public
Publish Immediately

Post Farmat ‘ Standard v

D Stick to the top of the blog

D Pending review

Author

Harbour Lights Editorial  ~

Enable AMP a

Template w
Permalink o
VIEW POST

https://harbourlights jcihk.org/?p=1802¢%

Type / to choose a block
Categories ~

FEH1GBS,08t] & Search Categories

S Cover Stories
B70E{&E

ERCRNUEE

Editor's Choice

Interview

JCI RISE
National International Affairs ”

i< D<Imm

TRIARE - BR{CHHE <



