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Website – Editor – User Manual – 2023 – templates 

Zonta District 13, Area 01, 02, 03 og 04 incl. clubs – 07.09.23 

 

Login to editor page - test page/test period: 

District- and Area webmasters log in at their areas: 

During the test period, the following domain names are used: 

Zonta Denmark: kduelund.com/wp-admin - Clubs use the club name followed by: .kduelund.com/wp-

admin - e.g. kbh-ii.kduelund.com/wp-admin 

Zonta Norway: zonta.no/wp-admin –Clubs use the club name followed by: .zonta.no/wp-admin  - to 

example like this: haugesund.zonta.no/wp-admin.  

Zonta Island: zonta-island.org/wp-admin - clubs use 2023clubname followed by zonta-island.org/wp-

admin. The new pages are indicated in the menu with 2023 in front of the page name. The other (old) 

pages are not to be edited. 

zonta.lt: zonta.lt/wp-admin – clubs use 2023clubname followed by zonta.lt/wp-admin – thus: 

2023clubname.zonta.lt/wp-admin. The new pages are indicated in the menu with 2023 in front of the page 

name. The other (old) pages are not to be edited. 

zonta-district13.org: zonta-district13.org/wp-admin – to be used for log-in. The new pages are indicated in 

the menu with 2023 in front of the page name. The other (old) pages are not to be edited. 

After the testing/editing period May 31. 2023. You will use the addresses you have previously used. You 

will receive a notification when the site is moved back to the "open pages", i.e. following: 

Zonta-district13.org/wp-admin 

zonta.dk/wp-admin 

zonta.lt/wp-admin 

zonta.is/wp-admin 

zonta.no/wp-admin 

Klub webmasters log on: Add club name before zonta.dk/wp-admin – like shown below: 

kbh-ii.zonta.dk/wp-admin  

roskilde.zonta.dk/wp-admin 

etc. 

When editing we recommend you to use google.chrome  
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Site includes District – Area - Clubs  

 

Log in 

When you log in as a webmaster, the front page for the area/club, that you log in to is shown. 

To edit click on "Edit page" in the black bar at the top. You will then get a menu as shown below. 
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Editing 

The pages for you to edit are:  

Arrangementer og nyheder - Arrangements/events and news.  

To create or edit an event or write a news message, choose events and/or news. 

Medier - Media 

Are you going to add or edit pictures, pdf’s or similar, To add or edit pictures, then click Media. 

To add a new picture in the media file, click Add new and choose from your computer the picture 

or file, you want to upload.  

Then choose the picture for insert to the page, you want. Is the picture already in websites media 

archive, you just choose it from here. Place the curser on the page and the spot where you want 

the picture to be placed.  

Pages 

Here you will find all pages to the page you are going to edit - District, Area and clubs.   

Are you going to change or create a new content, then click on the page you are going to edit.  

If you as area webmaster has access to more than one page – you will get a list of the area and 

clubs you have access to edit. Choose the one you are going to edit.  

If you want to copy/paste content from a Word document – then click the small black T icon in  

editing box above the text box to have the same font.   
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Templates – site structure 

Site is build with 3 different templates. They look like this: 

 

Template – frontpage 
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Template 1 blue box (standard-template) 
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Template 3 – 3 pictures in top  
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Edit pages  

In the following you will see the three templates editing page: 

Template frontpage  
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Template 1 – blue box (Standard-template) 
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Template 2 – 3 pictures in top and and billeder i top and centered text  

 

Notice: Picture is screendump – the white lines in picture are not seen on site, when it is visited.  



10 
 

 

Transfer of content from old site, that did not fit automatically to the 

new templates: 

 

In the bottom of the editing pages there might be some boxes named: “right column old” – right 

column grey old – right column red old – or just left column, right column.   

In these columns there might be some text/pictures. This is content, that we have not been able 

automatically to add in new design template.  

It is for you to decide whether the content should be on the site – either on the page you are 

editing now or on one of the other pages. If you want it to be on the new page, just copy/paste to 

the place in new template, where you want it. When you have moved/decided to delete, then 

delete content from the “old  boxes” – otherwise it might show on the site in the standard 

template blue box. After the editing period we will remove these “old boxes”. 

If you want it, you can also go to the old Zonta webpage, which is still online till the new page will 

be online. From the old page you can copy text and pictures and add them in the new templates.  

Always when editing pages - Remember to click update before leaving the page – otherwise the 

corrections and new content will not be saved. 
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Edit pages 

In general for alle pages are:  

If you – when working in the editing module - looking at the new pages – you might find content in “old 

template”. And when looking on showing page, it seems that text is placed correct.      

Then look in right site ”sideattributter – skabelon / page attributes - template”  – choose here the template, 

that you want to use for the page (Frontpage, Standard/template 1 or template 2) The page will 

automatically change to the chosen template. You might have to edit text and pictures. Hereafter you can 

delete content in ”Old template”.  
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Frontpage 

 

 

Frontpage pictures 

Do you want to change pictures on top of template – slider 1, 2 or 3? These pictures are moving from left to 

right on screen. If you want to change pictures. You can delete them one by one in the slider box and add 

new ones by choosing from the media archive. 

Are there no pictures in the top slider, then choose and insert pictures.    



13 
 

Slider 

Next topic on page is Slider: Slider-titel, slider text. That is the text in the blue bubble. This is for the text 

shown in the blue buble in text to the lefft in top. 

Welcome Titel 

Is the text to come as ingtroduction to the welcomming text cuas Er den tekst, der står som indledning til 

velkommen teksten.  

Welcome text 

Are the text that represents the District/area/club on frontpage 

 

Global initiatives 

Global initiatives –text 1text 1  text 1, goes together – first line, next line 1 

Global initiatives – text 2 og text 2 goes together 

Global initiatives – text 3 og text 3 goes together 

The text belongs to the figures/pictures and describves the global activities. These are not to be edited 

without agreement with District 13. 
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Template 1 – Blue box (standard-template) 
 

 

 

 

Editing 

You can delete and add pictures and text and make text changes, as you prefer. If you want to add 

pictures in the left coloum, then choose picture in media archive. If you do not already have the 

picture in archive, then open “Medier” and add the picture(s) you want to use. 

First box is blue box to the left – insert text and/or pictures, as you want. To have the text in white, 

mark the text and click the small grey box above “text-color “white” by marking x in (no color).  

If you want to prolong the blue box to have it to end the same place as the content in right 

coloum, then just add extra line shifts  

The space to the left on public page is shown on editing page below. Insert text and pictures as 

you prefer.   

 

Picture in top of page can be changed by choosing ”Udvalgt billede” (chosen picture). Press “fjern 

udvalgt billede” (remove chosen picture) and choose a new one from ”Medier”  

Be aware – Old Coloumns : In template there is temporarily added 6 extra  
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Right Coloumn (old), Right Coloumn (grey - old), Right Column (red - old), Left Column (old), Left 

coloumn (grey – old), Left coloumn (red – old),  

The reason is, that there on a few pages are text/content, that could not be placed in the new 

template. Webmaster is to decide whether content should be added to website and to which 

page, or it should be deleted. 

The content in these ”old coloumns” might be seen on website in the left blue coloumn. If you 

want to keep content there, then choose the text shown in the ”old box” on editing page. Copy 

and insert text/pictures from “old box” and insert it in Template 1 - blue box (standard-template). 

After inserted in standard-template, remove it from “old box” 

If you want white text in blue coloumn -  just mark the text and press white color. 

If content should be shown in right coloumn instead – just add it here.   

If content should be placed in other pages on the site. Just copy and add to the chosen page.  

Click update. 
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Template 2 - 3 pictures in top and centered text  

 

 

 

 

Editing 

You can delete and insert pictures and text, as you prefer. Choose picture and text and make 

adjustments. Choose picture to the left, the middle and to the right. Add pictures and media as 

described under “frontpage” 

 Write text in the textbox below the picture box. 
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Choose template 

Do you want to switch to a different template than the one currently in use? See "Page attributes - 

Template" in the right column. You can now choose Frontpage, Standard/template 1, or template 

2 - 3 images at the top. Text and images will after you have pressed the blue update field in the 

right column be created in the chosen template, which  you can edit as you want.   

 

Events and news: 

To create or edit an event or news – Click Add new: 

 

 

Choose in right coloumn if it is an event, news – or choose both.  

Also before publishing choose – in right coloumn - if you want this message to be shown on other 

clubpages or on area.  

Write the headline for the event or news in the top box. Write the text in box below.  

Choose and add pictures to the three picture boxes below in Skabelon 2 – 3  pictures.  

Is there a date relevant to show, then insert it in the Date box. And If you want people to register, 

then add in link where to register.   

XNE – 17.03.23 – Edited 31.03.23 – 07.09.23 


