WEB SITE UPDATE INSTRUCTION

Prepared by Ben Lee Version: 2 Date: 15" July, 2018
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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

edcoltd.com.hk

WCP5

WEB CONTROL PANEL V5.0

Advanced Setting Email Setting Free Software Other Services

m Account Website Setting

Home

four Account: Sunday, July 15, 2018, 01:01:24 AM_HKT ENG
|| on [ Account |
Neb(MB) 40000 371
f= CECEL (B | S TINEITS | S « Account Overview » Password Changes « Server Information « Preference ‘
=mail Accounts
Zmail o N Website Setting
3pace(MB)
e « File Manager . MysaL - PHP - Perl
= Website Statistic = Subdomains = Exira FTP Accounts
Advanced Setting
H—TFEI B » Telnet » Custom Error Page » Bandwidth Protector + |IP Deny Manager
[Adobe Flash
Player) « SSLInfo = Web Protect = Networking Tools « Web Virus Scanner
| « Data Backup & Restore = Apache Logs « Cron Jobs

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

[=|
WEB CONTROL PANEL V5.0 edcoltd.com.hk .

Home Account Website Setting Advanced Setting Email Setting Free Software Other Services
File Manager
o AL 5T Sunday, July 15, 2018, 01:07:31 AM. HKT  ENG
MysaL
This File Manager is a web-based File Manager that allows a user to completely manage a website vithout the need for FTP or Shell
PHP access. You can perform tasks such as
Perl

Create new files using a WYSIWYG him editor (iike FrontPage or Dreamweaver)!
Edit existing files

Change permissions on files

Upload one or muftiple files and handles asciibinary transfers

Search for fles based on file names, o fulltext searches

Muttifile search and replace

Archive management - create, view, extract tar files as well as targz fies

and much, muen, more

Website Statistic

Subdomains

Exira FTP Accounts

Access Your Eile Manager

T EIe B
[‘Adobe Flash
Player|

dib Value-dd Senvice



Then click File Manager

© wep.edooltd. com

FileMan: | raot: Directory: oo |

Tools: | Search | Replace | Upload | Hew Fila | New Dir | Protect | prafarences |

1 coichin File Folder 11-Jul-2018 15:41 edeoltd
3 FileManager File Folder 11-Jul-2018 22:47 edcoltd
=] File Folder 11-3ul-2018 23:14 edeold
a File Folder 15-Jul-2018 01:08 edeoltd
2w File Folder 11-1uk-2018 23:12 edeoltd
& 1 53 bytes Heml File 12-Jul-2018 08:32 edeold
£ 393 bytes Hmi File 11-ul-2018 15:41 edcoitd
i) 418 bytes unknawn 11-Jul-2018 22:47 edeoltd
P 67 kb Html File 11-Jul-2018 22:47 edcoltd
o] 19 kb Text File 11-Jul-2018 22:47 edcoltd
Pl 7k HEml File 11-Jul-2018 22:47 edeoltd
] 663 bytes unknewn 11-1ul-2018 22:47 edeoltd
i 677 bytes unknown 11-Jul-2018 22:47 edooltd
] 23 bytes unknawn 11-ul-2018 22:47 edeoltd
k] 2kb unknawn 11-Jul-2018 22:47 edeoltd
M watermark pho 2k unknawn 1112018 22:47 edcoltd
@ wo-activate.ohp 5kb unknawn 11-Jul-2018 22:47 edcoltd
@ wp-blog-headerphp 364 bytss unknown 11-Jul-2018 22:47 adcoltd
M wp-comments-post.php 1kb unknawn 11-1ul-2018 22:47 edcoltd
@ wp-config-sample.php 2kb unknawn 11-Jul-2018 22:47 edcoltd
[#_wo-confio.cho kb unknawn 11-Jul-2018 23:38 adcoltd =

Commands: Edit | Download | Copy | Delete | Move | Chmod | Tail | Perl | Diff | Te. 0 of 224 kis in 0 of 30 files selected

Look in: All of Roat " ‘Case Sensitive || Search Contents ' Expression

Search for: Search

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

You old web site is located in “/old_site”

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/

~ | Remote site: |m
A Y

E.. p A
e P logs
_ old_site
o ‘e 2 public_html
r * | Filename

f web

=q|



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)

# Edco International Ltd. I 4+ MNew Vi

‘ Products B attributes

All Products & Advanced

Add New

Product short descripti
Attributes B3 Add Media
Taxonomy Order Saraaran v B
J¥ Appearance

J¢ Plugins

All Users

Add New

WP File Manager

WP-Optimize

2. Scroll down to “Account management”. Click “Generate Password” button

Generate Password

Sessions Log Out Everywhere Else

Account Management

Mew Password

Did you lose your phone or leave you



3. Input new password

Account Management

MNew Password 18eg1T%(1zNP7@ rw8ih2g ~ WP @ Hide Cancel
Strong

Sessions Log Out Everywhere Else

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

Customer billing address

Suggestion: Password must contain capital and small letter, number and symbol (e.g. | @#5%"&*)

4. If your password is too weak, and you still want to use, you have to check “Confirm use of weak

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

Account Management

New Password 1234 & Hide Cancel

Very weak

Confirm Password < Confirm use of weak password >

5. Scroll down and click “Update Profile” button

Update Profile



V. Home Page

Update Home page text

ABOUT EDCO

EDCO International Limited is a well-established Manufacturer & Exporter. We have over 40 years of
experience in the field of Manicure Kits, Implements, Gifts & Premiums, etc.

We have our own plastic & metal factories in China with our sophisticated production management and
reliable quality control system to provide the best quality products. High quality, prompt delivery &
competitive pricing are our principles.

Our R&D department can work with our customers to develop their own OEM products.
= \J '
R e PN y .

Method 1: Using Visual Builder

1. Login as admin
2. Goto 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

At a Glance
Up

W 10 Pages

Posts
» ‘WordPress 4.9.6 running Divi Child theme.

Q‘: Media Search Engines Discouraged

3. Click “Enable Visual Builder” You can able to see this admin bar(top black bar) after login as admin.

@ @ edco Intemational Ltd. B 4+ New ¢ Edit Page Enable Visual Builder \":‘i Copy to a new draft

%5 EDCO “

P S




4. Click the text and edit

ABOUT EDCO

EDCO International Li
experience In

er. We have over 40 years of
& Premiums, etc.

We have our own plastic & metal factories in China|wi‘rh our sophisticated production management and
reliable quality control system to provide the best quality products. High quality, prompt delivery &
competitive pricing are our principles.

Our RE&D department can work with our customers to develop their own OEM products.

5. Click the [....] button at the bottom of the page.

\ °
i~ ,‘.‘ i —

6. Click [Save]
2000 E

7. If you don’t want o save, click “X” to cancel

8. Click “Exit Visual Builder” (on top) to quit (Remind to Save , if you want to)

1= L A I [ e TR -~ [ NPT ] e 1 I T R . e

Edco International Lid. Mew Edit Page,;" bxit Visual Builder Copy to a new draft




Method 2: by Page Editor
1. Login as Admin

2. Page > All Pages

Edco International Ltd.

@ Dashboard Dashboard

Home
At a Glance

I 10 Pages

WordPress 4.9.6 running L
Search Engines Discourag

Comments

Projects

3. Click “Home” (page)

WIN M WD

HOME — Front Page

HOME-backup — Draft

4. Click Edit icon (3 lines) of “About XXX Title” (Text modules)

ABOUT EDCQ Title

Module Settings

I MANICURE KIT TWEEZERS

Insert Moduley nsert Maodule(s)



5. Edit the text in the editor

Text Module Settings

Content Design Advanced

Content:

©3] ADD MEDIA Visual Text

paragraph v B I =

ABOUT EDCO

EDCO Limited is a well Manufacturer & Exporter. We have over 40 years of experience in the field of Manicure
Kits, Implements, Gifts & Premiums, etc.

‘We have our own plastic & metal factories in China with our sophisticated production management and reliable quality control system to

Save & Add To Library Save & Exit

6. If you see this strange code like below. The you’ve entered “Text View”

Content Design Advanced

Content:

o
) ADD MEDIA Visual Text

B | LUNK B-QUOTE B INS IMG UL OL LI CODE MORE CLOSETAGS RAW ONEHALF ONEHALFLAST ONETHIRD
ONETHIRD LAST ONEFOURTH ONE FOURTHLAST TWOTHIRD TWO THIRD LAST THREEFOURTH THREE FOURTH LAST THREE FOURTHLAST BOX
TOOLTIP LEARN_MORE SLIDER SLIDE BUTTON DIGG STUMBLE FACEBOOK TWITTER RETWEET FEEDBURNER PROTECTED

<hl style="margin-bottom: Spx;">ABOUT <strong>EDCO¢/strong></h1>
<strong>EDCO</strong> International Limited is a well-established Manufacturer &amp; Exporter. We have over 48
years of experience in the field of Manicure Kits, Implements, Gifts &amp; Premiums, etc.

ule have our oun plastic 8amp; metal factories in China with our sophisticated production management and
reliable quality control system to provide the best quality products. High quality, prompt delivery &amp;

Save & Exit

Click “Visual” TAB to resume normal text view.

Text Module Settings

Content Design Advanced

Content:

ADD MEDIA Text

B ! LINK B-QUOTE BEt INS IMG UL OL LI CODE MORE CLOSETAGS RAW ONEHALF ONEHALFLAST ONE =L
ONETHIRD LAST ONEFOURTH ONEFOURTH LAST TWO THIRD TWO THIRD LAST THREE FOURTH THREE FOURTH LAST THREE FOURTH LAST BOX

TAAITIN  ICADRI MAADE  CHINCB  CHINE DIFTAM  NISe CTIMDIC  CAFCOMALKF  TAWITTED  DETWEET  CCOCADIIDRED  NDOATCATCR



7. Click Save and Exit at bottom

8. Click “Update” Button (right side)
(|

1) Revisions: 7 Browse

Ml Published on: Apr 24, 2018 @ 18:25 Edit

Copy to a new draft

Move to Trash Update



Update Home Banner

1. Login as Admin

2. Pages > All Page > Home

3. Click the edit icon of “ECO Hero Banner” (Slider modules)

EDCO Hero Banner

Insert Module(s)

Standard Section Fullwidth Secton Spedialty Section Add From Library

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

Fullwidth Slider Module Settings

Content Design Advanced

@D_l Homepage 1 b4
= 0 Homepage 2 »
= 0 Homepage 3 »
=0 Homepage 4 X
= 0 Homepage 5 X




5. Scroll down to “Background” Click the gear icon

Slide Settings

Content Design Advanced

Background:

6. Choose an existing image in media library. Or click “Upload Files” to upload new file

se a Background Choose a Background Image
e

Upload Files | Media Libra
from URL . v

All media itemz ¥ | All dates r




7. Click “Set as Background” button

o
-

Set As Background

8. Click “Save” button (of banner)

9. Click “Save & Exit” button (of sliders modules)

10. Click “Update” 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.

Fullwidth Slider Module Settings

Content Design Advanced

Homepage 1
= = Ullls priii= = Gl
= 0 Homepage 3 x
=0 Homepage 4 X
= 0 Homepage 5 x

Y may need to change the “label” of Banner to recognize the banner name.

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

Slide Settings

Content Design Advanced

Homepage 1

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

Fullwidth Slider Module Settings

Content Design Advanced

Homepage 1 x
= 0 Homepage 2 >
= 0 Homepage 3 >
= 0 Homepage 4 >
= 0 Homepage 5 >

Delete Banner

To remove banner, click the “X” icon

Fullwidth Slider Module Settings

Content Design Advanced

= 0O Homepage 1 X
= 0 Homepage 2 @
= 0O Homepage 3 X
= 0O Homepage 4 X



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

MANICURE KIT TWEEZERS

+ Insert Module(s) . Insert Module(s)

Insert Module(s) Insert Module(s)

=2 sll=s o x

+ Insert Module(s) + Insert Module{s)

l MNAIL SCISSORS nsert Module(s)

+ Insert Module(s)

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

Blurb Module Settings

Content Design Advanced

Text

Title: MANICURE KIT

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.

Link

Url: /product-category/manicure-kit/

rould like to make vour blurb a link, input your destination URL here.



6. Click “UPLOAD AN IMAGE” button to change the image

Content Design Advanced

Image: http://www.edcoltd.com.hk/wp-content/uploads/home-1-Mmanicur

Preview

Save & Add To Library Save & Exit

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:

“watermark.php?src="

after “http:// [sitename]/”

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.



7. Click “Save & Exit” button (of sliders modules)

8. Click “Update” button (of page) at right hand side.



Add home page image

To add an image, the best way is you duplicate one of the image module by clicking the duplicate icon.

MANICURE KIT TWEEZERS

. Insert Module(s) . Insert Module(s)
MNIPPER BUFFER
. Insert Module(s) . Insert Module(s)

Then click edit to edit it.

Delete home page image

to delete any one of the images, just click the delete icon

I MANICURE KIT TWEEZERS

. Insert Module(s) . Insert Module(s)

_ — (1 — (]

Insert Module(s) Insert Module(s)



VI. AboutUs

Update About Us Text

EDCO

ABOUT eDCO

EDCO International Limited is a well-established Manufacturer
& Exporter. We have over 40 years of experience in the field of
Manicure Kits, Implements, Gifts & Premiums, etc.

We have our own plastic & metal factories in China with our
sophisticated production management and reliable quality
control system to provide the best quality products. High
quality, prompt delivery & competitive pricing are our
principles.

Our R&D department can work with our customers to develop
their own OEM products.

1. Login as Admin
2. Pages > All Pages > ABOUT US

3. Edit “ABOUT XXX Title”

Standard Section

Edit in text box.

Fullwidth Section

Insert Module(s)

Text Module Settings

Content Design Advanced

Content:

Q3 ADD MEDIA

Parsgraph v B I = £ 66 = = = & = M

ABOUT EDCO

Specialty Section

ABOUT EDCO Title

£ wE wE

REF
T =)

STRO

| Add From Library

Insert

Visual Text |

EDCO Intemational Limited is a well-established Manufacturer & Exporter. We have over 40 years of experience in the field of Manicure

Kits, Implements, Gifts & Premiums, efc.

We have our own plastic & metal factories in China with our sophisticated production management and reliable quality control system to

Save & Add To Library [ J

Save & Exit



5. Click Save & Exit

6. Click “Update”



Update About Us Banner
1. Login as Admin

2. Pages > All Pages > ABOUT US

3. Edit “ECDO About Us Banner”

EDCO About Us Banner

S ocueseing |
odule ngs

Standard Section Fullwidth Section Specialty Section Add From Library

4. Click edit one of banners

0 Homepage 1

D)

=) Homepage 2

[+] Add New Slide

5. Scroll down to “Background” , click gear icon to edit

Slide Settings

Content Design Advanced

Background:
) =




10.

Choose image or Upload

se a Background Choose a Background Image

Upload Files = Media Library
from URL

All media items ¥ | All dates v

Click “Set as Background”

s

-

Set As Background

Click “Save” (of banner)

Click “Save & Exit” (of sliders modules)

Click “Update” (of page)



VII. Products

Find product

First find the product to update.

Find product in font end:

You can go to the product page (front end) and then click “Edit Product” on top.

Edco International Lid. 4 New 47 Edit product

%5 EDCO

Home / Products / Manicure Kit / Anodized Nail &

b 2 Rt

e
> v

CATEGORIES s -
Y //'i‘\"a..
OR

Find product in admin

1. Admin > Products > All Products

2. Click “Select a Category” pull down menu to select. The Click “Filter” button

Products AddNew | Import | Export

All (210) | Published (210) | Trash (13) | Sorting

Bulk Actions ¥ | Apply Select a category ¥ | Filter by product type ¥ Filter by stock status

Select a category

(5] Name - SKU Stock Price ategories
Mew Arrival (13)
< Manicure k| Manicure Kit (33) = = Manicure K
Tweezers (54) Arrival
Nipper (3)
Buffer (4)
ﬁ Manicure K| Eyelash Curler (2) - - Manicure K
) Nail File (8) Arrival
Mail Scissors (5)
Others (41)
Y Manicure Kit - - Manicure K




3. Or Input the product name and product code to search and the click “Search products”

Products | Addnew | import | Export Search results for “Manicure Kits 4"

All (210) | Published (210) | Trash (13) | Sorting

Bulk Actions ¥ | Apply

=] Name SKU Stock

g Manicure Kit

Manicure Kits 14 n stock

%- Manicure Kit Manicure Kits 4 n stock

= Name SKU Stock

Bulk Actions ¥ | Apply

4. Click the product name you want to edit

Products Addmnew | import | Export

All (210) | Published {210) | Trash {13) | Serting

Bulk Actions ¥ @ Apply Select 3 category ¥ Fil

(] Name
D: 5159 Edit | Quick Edit | Trash | View

Duplicate

ﬁ Manicure Kit

Select acategory ¥ Filter by producttype ¥  Filter by stock status ¥

Price

Price

Filter

Categories

Manicure Kit

Manicure Kit

Categories

Tags

Screen Qptions ¥ Help v

Manicure Kits 4

Search products

* Date

Published

f}[’ Published
2018/04/25

* Date

2 items



Update Product information

Edit product = Add New Product Title

Anodized Nail & Toe Clipper

Edit

‘anodized-nail-toe;

07 add Media

B I
Description

Paragraph v

Anodized Nail & Toe Clipper
New anodized finishing on Nail & Toe Clippers
Custom patterns welcome

Word count: 14

Product data —  Simple product v Virtual:| | Downloadable:| |
# General Regular price (§)
& Inventor
Y Sale price (3)
M Shipping

& Linked Products
Attributes

# Advanced

Product short description

7 Add Media

paragraph v B I = = ¢

Last edited by administrator on June 1, 2018 at 5:40 pm

Schedule

Screen Options ¥

0 Divi Product Settings

Help »

Page Layout: Right Sidebar ¥
Hide Nav Before - .
Visual ~ Text Scroll: Default

Publish a
Preview Changes

9 Status: Published Edit

@ Visibility: Public Edit

fitll Published on: Apr 25, 2018 @ 15:02 Edit

Catalog visibility: Shop and search results

Edit

Copy to a new draft

Move to Trash

Categories

Prod categories

All categories . Most Used
|| Hot Item

Manicure Kit

[ ] Nail File

[ Nail Scissors

[ New Arrival

D Nipper

|| Tweezers

Product tags a

Add

Visual  Text Separate tags with commas

Chaoose from the most used tags

Product Image

Click the image to edit or update

Remove product image

more product image

Product gallery

Add product gallery images



1. Title: Product Title

2. Description (optional) Product description

3. Categories: Check 1 or more categories

4. Product image: Click to select image or upload new image

5. Product gallery: Click to input 1 or more product images. The original product images no need

to input again

You can select 1 or multiple images and then click “Add to Gallery”

vy _vacegpy

June 6, 2018
55 KB
700 x 467

Edit Image
Delete Permanently

URL | http://edco.stargreenmedia

Title  08_IMG_0322

Caption

. _ Description
- . g W /.-
ol Wiy PN J—
I N a N W Cas 2 2" ; -

Add to gallery

You can click “Add product gallery images” again to add more image or click “X” to remove.

Product gallery A

4 o im

Add product gallery imagg}




6. Click “Inventory” TAB and then input SKU (your site : product code)

Product data — Simple product A4 Virtual: Downloadable:
e QE Anodized Nail & Toe 6
@ Inventory
Manage stock? Enable stock management at product level
M Shipping
Stock status In stock vy 9

& Linked Products
) Sold individually Enable this to only allow one of this item fo be bought in a single order
Attributes

# Advanced

7. Click update button to save. (right hand side, same as page)
Update

8. Here is the corresponding elements in front end

Manicure Kit Product Title

¢ Various Design & CombinationDescription
¢ OEM Welcome

SKU: Manicure Kits 4 SKU
Category: Manicure Kit

Category

Description

Manicure Kits 4
- Various Design & Combination Description
- OEM Welcome



9. There is other product information now are not using, e.g. Shipping Dimension, Inventory...etc.

You can input later if you need

Productdata —  Simple product v Virtual: Downloadable:
& General Weight (kg) 0 )
@ Inventory o

Dimensions {em) Length Width Height 7]
M Shipping

Shipping class No shipping class v e

& Linked Products

B attributes

& advanced



10. Related Product

Optional. In the product page you will see related produced

Manicure Kit

SKU: Manicure Kits 17

Related products are same category by default. If you want to set, go inside edit product.
Click “Linked Products” TAB, and input at least 3 characters in “Upsells” to search the product

you want to add as related product

Product data —  Simple product ¥ Virtual: Downloadable:

& General Upsells

€ Inventory Nipper (Nipper)

Crozz-zellz
Mipper (ALCO 1017)

Nipper (ALCO 10174)

& Linked Products

Attributes

& Advanced



Delete Products

If you want to remove any product, go to Admin > Products > All Products

1. Deletel1by1

In the Products list, click “Trash” under the product you want to delete.

Products addnew  Import = Export
All(210) | Published (210) | Trash (13) | Serting

Bulk Actions ¥ | Apply Select a category ¥ Filter by product type ¥ Filter by

| Mame SKU Stock
#‘ Manicure Kit - 1 5tock
D: 5159 | Edit | Quick Edit @ =0
Duplicate
ﬂ. Manicure Kit - 1 stock

2. Delete Multiple Product
Check all the products you want to delete, then select “Move to Trash” in the “Bulk Actions” pull down

menu. Then click “Apply” button.

Products AddnNew  import = Ex

All (210) | Published Trash (13) | Sor

Bulk Actions TR Apply Selecta ¢

Bu_lk Actions N

(1
Move to Trash  [FY i PR
v ¥ Manicure Kit

i % Manicure Kit

v ;‘-}M Manicure Kit



3. Restore deleted (trash) products

If you want to restore the deleted products, click “Trash” item first

Then either click the “Restore” item under the product you want to restore.

Or

Check all the products you want to restore, then select “Restore” in “Bulk Actions” pull down. Then click

“Apply” button.

Products addnNew  Import | Export

Al 210) | Published(2‘|l}crting

Bulk Actions v || Apply Select a category Y Filter by proc

Bulk
Restore
e

SKU

icure Ki -
D: 5146 @ elete Permanently
Duplicate

[ /7] IMG_0537 -

I~ IMG 0526 -



Add Products

To add product, you can click “Add New”. You will start from blank product form to edit.

Product ‘ Add New ’ Import || Export

Al {210) | Published (210) | Trash (13) | Sorting

Bulk Actions T Apply Select a category ¥

(] Mame

a’ Manicure Kit

Or

Find a similar product, click “Duplicate” and then edit the new added product.

w Manicure Kit -

ﬁ Manicure Kit -

) it | Quick Edit | Trash | View |

%1 Manicure Kit =

b =4



VIII. Enquiry (Order)

Email Setting

Your email will receive the order (enquiry) notification.
You can modify in

Admin > Woocommerce > Settings > Emails > Email notifications

YT —— Email notifications

Email notifications sent from WooCommerce are listed below. Click on an email to configure it.

Email Content type Recipient(s)

Settings

o New order & text/html alex@edcoltd.com.hk
Extensions

o Cancelled order @ text/html alex@edcoltd.com.hk
.
@ Products

o Failed order @ text/html alex@edcoltd.com.hk

M Appearance

Click “Manage” button you can modify the email address

New order

Mew order emails are sent to chosen recipient(s) when a new order is received.

Enable/Disable v| Enable this email notification

Recipient(s) @  alex@edcoltd.com.hk
Subject 2] [{site_title}] New customer order ({order_number}) - {order_dat:
Email heading ®  New customer order
Email type @ HIML v

The click “Save Change”

Manage

Manage

Manage



Check order

1. Go to Admin > WooCommerce > Orders

Orders (2

Get Monsterinsights Pro »

Products All (2] | Processing (2)
Appearance Bulk Actions v Apply Alldates ™
Order &

#5607 chen victor

#3575 Ben Lee

. Insights
Order
WP-Optimize

2. Click the order name

3. Then you will see the information: address, email , order items...etc

Order #5607 details

Posts
Paid on July 13, 2018 @ 11:05 am. Customer IP: 202 82 247 153
1] Media
General Billing
Pages
Date created: chen victor

Comments

Projects

@ WooCommerce

Products

> Appearance

% Plugins

2018-07-13 o 11
05

Status:

Processing

Customer:

Sz, Implements

ererere

Email address:

vict:

d.com.hk

Phone:

R L e TRV S SV VTR NIV TP IOICN

Shipping

£0.00

£0.00

WooCommerce data update complete. Thank you for updating to the latest version!

Jul 5, 2018

Date

1 £0.00

1 $0.00

-

Filter

Status

Processing

Processing

Status



4. Then you can email the information or contact the customer.

5. Then you can change the status (e.g. Completed) to keep track the orders. It is not compulsory

step. It is up to you.

Date created: chen victor
2018-07-13 @ 11 . erererg
05 Email address:

victor@ltd.com.hk

Status:

Phone:

Processing

Pending payment

Processing

On hold

Completed Cost Qt Tota
Cancelled <000 ; .
Refunded hd

FI Mail Scissors $0.00 1 s0.00



IX. Traffic report

We already set up Google Analytic to track your website traffic. Here is a simplified traffic report inside

WordPress by a plugin called Monster Insights.

https://www.monsterinsights.com/

You can access the report inside admin:
Admin > Insights > Reports

@ Dashboard
# Posts Monsterinsights

0 Media

W Pages Overview Publishers eCommerce Search Console Dimensions Forms

- Comments

B Overview Report

n WooCommerce

ﬁ Products

‘ Sessions @ Page Views
g
»¥ Appearance

£ Plugins 16 Q
o Users 14

4~ Tools

Settings

@ Insights

Reports

Settings

If you want to see the fully details report in Google Analytics, you can give me an Google account i.e. gmail
account, or other email account opened in Google. You need to give me an gmail account, then we can set

up the email to see the report.

After setup, you can login Google Analytics with this gmail account

http://analytics.google.com/



https://www.monsterinsights.com/
http://analytics.google.com/

Allaccounts > Edeo

A ot -
Q_  Search reports and help

A vows

CUSTOMISATION

Reparts
@ reaTiE
2 AiENCE
3o AcquisITION
B seavioR
M cONVERSIONS

Q oscoven

& o

Google Analytics Home

Users

23 33

45.45%

Po

© WTELUGENGE

3m 48s

Active Users right now

Top A agea

Thene is no data for this view.

REAL-TIME REPORT >

How do you acquire users?

Traffic Channel

Last30days v

When do your users visit?

ors by time of day

Source/Medium

N REPORT >
How weil do you retain users?

2 Alusers L S T
o et 3n-9.un
10.un- 16 un

17 Jun - 23 Jun

@

| 24.un-30 Jun
| 100700

80ul-14 Jui

COHORT ANALYSIS REPORT >

RT > Last 6 weeks v

What are your top devices?

- 22
-
-—
=
2
= 2
——— voos vy, I
— ' Desitop L
bon. Yoo " Vo4 T - 78:8% 21.2%
S — . s
days v Last7days~  LOCATIONOVERVIEW > Last7 days = MOBILE OVERVIEW >
What pages do your users visit?
' P $000
Iproduct/ 14 000
raboutus/ 12 $0.00
Inew-armval) " $000
Jeany 4 $0.00
Iproduct/pager3/ 4 $0.00
/product-category/eyslashcurler/ 2 $000
Iproduct-category/manicureit/ 3 $0.00
/product-category/tweezars/ 3 5000
Iproduct/page/d 3 $0.00
Lot 7doys > PAGESREPORT >

cy Policy | Send feedback

gle | Analytics Home | Terms of service.



X. SEO

The site is already SEO enabled

Google Search console

It is used to monitor search index situation:
https://www.google.com/webmasters/

if you give me an gmail account, | can add you to login. But it is nothing to check in case there is issue. It is

health now.

SEO Setting

You can set up the SEO tag for home page and other pages
For home page and general settings, go to

Admin > Divi > SEO

Posts

Media

General Navigation Builder Layout Ads

Pages
Comments Homepage SEO Single Post Page SEQ Index Page SEO

Projects

WooCommerce
Enable custom title ENABLED
Products

Appearance .
Enable meta description ENABLED

Plugins

Users

Enable meta keywords ENABLED
Tools

Settings
Enable canonical URL's ENABLED

&, Insights

WP-Optimize

® owi

Homepage custom title (if enabled) EDCO International Limited - Spe




Homepage custom title (if enabled) EDCO International Limited - Specialized in tools for nails and beauty products.

Homepage meta description (if EDCO International Ltd. is a well-established Manufacturer & Exporter. We have tailor-made

enabled) experiences in Manicure Kits, Implements, Gifts & Premiums,

#
Homepage meta keywords (if enabled) EDCO International Limited, 26%7%4F. EDCO, Hong Kong, Manufacturer, Exporter, Manicure
If custom titles are disabled, choose BlogName | Blog description L

autogeneration method

Define a character to separate =
BlogName and Post title

L
\|:| Save Changes

Home Page Custom title : it is the title appear in Google search page
Home page meta description : it is the detail under the title in Google search page

Home page meta keywords: it is the keywords when use search your site. it does not mean that it is good

to put as many keywords as possible. To make keywords effective, the keywords must be focus, unique.



For other pages, it is set inside page edit screen — custom title

e.g. About Us

Custom Fields
Name Value

seo_description EDCO International Limited is a well-established Manufacturer &

Exporter. We specialize in various beauty items, such as manicure sets,
Delete || Update

seo_keywords EDCO International Limited, Z=:F47, Manufacturer & Exporter, beauty

items, manicure sets, beauty brushes, foot files, nail buffers, nail nippers,

Delete || Update

Add New Custom Field:

seo description: the page description under title when doing google search
seo_keywords: the search keywords
the title no need to set as it will follow the page title.

SEO check up

We already go through some SEO check up report and tune up the SEO as high as possible.

https://developers.google.com/speed/

https://seositecheckup.com/

1

BN

1


https://developers.google.com/speed/
https://seositecheckup.com/

SEO Improvement

If you want to improve search ranking (e.g. SEO) , you can consider
- Social network (Facebook, Instagram, Youtube)
- More content (what’s new, blog)
- More Product information (add more description to each product)

- Online advertising, e.g. Google Adwords, buy ad on google search page



Note

Image
- Do not upload too large image to the system. If the image is too large, the download speed is slow,

especially for mobile user. It will affect your Google and other search engine ranking SEQ)
- Reduce the image size by Photoshop

Watermark

- All products photos already added watermark automatically

If you want to apply watermark to any image, after upload and select the image, modify image file

name, insert “watermark.php?src=" after the domain name

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.


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

