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FAQ

Why aren’t my changes showing up on the digital directory?

Publishing to the physical digital directories is a manual process and doesn’t happen automatically as
changes are made to the website. You may follow the process described in “Publishing to the Physical
Digital Directories”. That will open a ticket for us to do the final push — this is usually done within 1-2
business days, but may be quicker/slower based on our current workload.

If a push is time-sensitive — please follow up with an email to digital@kishmish.com with more
information on when it needs to be completed.

How do | add a new leasing location to the map?

Leasing locations are created by editing the base map. This is something that should be left to Kishmish
as there is a high risk of breaking current tenant setups. Please reach out to digital@kishmish.com and
include the following:

e Any new leasing ID’s that will exist
e  What tenants will occupy the space, if any,
e Approximately where the new lines should be drawn on the map

Why can’t a tenant user log in?
The most common problem with tenant logins is that they were not activated. Please reference ‘“Tenant
Self-Registration” for instructions on activating their account.

If the problem continues after following the instructions please reach out to digital@kishmish.com so that
we may assist you.

Can a tenant user have access to multiple sites with one account?
You can allow tenant users access to multiple sites, however, it’s not configurable within the admin
section. If a need for this arises, please add the tenant user to one site. Then, reach out to
digital@kishmish.com with:

e The tenant name

e The tenant user email

o The list of properties they should be able to access

We will configure the user in the back-end.

How can we configure a new PMG-wide tenant?
PMG-wide tenants are configured the same as normal tenants, but in the Network Admin section. It’s
usually best to leave this to us (Kishmish), so just reach out to digital@kishmish.com with:

e The tenant name
e The tenant logo
e The tenant description

We can then configure the global tenant and, once it’s ready you can select it from the dropdown as
described in “PMG-wide Tenant Logos & Descriptions”.
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Why is the wrong logo showing on the digital directory?

When logos are uploaded to the digital directories, any logos that have the same filename (e.g. logo.png)
will overwrite each other leading to the same logo being displayed on multiple tenants. Best practice is to
use the tenant name and/or leasing area in the filename, for example: logo nerdy-by-nature 1.216.png.
This ensures that you will have a unique filename for every tenant.
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Tenants
Adding / Editing Tenants

Go to Tenants > Tenants

I Tenar h

Sales New Tenant

Tenant Categories
Jobs 9

Search Terms
Events
Tenant Tags

Contests

Press Releases

Select an Existing Tenant or Click “Add New”

Tenants Click to create a new Tenant

All (243) | Mine (123) | Published (242) | Draft (1) | Trash (188) | Cernerstone content (0)

‘ Bulk actions v H Apply ‘ All dates v ‘ ‘ All SEO Scores v ‘ ‘ All Reac

I:I Tenant Name loao Tenant Website I
Click tenant name fo edit an existing tenant
0 Dlite=—" :

- Frozegj No Website Link.
Edit | Quick Edit | Trash

View | Remove Tenant

[] EmblemHealth [—— https://www.emblemhealth.

com/

Youw’ll be presented with a screen resembling this

LuIL 1Thian |

Frozen D Lite Publish PNV
Permalink: palisad nter. d-li Edit
. ?
Status: Published Edit
Tykes Tuesdays Fields AV v .
® Visibility: Public Edit
Tenant Display Fields ANV 4 [if] Published on: Dec 15, 2022 at 18:57 Edit

Y| SEO: Not available
Force Website URL

Y Readability: Not available

Custom Text

text fields that can be

i to manage the content that will display on specific pages that indirectly include this tenant (e.g. the centered page). They will

ess explicity ref Tenant Categories ANV os

Add Row
All Tenant Categories  Most Used

V) Dining - Sweets & Treats

Yoast SEO NNV Accessories

Apparel
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Go down the fields and fill in all of the information you know — you should have at least the
following fields filled in:

e Title - Name of the Tenant

Leasing Area Number - [ease line identifier for wayfinder to display the tenant in the defined
space

Phone Number - Phone Number of the Tenant

Category - Categories the tenant fits into (located on right)

Description - Can be pulled by PMG Global, short text info about the tenant

Logo - Can be pulled by PMG Global, or needs to be uploaded as a 300x300 png

Once all of the information is filled in, if the tenant is ready to be displayed on the website, you may:

Click the “Publish” / “Update” button towards the top right

Publish AV A

Preview Changes

? Status: Published Edit
@& Visibility: Public Edit
ﬂ Published on: Dec 15, 2022 at 18:57 Edit

SEQ: Not available

Readability: Not available

IMove to Trash %

PMG-wide Tenant Logos & Descriptions

If the tenant exists in more than one property, it’s best to use the logo and description from the
corresponding PMG-Wide configuration. Check off the PMG-wide Tenant Logo & Description and
choose the corresponding tenant from the dropdown:

Tenant Fields a

Use PMG-wide Tenant Logo & Description

v

Global Tenant

4

- Select Tenant -
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Tenants with Different Hours
If tenant hours differ from the malls

Scroll down to “Tenant Hours”

Restaurants
# Dashboard

Floor Maps Snacks and On-the-Go
# Post These will need to SVG files only to allow for map zooming. You drag and drop the order of the floor maps for each level. Specialty Foods
» 'osts
Add Floor Map Entertainment
0] Media Night Life
Services
R Enable Opening Soon Snipe/Tag
+ Add Tenant Category
|M Pages
& Tenants
- Search Terms .
Tenants Tenant Hours ()
New Tenant Add
Monda
Tenant Categories 4
Separate Term with commas
Search Terms
Honre Default '
Choose from the most used Terms
@ sales
2 Jobs
Tuesday
Events
Contests RO Default N
Press Releases
Media Gallery Wednesday
Appearance H
ours Default H

K¢ Plugins

Then change the dropdown to override and enter in the hours for each day:

fAonda
Y Default

Closed E

Hours v Override ]

Start Time

End Time

Tenant Locations

...if they’re moving locations or opening new

Tenant locations are controlled by assigning them a Leasing Area Number in Wordpress. The unique
leasing area numbers found on any property leasing line maps should correspond to the maps on the
website.

An example is found on the next page.
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If GNC is a tenant in space “A11” on the lease map, they should be assigned the Leasing Area Number
of “A11.”

|
HANNOL
575

Edit Tenant New Tenant

GNC

Permalink: hitps:// angertown.com/t Js Edit

JOURNEY'S
1708

Yoast SEO

/ 18l
Wayfinder Identifier ~La2 | RO1 R03 / W

Leasing Area Number

AN

Hide Tenant from Wayfinder

Please note that the leasing areas are case sensitive — typically they should be uppercase

..if there’s a remodel of the physical space in the property
If the property itself is changing physical shape, such as a store splitting in half or combining with a
neighboring space, message digital@kishmish.com with the request, and include the following:

e Any new leasing ID’s that will exist
e What tenants will occupy the space, if any,
e Approximately where the new lines should be drawn on the map

Kishmish will change the “base map”, update the wayfinders with the new base map file, and re-assign
any tenants that were disturbed during the process.

...if the tenant has no defined space (e.g. a kiosk, Santa, Easter Bunny, etc.)

Email digital@kishmish.com and specify which tenant is moving in, and where they will be located
(preferably with an image). We will assign the space accordingly. If there is a Leasing Id Number for the
kiosk, let us know what the number is as well so that it’s easier for you to reuse the space in the future.

Adding Tenant Users

Manually Adding Tenant Users
Add Tenant User: Hover over USERS in sidebar menu, and select ADD TENANT USER. Should bring
you to the following screen

cee
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Enter the Tenant Username, Tenant Email, Tenant Password, then select the Tenant that's associated
with the account.

Tenant Self-Registration
Users may also register themselves using a form on the site. The instructions are slightly different for
each mall, so please reach out to digital@kishmish.com for instructions to provide the tenant.

Once the tenant follows the instructions, you will still need to activate their account — to do so, please:

Go to Users > Pending Activation

K¢ Plugins

i All Users

4 Tools Add New
Seitros Profile

Add Tenant User
Custom Fields

I Pending /ations

£+ Property

Configuration

Yoast SEO

Then hover over the user and click "Activate"

Pending Activations

‘ Bulk actions v ‘ 6 items

| Username Email Sign Up Date

gogreencrossgates gogreencrossgate@gmail.com January 27, 2023 at 3:49 am

Activate | View Entry | Delete
Activate this sign up

BathandBody3 cauricchio@bbw.com January 31, 2018 at 7:30 pm

Once you have done that, their account will be activated and they should be able to log in.
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Sales

Adding / Editing Sales
Go to Sles > Published Sales

New Sale E

© Events Sale Tags

ategories

° Contests

Select an Existing Sale or Click “Add New”

Sales | Click to create a new sale |

All (948) | Mine (35) | Published (947) | Pending (1) | Trash (467) | Cornerstone content (0)

‘ Bulk actions v H Apply ‘ All dates v ‘ ‘ All SEO Scores v ‘ ‘ All Readability Scores v H Filte
(] Sale Name Start Date End Date
. Click sale name to edit an existing sale
[ | Zara SALE is Happening NOW!"'F—#| — J | 01/26/2023
Edit | Quick Edit | Trash | View | Move
Post
. (] 50% OFF SELECT STYLES 12/26/2022 01/01/2023

You’ll be presented with a page resembling this, go down the page and fill in necessary fiels

Edit Sale | Newsale
Zara SALE is Happening NOW! Publish

oA Lo e e e

9 Status: Published Edit

® Visibility: Public Edit

You must include at least the following:

Title — The name of the sale

Tenant — The tenant that is having the sale

Start Date — The date the sale starts — the sale will begin displaying on this date

End Date — The date the sale ends — the sale will automatically be hidden after this date

You may also use the following fields:
e Content — The WYSIWYG editor (the big block at the top of the page) will change what is
displayed on the sale page and can be used to provide a description for the sale
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e Featured Sales — This will cause this sale to be featured on the homepage and at the top of
thessales page

e Featured Image — You may include an image that will be displayed in the thumbnail for this sale

e Hide Sale — This will hide the sale from the sales page

e Hide Sale Date — This will hide the sale date in the thumbnail for the sale; this is useful for year-
long sales or sales with no true end date

e Hide Tenant Name — This will cause the thumbnail for the sale to not contain the tenant name
Sale Url — This will set a custom URL for the sale to be linked to; by default you are just brought
to the relevant tenant page

Click the “Publish” / “Update” button towards the top right

Publish AV A

Preview Changes

? Status: Published Edit

@& Visibility: Public Edit

fiif] Published on: Dec 15, 2022 at 18:57 Edit
SEQ: Not available

Readability: Not available

Move to Trash %
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Events

Adding / Editing Events
Go to Events > Published Events

=] JOoDs =

)

Contests New Event

Events Categories
Press Releases 9

Media Gallery

Select an existing event to edit it or click “New Event” to create a new one

Events | New Event I-/l Click to create a new event |

All (1,083) | Mine (2) | Published (1,082) | Draft (1) | Trash (120) | Cornerstone content (0)

Bulk actions v All dates ~ || All SEO Scores ~ | | All Readability Scores

Post Date Event Title Host

Published Tayls Rees Performing LIVE/l Click event litle to edit an existing event
2023/01/27 at 11:18 am Edit | Quick Edit | Trash | View | Move Post

Published Rockland Arts Festival Palisades Center

NP2/ 4T at 11-07F am

You will be presented with a screen that resembles this; scroll down and fill in any necessary fields

Edit Event [ newevent|

| Tayla Rees Performing LIVE | publish PNV

Permalink: https://www.palisadescenter.com/event/ta iarrees'nerfmmina—hve’[ Edit

4 ! Status: Published Edit
© Add Form Visual ~ Text

®

07 Add Media

®

Visibility: Public Edit

iii
L]
N
n
I
hil
S
il
]

Paragraph v B I
= — AvE Q QE%

Published on: Jan 27, 2023 at 16:18 Edit

(]

SEQ: Not available

/| Readability: Not available

MALL TOUR —

Events Categories

2022/20 28 A Comoren | i

. ‘ - |¥] performance

You will be required to fill in the following fields:

Title — The name of the event

Tenant — The tenant that is sponsoring the event

Event Start Date — The date the event starts

Event End Date — The date the event ends — the event will be automatically hidden after this date

You may also use the following fields:
e Hide Event — If this box is checked then the event will be hidden from the events list
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e Override Event Image — You may upload an image here to display it on the event thumbnail —
by default it will use the sponsoring tenants logo
e Override Tenant Host — You may use this to override the host name listed on the event

Click the “Publish” / “Update” button towards the top right

Publish AWV A

Preview Changes

T Status: Published Edit
@& Visibility: Public Edit

fiif] Published on: Dec 15, 2022 at 18:57 Edit
){ SEQ: Not available

Y( Readability: Not available

Move to Trash

Recurring Events
Events that recur can be configured by checking the box next to “Does Event Repeat?”:

Does Event Repeat?
W)

Repeat Frequency

Does the event repeat?

‘: Weekly

Additional Repeat Days

Select the additional days that the event repeats otherwise set the start date to main repeat day.

None

Sunday

Monday

Tuesday

Wednesday v

Additional fields for “Repeat Frequency” and “Additional Repeat Days” (in the case of weekly) will
appear that you can use to further configure the event.
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Contests

Adding / Editing Contests
Go to Contests > Published Contests

i—:: { I Publi

[l Press Releases New Contest

Categories

Select an existing contest to edit it or click “New Contest” to create one

Contests Click to create a new contest |

All (12) | Mine (1) | Published (11) | Draft (1) | Cornerstone content (0)

‘ Bulk actions v H Apply ‘ All dates v ‘ ‘ All SEO Scores v ‘ ‘ All Readability Scores v H Filter ]
(] Post Date Contests Title Author Tenant Start Date
-~ Click contest name to edit one
[ ] Published Staycation Giveaway‘/ PaSaEsTEET TayLation Giveaway
2018/08/10 at 1:45 pm Edit | Quick @\'t Trash | View
(] Published Mother’s Day Giveaway palisadescenter Mother's Day Giveaway
2018/04/26 at 5:31 pm
(] Published Urban Planet $100 Gift palisadescenter Urban Planet $100 Gift Card

You will be presented with a screen that resembles this; scroll down and fill in any necessary fields

Edit Contest

Staycation Giveaway Publish AV s

Permalink: https://www.palisadescenter.com/contest/staycation-g; Edit Preview Changes

9 Status: Published Edit

Contests Fields VoA

® Visibility: Public Edit
Contest Start Date * Contest End Date * .

il Published on: Aug 10, 2018 at 17:45 Edit
| 08/08/2018 | | 090872018 |

SEO: Not available

Readability: Good

Heading Line (H1)

‘ WIN A DREAM STAYCATION WITH PALISADES CENTER, TIME HOTEL, AND VISIT NYACK! ‘ Move to Tiash
Form Contests Categories ANV v

Form to use. Create it first in the forms section.

‘ 2019 Tyke Tuesdays v Featured image A VA

The following should serve as a reference to fields:
e Contests Title - Title of the contests, displays at the top
e Contest Start & End Dates - Self explanatory, contests will be automatically turned off on its
end date

e Heading Line - This can be ignored
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Form - Perhaps the most important part, this is the form that is being used from the “forms”
section of the site, which is pulling in data from contest entrants. The form for each contest will
have to be set up before the contest can be launched, please reach out to digital@kishmish.com if
you need any assistance with setting one up. Forms always appear below text entered in the
WYSIWYG editor, but above the Legal Copy.

Legal Copy - the legal copy for the contest, which will appear at the very bottom of the contest
posting on the front end of the site

Form background type - for if you want to set the background of the contest to display an image
or color (generally unused)

WYSIWYG Editor - used to convey any of the text content for the contest, including the rules,
prizes, and any other context necessary. This is styled as any other post is styled.

Excerpt - a short text description of the contest, which shows up in the thumbnail next to the
featured image, on the “contests” page.

Featured Image - (located in the right column) this is the image that will display across the top
of the contest posting

Click the “Publish” / “Update” button towards the top right

Publish AV A

?

Preview Changes

Status: Published Edit

@ Visibility: Public Edit

Published on: Dec 15, 2022 at 18:57 Edit

SEQ: Mot available

Readability: Not available

Move to Trash
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Press Releases

Adding / Editing Press Releases

Go to Press Releases > Published Press Releases
I:": Contests

= Media Gallery

New Press Release

Appearance

Select an existing press release to edit or click “New Press Release” to create a new one
ress Releases nosms moms Jo— BT T sreEs

| Bulkactions v || Apply | | All dates v || All SEO Scores v || AllReadability Scores || Fitter 379 items 1 Jot9 J » ‘
) Title Date B 29
®) S T S TSI 20 SPEEDWAYa—"| Click prss release fte to edit an existing one Published e o o

Edit | Quick Edit | Trash | View 2023/01/23 at 9:46 am

Palisades Center Ice Rink Celebrates National Skating Month with Free Skate Rentals and Events Published o o
2023/01/10 at 10:30 am

GOLFZON AND TROON LAUNCH NEW GOLFZON SOCIAL ENTERTAINMENT VENUES Published e o o
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You will be presented with a page resembling this, scroll down and fill in the necessary fields

Edit Press Release [ new press reicase |

RACING FOR A CAUSE AT PALISADES CENTER'S AUTOBAHN INDOOR SPEEDWAY Publish

lisadescenter.com/press: [

Q) Add Media | | @ Add Form

N vl 1 ||
Peragrapt «===¢zF
o — A = -]
RACING FOR A CAUSE AT PALISADES CENTER'S
AUTOBAHN INDOOR SPEEDWAY
Pro-Am Race to Benefit the Penguin Plunge Organization
‘West Nyack, NY (January 2023): Palisades Center’s Autobahn Indoor Speedway and Orange County Fair Speedway are proud to host a Featured image ANV o

The following should serve as a reference to the fields:
e Title — The name of the press release
e Content — The WYSIWYG editor (the big text block) controls the content of the page
e Publish Date — Specifies the date that the press release was released to the public
e PDF — A PDF version of the press release if one is available

Click the “Publish” / “Update” button towards the top right

Publish AV A

Preview Changes

Status: Published Edit

-

@ Visibility: Public Edit

Published on: Dec 15, 2022 at 18:57 Edit
SEO: Not available

Readability: Not available
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Jobs

Adding / Editing Jobs

Go to Jobs > Published Jobs
e Sales

Take
Heal

'y

New Job

lobs Categories

‘: Contests

E Press Releases

Select an existing Job to edit or click “New Job” to create a new one

JObS Click to create a new job posling |

All (498) | Published (495) | Pending (3) | Trash (126) | Cornerstone content (0)

| Bulk actions v H Apply | All dates v | | All SEQ Scores v | | All Readability Scores v I Filter
() Post Date Job Name Description Tenant
- i M‘/i Click Job name fo edit an existing one
[ ] Published Assmtan@ Golfzon Social
AZZFIEf i & TR P Edit | Quick Edit | Trash | View
(] Published Steward/Dishwasher/Porter Steward/Dishwasher/Porter FLSA Status: Golfzon Social
2022/12/12 at 1:28 pm Non-Exempt Department: Food and
Beverage Kitchen Reports to: Kitchen
Manager, General Manager Essential Duties:
4 Washes and sanitizes: China, Glass, Silver,
Cooking equipment and tools, in both...
[ Y S E RN | G A Comiimm Klmommmme FIORA Combnrm Farmn et ol Ein

You will be presented with a page resembling this, scroll down and fill in any necessary fields
Edit Job
‘Assistant GM ‘ Publish ANVoa
Permalink: https://www.palisadescenter.com/job/assistant-gm
visunt | [T ?  status: Published Edit

@ Visibility: Public Edit

il
S
Il
(5

paragraph v B I £ £ & = =

o — A vl Q@ Q ¢4

il Published on: Dec 12, 2022 at 18:30 Edit

SEO: Not available

Readability: Not available

Move to Trash

Jobs Categories AV a

All Categories  Most Used

The following should serve as a reference to the job fields:
e Job Title — The name of the Job posting — should be the name of the position that is available
e Job Description — Additional details for what is involved in the job
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e Tenant — The tenant that is currently hiring for this position
Application Link — If the link to apply is on another website or a PDF, include the link here
e Expiration Date — If a job should expire on a date, that should be included here

o The job posting will automatically be hidden after the expiration date

Click the “Publish” / “Update” button towards the top right

Publish AV A

Preview Changes

? Status: Published Edit
@ Visibility: Public Edit

il Published on: Dec 15, 2022 at 18:57 Edit
Y‘ SEQ: Not available

)” Readability: Not available

Move to Trash
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Digital Directories

Website Directory

The website directory is automatically generated from the tenants that you have configured. Any changes
that you made should appear immediately on the website. If they do not, please reach out to
digital@kishmish.com so that we may assist you.

Publishing to the Physical Digital Directories
Unlike the website directory, the physical digital directories require a manual push to be done. To trigger
this, please:

Go to Wayfinder > Directory Export

Custom Fields

L

Advertisement Export

Property
Configuration

Wayfinder
A Yoast SEO Configuration

Allow the export a few minutes to be generated and checked

Directory Export

¢

Generating Export, Takes Couple Minutes to Generate.

3

If the export is successful, the “Publish” button will activate and can be clicked

Directory Export

@ Success

New directory’s content is ready to be published. Click on the Publish button below to notify an administrator to push new content.

Info: Unassigned Lease Areas. +

This will open a ticket for Kishmish to go through and perform the final push. This typically takes 1-2
business days depending on our current workload. If a push is time-sensitive, please follow up with an
email to digital@kishmish.com with information on when it needs to be pushed up.



mailto:digital@kishmish.com
mailto:digital@kishmish.com
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Site-wide Configurations

Changing the Directory PDF
To replace the PDF, access PROPERTY CONFIGURATION from the sidebar, toward the bottom.
You will see several tabs on the left, including “Information” “Social Profiles” etc.

Choose INFORMATION and scroll down to where it says “Mall Directory PDF”. Hover over it, click
on the X to remove the current PDF.

General Manager Contact General Manager Contact General Manager Contact
Name Phone Email

Enter phone number of the Enter email address of the
Michael Gately General Manager. Required General Manager

phone number format: 123-456-

7890 MichaelGately@pyramidm

KHK-XHKAK-XXXK

Mall Directory PDF
PDF of version of the Mall Directory

Manassas_Directory_May16
File name: Manassas_Directory_May16.pdf
File size: 2 MB

Directory Intro Text

Spend the day with us and experience the brands you love. Entertain your friends & family.
Dine to your hearts content.

Add your PDF into the media gallery, and click on it to choose it. Click on UPDATE to push the new
PDF to the live site.

Adding Social Media Links

If your property has recently expanded its social media outreach, it’s important to add the link to that
social media to your site (showing up in the footer).

To add these links, access PROPERTY CONFIGURATION from the sidebar, toward the bottom. You
will see several tabs on the left, including “Information” “Social Profiles” etc.

Choose SOCIAL PROFILES, and copy-+paste the URL to your social media page into the properly
corresponding field.



Property Configuration

Property Options
Information

Social Profiles
Hours

Site Color Palette

Header & Footer
Styling

Custom Styling

Facebook
Enter Facebook URL

https://www.facebook.com/ManassasMall

Twitter
Enter Twitter URL

https://twitter.com/ManassasMall

Instragram
Enter Instagram URL

https:/fwww.instagram.com/manassasmallf
Pinterest

Enter Pinterest Username

Tripadvisor
Enter Tripadvisor URL

Changing Property Hours / Adding Specialty Hours
To change the hours, access PROPERTY CONFIGURATION from the sidebar, toward the bottom.
You will see several tabs on the left, including “Information” “Social Profiles” etc. From these options,

choose HOURS.

Property Configuration
Property Options

Information

Monday
Social Profile
ikl Start Time
HoUrs 10:00 AM
Site Color Palette
Header & Footer Tuesday
Styling
Custom Styling Start Time
10:00 AM
Wednesday
Start Time

10:00 AM

End Time

9:30 PM

End Time

9:30 PM

End Time

9:30 PM
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Facebook (Mobile, OPTIONAL)
Enter Facebook Page ID

Instagram (Mobile, OPTIONAL)
Enter Instagram Username

Pinterest (Mobile, OPTIOMNAL)
Enter Pinterest Username
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From here, you can choose to change your overarching everyday mall hours, in the event they are
changed.

You can also add specific hours for specific dates, such as for Holidays.

Scroll down to the bottom, and select ADD NEW HOURS to open up the dialog:

Speciality Hours
Speciality hours are used when mall hours differ than normal mall hours. To add speciality haur, click Add Mew Time.

Date Closed
Select the date of special mall hour(s) f the mall is closed that day click the checkbox below
Open Time Close Time

Enter opening time Enter closing time

00:00 AM/PM 00:00 AM/PM
Additional Text

Visual  Text
B I = = i ¢ — = = = L R = = =

P

Linked PDF

No file selected | Add File

Enter the Date the hours will be in effect, and the new hours and any additional text you set will appear in
the footer and when you click the clock icon on the homepage.

You also have the option to link to a PDF equivalent of the alternate hours (such as a holiday hours
calendar).

Adding a Site-Wide Notification

There are times when a site-wide notifications are necessary to provide visitors important information
about changes to store hours or upcoming events. You may configure these in the same location.

To add Site-Wide Notifications, access PROPERTY CONFIGURATION from the sidebar, toward the
bottom. You will see several tabs on the left, including “Information” “Social Profiles” etc. From these
options, choose HOURS.
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Property Configuration
Property Options "™
Information Monday
et Start Time End Time
Hours 10:00 AM 9:30 PM
Site Color Palette
Header & Footer Tuesday
Styling
Custom Styling Start Time End Time
10:00 AM 9:30 PM
Wednesday
Start Time End Time
10:00 AM 9:30 FM

Right below hours you will see the Site-Wide Notification check box.

Site-Wide Notification

Once you click on the box you will see two different items pop-up.
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Site-Wide Notification

Site-Wide Notification Background Color

- Select Color

Site-Wide Notification Text

Visual  Text

Paragraph v B I = = ¢ = = = 2 R =E = |EH
w — Av @A QO Q & = ©

The First item is the background color you can change it to whatever you like.
The Second item is the Wordpress WYSIWYG: simply type in the message you want displayed, then up
at the top of the page click Update. Once that is done you should see your message appear right under the

navbar on every page in the site.

We recommend using the WYSIWYG area to provide a link to a blog post for more information. You can
do that with the chain icon to add a URL.

If you want to remove the message simply uncheck the Site-Wide-Notification box, and click Update.

Managing Navigation Menus
Menu items can be managed within the admin dashboard by following the following process:

Go to Appearance > Menus
un Media Gallery

IdKE d 10

Health s

Themes
Plugins Customize
Users

Tools

Settings



Select the Relevant Menu from the Dropdown

y edit: | Main Menu (Primary Navigation, Mabile Navri}gatiom) v l

Select | or create

Main Menu (Primary Navigation, Mobile Navigation)
Sub Menu (Footer Navigation, Sidebar Menu)

ms
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The name of the menu will typically explain what the menu is for, but, if you’re not sure, you can check

out what items are listed and compare them to what’s on the site

Click Select

edit: ‘ Main Menu (Primary Navigation, Mobile Navigation) v ‘ I Sel@

Oor cree

You can then add menu items from the left hand side

Add menu items

Pages

Most Recent = View All

HOLIDAY MAGIC

| Perks Program
| Test Page

| OH WHAT FUN!

_ | HAUL-IDAYS
.

Camnainn

I:I Select All

Posts
Custom Links

Categories

You can also click and drag menu items to reorder them as you’d like

Safety

Search

| Back to School Giveaway

2021 Kay Jewelers St. Jude Plush

v

Add to Menu
@ v

Page

v

Info

DIRECTORY

VISIT
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By clicking the dropdown arrow, you may also edit the label (text) of the menu item (or remove it)

Safety Page 1@

Safety Page 4

Navigation Label

| Safety

CSS Classes (optional)

Move Down one

Qriginal: Safety

Remove | Cancel

Once you are done with your edits, you may click the “Save Menu” button on the bottom right

You can find more information on menu management here: https://wordpress.com/support/menus/



https://wordpress.com/support/menus/
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