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1. [bookmark: _ex6ozcb8ys4u]Website Templates
a. Grid Template 3up: Rows of 3 900x450 Images, plus Text Boxes
b. Grid Template 4up: Rows of 4 600x600 Images plus Text Boxes
c. Topic Template: Rows of 3 600x600 Images plus Text boxes 
d. Text Heavy Template 
e. Accessing the photo library
f. Photo standards
i. Featured image - 900x510
ii. Grid (3-up) 900x450
iii. Grid (4-up) 600x600


2. Writing and Design Standards
a. Focus on benefits of what we’re doing – e.g., the needs we are meeting and the problems we are solving – rather than the tools we use.
i. [bookmark: _GoBack]We have 100 lines of sewer and  and language that is simple, informal, jargon-free, and audience focused. consistent with other language on the site, Hemingway Editor and plainlanguage.gov
b. Select images for the page - use the photography sizing defined above, pull from shared photo library, or department libraries
c. Determine your linking strategy and post to Linked Content Form
d. Save your work in a word document. Each training attendee will present their content for feedback at our next training session. Include the following:
i. Page title
ii. Subheadings as indicated on the page template
iii. Body copy
iv. Images cropped to appropriate sizes
v. Linking strategy - post to 

3. [bookmark: _gmh3ihmjdgwe]Week 1 Questions 
a. Add questions and answers here, or add to agenda for week 1.5 meeting.

[bookmark: _kp3t6xufr35r]Week 1.5 Agenda
1. Present page content developed for each department (5 min. per department)
2. Share challenges encountered working with the brand guidelines
3. Group provides feedback based on the brand styleguide
4. Homework
a. Refine page content based on feedback received from the group
b. Continue developing content for additional pages 
c. Content will be loaded to the site following Week 2 training

5. [bookmark: _pjko22birurx]Week 1.5 Questions 
a. Add questions and answers here, or add to agenda for week 2 training session.
[bookmark: _bh06kmmckp23]Week 2 Agenda
4. Overview
a. ProudCity platform
5. Login 
a. My.proudcity.com
b. Username: Petaluma email
c. Password: unique
6. General content overview (front-end)
a. https://petaluma-ca.proudcity.com/
b. What makes up a website?
i. Pages
ii. Departments
iii. Documents
iv. News
v. Events
c. Page Templates
i. Department Template
ii. Grid Template 3up
iii. Grid Template 4up
iv. Topic Template 
v. Granular Template 
7. Dashboard overview
a. Content types
b. Add page (search and make sure page doesn’t already exist)
i. Title
ii. Switch to pagebuilder
iii. Select Layout
1. Layouts override the page
2. Select layout template:
a. Department Template
b. Grid Template 3up
c. Grid Template 4up
d. Topic Template 
e. Granular Template (text heavy page)
iv. Content
v. Media
1. Banners - 1920x447
2. Featured image - 900x510
3. Grid (3-up) 900x450
4. Accessibility and alt tags
5. Media guide: https://help.proudcity.com/images-and-government-websites/
vi. Formatting
vii. Yoast SEO Meta Data
viii. Menu structure within a department
1. Select department menu
2. Add page label
3.  Next, click on Advanced Settings and choose the subpage that the new page should be linked down from. (If a subpage is not chosen, then the new page will go directly under the department and automatically added to the side menu on the department page. If it should not be on the side menu on a department page, then a subpage must be selected under Advanced Settings)
ix. Update
c. Page creation checklist
i. https://help.proudcity.com/post-page-checklist/ 
d. Edit page (pagebuilder)
i. Edit page
ii. View page
iii. Update (or not)
iv. Publishing options (click carrot)
1. Preview changes
2. Publishing options (draft vs published)
3. Published on date
v. Unpublish vs trashed
vi. Visual vs pagebuilder
1. Once in pagebuilder, stay in pagebuilder
8. Governance
a. Update vs draft vs trashed (delete)
b. Stay within your department unless directed
c. Support
i. During training
1. Try first
2. Look at your notes and documentation
3. Ask a friend
4. Submit a ticket
ii. Beyond training
1. Tickets
a. Describe what you’re trying to achieve
b. Clearly describe the steps you have taken up to the issue 
c. Provide links
d. Provide screenshots
e. Remember the person viewing your ticket is trying to retrace your steps and is not sitting next to you, help them out. 
2. Documentation
3. Live chat
4. Feature request
9. Homework
a. Access Google doc or download the word doc from the email
b. Finalize ProudCity accounts
c. Login and click around your department pages (without editing)
i. Understand what the page components are
d. Add a page with the content you wrote in week 1 and post the link below for review
[bookmark: _j4j5nf8c7c77]Week 2 Questions
1. Add questions here
a. Answer to question below.
i. I am trying to create a page called “example page from Jane Doe” and I’m confused when adding it to the Parks and Rec department, can we review on Thursday? - Your Name
2. Post page you created here:
a. Example: link
[bookmark: _jonnvq3vibxy]Week 2.5  Agenda
[bookmark: _mn8i149nn0fs]
Review Homework
1. Review homework and questions

Documents + Pagebuilder Intro
1. Document elements (front-end)
a. https://petaluma-ca.proudcity.com/documents
b. Title
c. File (preview)
d. Category(ies)
i. Filters
ii. Widgets
2. Create document types (category)
a. Dashboard
b. Documents
c. Document types
d. Add new
i. No parent
ii. Parent
3. Add new document
a. Dashboard
b. Documents
c. Add new document
i. Title
ii. Skip text area
iii. File
1. Add document
2. Media library
3. Upload file 
4. Title file
5. Insert into post
iv. Select document type
v. Publish
d. View
4. View on https://petaluma-ca.proudcity.com/documents a document list example: https://petaluma-ca.proudcity.com/human-resources-employee-policies/ 	Comment by Kevin Herman: Granular template with a document list widget.
5. Ways to display a document
a. Link
b. Document list
c. Document embed
6. Hyperlink within text
a. Have two tabs open
i. The page you want to create the link on
ii. The page you want to link to
b. Copy the URL of the page you want to link to, for example https://petaluma-ca.proudcity.com/documents/adobe-road-winery-final-cup-resolution/
c. Edit the page you want to create the link on
d. Highlight the text you want to hyperlink
e. Select the chain icon
f. Paste the document URL
g. Update page
h. View page
i. Test link
7. Pagebuilder and Document list widget 
a. View frontend elements
b. Edit page and view widget elements
c. Add widget
d. Select document list
e. Edit document list widget
f. Check your desired category
g. Select done
h. Update page
i. View page
8. Document embed widget
a. Edit page and view widget elements
b. Add widget
c. Select document embed
d. Edit document embed widget
e. In another tab, have the document you would like to embed, for example: https://petaluma-ca.proudcity.com/fire-cope/ 
i. Edit the document: https://petaluma-ca.proudcity.com/documents/cope-booklet/
ii. The edit URL will change on the edit screen, for example: https://petaluma-ca.proudcity.com/wp-admin/post.php?post=11406&action=edit 
1. Copy the post ID, in this case it’s 11406
f. Navigate back to the page with the edit document embed widget
i. Paste post ID, in this case 11406
ii. Select done
g. Update page
9. Homework
a. Access Google doc or download the word doc from the email
b. Finalize ProudCity accounts
c. Login and click around your department pages (without editing)
i. Understand what the page components are
d. Add a page with the content you wrote in week 1 and post the link below for review (likely a Granular or text heavy template). You can also send to Ingrid/Nancy if you don’t have access to the Google Doc. 
e. Add document content
i. If you document category doesn’t exist, create one before adding the document
f. Add either a document list or document embed to the granular page that you create in your homework assignment
[bookmark: _zejuyxll45rd]
[bookmark: _fef3anccatiy]Week 2.5 Questions 
1. Add question here
2. Homework
a. View your department and see if there is a news or announcement page
i. If there is, check the category being used in the news list widget
ii. If there is not, create a page using the granular template
1. Add a news list widget
2. Select the news category you would like to use for that widget
b. Create a news post and use the category from above
[bookmark: _p7bz2ua0uzdw]Week 3 Agenda

News, Events and Pagebuilder widgets continued
1. News page elements (front-end)
a. All news posts to: https://petaluma-ca.proudcity.com/news 
b. Can filter by categories
c. News post
i. Recent posts
2. Create news categories
a. Dashboard
b. News
c. News categories
d. Add new
i. No parent
ii. Parent
3. Add new news post
a. Dashboard
b. News
c. Add new 
i. Title
ii. Content
iii. Featured image
iv. Category
v. Publish options
1. Draft vs published
2. Public vs private
3. Post date strategy
vi. Publish
d. View
4. News post list widget examples
a. Homepage categories
i. Homepage feature
b. Department widget example:
i. https://petaluma-ca.proudcity.com/police-announcements/ 
ii. Project page: https://petaluma-ca.proudcity.com/b-street-sewer-replacement/
5. Adding news post list widget
a. Edit page
b. Make sure it’s set to Pagebuilder
c. Add widget
d. Select news post list widget
e. Edit news post list widget
f. Check desired category
g. Set desired number of posts to list
h. Set order
i. Select done
j. View page
6. Events page elements (front-end)
a. https://petaluma-ca.proudcity.com/events 
b. Can filter by categories
c. Event
i. https://petaluma-ca.proudcity.com/event/movies-in-the-park-hocus-pocus/
ii. Date
iii. Location
iv. Directions
v. Download to calendar
vi. Share
vii. Upcoming events
7. Create event categories
a. Dashboard
b. Events
c. Events category
d. Add new
i. No parent
ii. Parent
8. Add event
a. Title
b. Content
c. Where (location)
d. When
e. Category
f. Publish
9. Edit event
a. Dashboard
b. Events
c. Edit event detail
d. Update
10. Recurring Events
a. View list of recurring events
b. Add recurring event
i. Title
ii. Content
iii. Recurrences 
iv. Category
v. Publish
c. Editing recurring event
i. Edit from recurring event list
d. Editing a specific event within a string of a recurring event
i. Dashboard
ii. Events
iii. Find the specific event that you want to edit
iv. Select edit
v. Update
11. Reminder:
a. Events list has all events, including each recurring event.
12. Events list widget
a. Edit page
b. Make sure it’s set to Pagebuilder
c. Add widget
d. Select event  list widget
e. Edit event list widget
f. Check desired category
g. Set desired number of events to list
h. Select done
i. View page
13. Homework
a. View your department and see if there is a news or announcement page
i. If there is, check the category being used in the news list widget
ii. If there is not, create a page using the granular template
1. Add a news list widget
2. Select the news category you would like to use for that widget
b. Create a news post and use the category from above
c. View your department and see if there is an event page
i. If there is, check the category being used in the event list widget
ii. If there is not, create a page using the granular template
1. Add an event list widget
2. Select the event category you would like to use for that widget
d. Create an event and use the category from above
e. After both of these assignments, please send a link to the following to Ingrid/Nancy
i. News post
ii. Where the post will be published to in your department
iii. Event
iv. Where the event will be published to in your department
[bookmark: _pj6ibp5qrz1z]Week 3 Questions 
1. Teacher bio page - Rachel
a. https://petaluma-ca.proudcity.com/teacher-bios/
b. Layout
c. Images
2. Menu clarifications from Nancy
a. You can set menus following the directions for page creation 
b. Menus can get trickier when deleting pages or moving them to different places in the menu structure. 
i. Edit page
ii. Menu
iii. Label
iv. Advanced settings
v. Parent
vi. Position
c. Confirm menu location in the menu structure: https://petaluma-ca.proudcity.com/wp-admin/nav-menus.php
i. Navigate to the correct menu, for this group it will almost always be your department
ii. View the order of the structure
iii. Drag and drop
iv. Be careful and mindful of indentation 
v. Watch out for “invalid menu items”
1. Too many invalid menu items can messy your menu creation even if you’re doing it correctly. If you’re doing things right and things are sticking, this is a very good place to check. 
2. Remove invalid menu items
vi. Don’t forget to save menu 
vii. Refresh the department you were viewing to make sure the edits stick
3. Support communication protocol
a. Documentation: https://help.proudcity.com/
b. Tickets: https://help.proudcity.com/submit/
i. Helpful descriptions include intended goal of activity
ii. Please include steps taken prior to issue arising and where the issue occurs
iii. Include link(s) to problem area/example when possible
iv. Remember, the people reading your ticket are not sitting next to you and need to retrace your steps, understand your intentions and what you are hoping to achieve in order to effectively and efficiently help. The more thorough your ticket, the faster we can help you get your way!
c. Chat
d. Request a feature

ProudCity ● 510.671.0593 ● info@proudcity.com ● proudcity.com
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