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I. Introduction  

This instruction manual for the site developed by WordPress with Divi framework in general. 

 

About WordPress  

We are using WordPress as backend CMS (Content Management System). Details usage of WordPress: 

https://codex.wordpress.org/ 

 

About Elegant Theme - Divi  

Beside WordPress, we are also using Elegant Theme Divi theme as design framework for update content 

more easily. Detail usage of Divi Theme: 

https://www.elegantthemes.com/documentation/divi/ 

  

https://codex.wordpress.org/
https://www.elegantthemes.com/documentation/divi/


  
 

II.  Communilink WCP  

 

WCP is provided by Communilnk. You can find many functions there 

 

 

 

 

You can change password, set email, transfer files in WCP. For details usage, please contact  

Communilnk  

- CS: 29980808 

- Tech. Support: 29980833 

 

Here introduction of the file manager in WCP, as you may need to use it to update web. 

 

Please click File Manager, under Website Setting 

 

 

  



  
 

Then click File Manager 

 

 

The usage is simple. You can click Upload to upload files, click the folder to open folder. Click files to 

download file. 

 

  



  
 

III.  Old Site Backup 

 

¸ƻǳ ƻƭŘ ǿŜō ǎƛǘŜ ƛǎ ƭƻŎŀǘŜŘ ƛƴ ά/old_siteέ 

 

The old file are still there you can download anytime. However, it cannot be access as the system does not 

run in the new server platform. Some day if you want to retrieve the old site, you can download the files 

again and find another server. You can contact Communilink to do so. But the possibility is very low.  

 

 

If you want to access, you need to download FTP software e.g. FileZilla.  

https://filezilla-project.org/ 

 

  

https://filezilla-project.org/


  
 

IV. Login 

 

URL http:// [site domain]/wp-admin/ 

 

 

 

 

 

 

 

  



  
 

Change Password 

If you want to change password 

1. Admin > Users > Your Profile (left hand side menu) 

 

2. {ŎǊƻƭƭ Řƻǿƴ ǘƻ ά!ŎŎƻǳƴǘ ƳŀƴŀƎŜƳŜƴǘέΦ /ƭƛŎƪ άDŜƴŜǊŀǘŜ tŀǎǎǿƻǊŘέ ōǳǘǘƻƴ 

 

 

  



  
 

3. Input new password  

 

 

Suggestion: Password must contain capital and small letter, number and  symbol (e.g. !@#$%^&*) 

 

4. LŦ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ƛǎ ǘƻƻ ǿŜŀƪΣ ŀƴŘ ȅƻǳ ǎǘƛƭƭ ǿŀƴǘ ǘƻ ǳǎŜΣ ȅƻǳ ƘŀǾŜ ǘƻ ŎƘŜŎƪ ά/ƻƴŦƛǊƳ ǳǎŜ ƻŦ ǿŜŀk  

ǇŀǎǎǿƻǊŘέ. Otherwise, you wont be able to update the password. 

 

 

5. {ŎǊƻƭƭ Řƻǿƴ ŀƴŘ ŎƭƛŎƪ ά¦ǇŘŀǘŜ tǊƻŦƛƭŜέ ōǳǘǘƻƴ 

 

 

  



  
 

V. Home Page 

 

Update Home page text 

 

 

 Method 1: Using Visual Builder  

 

1. Login as admin 

2. Go to home page  

I. Go to your website with browser  (Front end) 

OR 

II. If you are in admin, you can click sitename  (top left hand corner) > Visit Site 

 

3. Click άEnable Visual Builderέ You can able to see this admin bar(top black bar)  after login as admin. 

 

 



  
 

4. Click the text and edit 

 

 

 

5. /ƭƛŎƪ ǘƘŜ ώΧΦϐ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜΦ 

 

6. Click [Save] 

 

7. LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ƻ ǎŀǾŜΣ ŎƭƛŎƪ ά·έ ǘƻ ŎŀƴŎŜƭ 

8. /ƭƛŎƪ ά9Ȅƛǘ ±ƛǎǳŀƭ .ǳƛƭŘŜǊέ (on top) to quit (Remind to Save , if you want to)  

 

  



  
 

Method 2: by Page Editor  

1. Login as Admin 

2. Page > All Pages 

 

3. /ƭƛŎƪ άIƻƳŜέ (page) 

 

 

4. /ƭƛŎƪ 9Řƛǘ ƛŎƻƴ όо ƭƛƴŜǎύ ƻŦ ά!ōƻǳǘ XXX ¢ƛǘƭŜέ (Text modules) 

 

 



  
 

5. Edit the text in the editor 

 

 

6. If you see this strange code like belowΦ ¢ƘŜ ȅƻǳΩǾŜ ŜƴǘŜǊŜŘ ά¢ŜȄǘ ±ƛŜǿέ 

 

/ƭƛŎƪ ά±ƛǎǳŀƭέ ¢!. to resume normal text view. 

 

  



  
 

 

7. Click Save and Exit at bottom 

 

8. /ƭƛŎƪ ά¦ǇŘŀǘŜέ .ǳǘǘƻƴ όǊƛƎƘǘ ǎƛŘŜύ  

 

  



  
 

Update Home Banner  

 

 

1. Login as Admin 

2. Pages > All Page > Home 

3. /ƭƛŎƪ ǘƘŜ ŜŘƛǘ ƛŎƻƴ ƻŦ ά9/h IŜǊƻ .ŀƴƴŜǊέ ό{ƭƛŘŜǊ ƳƻŘǳƭŜǎύ 

 

4. All home page banners are in order below, click one the banners edit icon 

 



  
 

5. {ŎǊƻƭƭ Řƻǿƴ ǘƻ ά.ŀŎƪƎǊƻǳƴŘέ /ƭƛŎƪ ǘƘŜ ƎŜŀǊ ƛŎƻƴ 

 

 

 

6. Choose an existing image ƛƴ ƳŜŘƛŀ ƭƛōǊŀǊȅΦ hǊ ŎƭƛŎƪ ά¦ǇƭƻŀŘ Filesέ ǘƻ ǳǇƭƻŀŘ ƴŜǿ ŦƛƭŜ 

 

 

  



  
 

7. /ƭƛŎƪ ά{Ŝǘ ŀǎ .ŀŎƪƎǊƻǳƴŘέ button 

 

8. /ƭƛŎƪ ά{ŀǾŜέ button (of banner)  

 

9. /ƭƛŎƪ ά{ŀǾŜ ϧ 9Ȅƛǘέ button (of sliders modules) 

 

10. /ƭƛŎƪ ά¦ǇŘŀǘŜέ button (of page) at right hand side. 

 

  



  
 

Banner Control  

Change Banner Order  

Actually, you can drag and drop (the middle of banners bar) to change the banners appearance order.  

 

 

 

Y Ƴŀȅ ƴŜŜŘ ǘƻ ŎƘŀƴƎŜ ǘƘŜ άƭŀōŜƭέ ƻŦ .ŀƴƴŜǊ to recognize the banner name. 

Click edit Banner > scroll down > Admin Label, then edit label 

 

Note: the label is for admin to identify the banners. The audience will not see this label name. This process 

is optional and for your convenience only. 

 



  
 

Duplicate Banner  

 

If there do not have enough banners, you can duplicate one of the banner and then edit.  

Click the duplicate icon of the banner you want to duplicate  as below. After duplicate, then you can edit 

the banner 

 

Delete Banner  

 

¢ƻ ǊŜƳƻǾŜ ōŀƴƴŜǊΣ ŎƭƛŎƪ ǘƘŜ ά·έ ƛŎƻƴ 

 

  



  
 

Update Banner Image  

 

You can update, add, delete the images in the middle of home page. 

 

 

Update home page image  

1. Login as Admin 

2. Pages > All Page > Home 

  



  
 

3. Click the edit icon of any one of the home page image you want to edit  

 

 

4. Input the title (name) of image (will appear under the image) 

 

 

5. Input the link (url) of the image, i.e. which page will go to when click this image. If you just want to 

click to same page, then do not change. 

   



  
 

6. /ƭƛŎƪ ά¦t[h!5 !b La!D9έ button to change the image 

 

Note: if you want to add watermark automatically, you need to modify the image file name. 

 

e.g. if you image file is 

 

http:// [sitename]/wp-content/uploads/1-Homepage-Manicure-Kit.jpg 

 

then you need to insert:  

άwatermark.php?src=έ  

aŦǘŜǊ άhttp://  [sitename]/έ 

 

i.e. the above image will become: 

http://  [sitename]/watermark.php?src=wp-content/uploads/1-Homepage-Manicure-Kit.jpg 

 

the other way is you use photoshop to add the watermark. 

  






















































