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Log in Form 
Enter your username and password. The access can be changed later on. Below is your temporary access 
information.  
 
Link: http://sanfranciscomirror.com/wp-admin  
Username: admin 
Password: sf.iconcept 
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The Dashboard 
This is the landing page of your website admin. This contains the menus wherein you can edit posts, pages, images 
etc.  

 
 

 
 
 
 

Manage Product Gallery 
(Add, Edit, Delete) 

Manage News and Announcements 
(Add, Edit, Delete) 

 

Manage Careers page 
(Add, Edit, Delete) 

 

Manage Basic Pages 
 

Manage email recipients 
 

Manage Images and Galleries 



              

 

Managing Contents: The Basics 
Editing your contents is easy; whether it’s an article or page content, it’s just like working on a word document. 
Below are its functionalities: 
 

 
 

 

Name FUNCTION 

Bold Makes selected text and numbers bold 

Italic Makes selected text and numbers italic 

Strikethrough Creates a line on the selected text 

Underline Underlines selected text and numbers 

Unordered list Add, or remove, bullets in a selected paragraph 

Ordered list Makes a numbered list or reverts back to normal 

Out dent Decreases the indent to the previous tab stop 

Indent Indents the selected paragraph to the next tab stop 
Align left Aligns to the left with a ragged right margin 

Align center Centers the selected text 

Align right Aligns to the right with a ragged left margin 

Insert/Edit Link Sets a link in the highlighted text 

Unlink Breaks the link on the text 

Insert Image Allows to place an Image on the article (from your computer) 

Font size Changes the size of selected text and numbers 

Align full Aligns the selected text to both the left and right margins 

Cut Removes the selection from the document and places it on the clipboard 

Paste Places the content of the clipboard at the insertion point 

Font Family Changes the font of the selected text 

 

Note: When editing a content, always make sure that you’re working on the VISUAL TAB 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



              

 

Managing Posts 
Manage your Latest News Section 
 

 
 

Guide: 
1. Post > Add New 

a. Fill up Title text field 

b. In the text area select visual tab. Copy and paste your article from other documents 

c. In the Categories Panel always select News 

d. If you wish to post your new article right away, just click Publish at upper right side of 

the page.  

i. If you want it to be published for a specific date, edit the schedule on the 

Publish Panel  

 
 
 



              

 

Managing Pages 
Manage basic pages: About Us (and subpages), Contact Us 
 

 
 
Guide: 

1. On the Dashboard, go to Pages 

2. Hover your Mouse point on the page you want to update 
3. Options will appear wherein you can choose: Edit | Quick Edit | Trash | View  

a. To edit contents, select Visual tab on the upper right side of the field 
4. When done, click Update. (Upper right part of the page) 

 
 
 
 
 
 
 
 
 
 
 
 
 



              

 

Managing Careers Page 
Add, Edit and Delete careers 
 

 
 

Guide:  
1. On the dashboard, go to Careers > Add New 
2. Enter Job Title on the subject 
3. Add job description on the main content area 
4. Once done, click Publish 

 
To edit existing post:  

1. On the dashboard, go to Careers 
2. Hover your mouse point to the post you want to edit 

a. Do necessary changes 
3. Click Update 

 
To delete existing post:  

1. On the dashboard, go to Careers 
2. Hover your mouse point to the post you want to delete 
3. Select Trash 

 
 
 



              

 

Managing Animated Banner 
Add, Edit and Delete images 

 

 
 
Guide:  

1. On the dashboard, go to Gallery 
2. Click Upload Pictures 
3. Select the image from your computer 
4. On the dropdown menu (choose gallery), select 32- banner 
5. Once done, click Upload Images  

 
Note: the required dimension for the images is 1000x384px 
 
To manage images: 

1. On the dashboard, go to Gallery > Manage Gallery 
2. Select the corresponding gallery (32 - Banner) 
3. You may edit the description and delete existing images 
4. Save Changes 

 
 
 
 
 
 



              

 

Manage Email Recipients 
Add, Edit, Delete Email Recipients 

 

 
 
Guide: 

1. On the dashboard, click on Contact  
2. On the landing page, enter the desired email to the field (To:) 
3. To add the second email recipient, click on Mail 2 and click on the checkbox. 
4. Enter the email on the same field (To:) 
5. Once done, click on Save   

 
Note: There are two (2) contact forms in the website. To edit other contact forms, click on the 
corresponding tab for contact form. 
 

 
 
 



              

 

Manage Product Gallery 
Add, Edit, Delete Products and Categories 

 

 
 
To add new product:  

1. On the dashboard, go to Products > Add new 
a. Enter title on the subject 
b. Enter description on the main content area 
c. Set the featured image 

i. This could be the logo on the top of the content page or the product itself, 
depending on the category you will select 

2. On the Attribute section, select the Parent (category) 
3. Click Publish 

 
To add New Category: 

1. On the dashboard, go to Products > Add new 
2. Enter Category name (subject field) 
3. Select the Parent Category 
4. Click Publish 
 
 
 
 



              

 

 
 
To edit existing product/category:  

1. On the dashboard, go to Products 
2. Select the product/category you want to update 

a. Edit necessary changes 
3. Click Update 

 
To delete existing product/category:  

1. On the dashboard, go to Products 
2. Hover your mouse point to the product/category you want to delete 
3. Select Trash 

 


