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Log into the backend of the website.

1. Visit southgaylord.com and click the “Merchant Login” button on the top right.
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2. Enteryour login credentials and click “Log In”.

Username or email address *

Password *
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3. Navigate to the backend of the site. On the top left of the screen, hover over the
“Historical Old South Gaylord Street” and click “Dashboard”.
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Meetings - Add a New “Upcoming” Meeting

1. On the left sidebar, scroll down to “Meetings” and click “Add New Meeting”.
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2. Enterthe meeting information:
a. PostTitle: Needs to be in the format of Year, Month-Day. For example 2025,
09-16. This is the backend title that sorts the meetings appropriately.

2025, 09-16

Type / to choose a block

b. Meeting Title: Enter the public meeting title. It is set to auto fill “Old South

Gaylord BID Board Meeting” as this is the most common meeting but you can

change this for other meeting types.
c. Date and Time: Select the Date and Time of the meeting.
d. Location: Enter the location where the meeting will be held.
e. Agenda: Enter the content for what plan to discuss at the upcoming meeting.

Meeting

Meeting Title

| Old South Gaylord BID Board Meeting

Date and Time

| September 16, 2025 9:30 am

Location

‘ Modern Bungalow

Agenda
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3. Setthe meeting Status.

a. Go to theright sidebar. If you do not see it click the icon next to the “Publish”
button to expand it and click the “Meeting” tab.

savedrat 1 (Yla m Publish
-~ i

" Mesting Block X

[l 2025, 09-16

‘ Set featured image

¥, Generate with Elementor Al

b. Scroll down to the “Status” section at the bottom and begin typing
“Upcoming” and select the option from the drop-down.

Status -~

ADD NEW STATUS

4. Publish the Meeting. Scroll to the top right and click the “Publish” button.

savedrait L1 (Y13 m

Meetings - Update a “Past” Meeting

1. Onthe left sidebar, scroll down to “Meetings” and click “All Meetings”.

@ 4 Historical Old South Gaylord street [l © 16 B + Mew WpPEngine Quick Links [l (1)  Switch to user

£ WP Engine Meetings | Add New Meeting |
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Database update process is running in the background. Taking a while?
Post:

£ e Click here to run it now
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M Pages
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' Comments
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fiifl Meetings [) 2025, 09-19 Upcoming
All Meetings
Add New Meeting () 2025.08-21 Upcoming
Status
2. Click on the title of the meeting that needs updating.

i Meetings ] 2025,09-19 Upcoming

All Meetings

Add New Meeting () =202s,08-21 Upcoming

Status Edit | Quick Edit | Trash | View | Duplicate This
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3. Addthe notes from the meeting to the section under the title. Note that the Agenda
section at the bottom of the page is for what you plan to discuss but this section is
for what was actually discussed at the meeting.

E] = @® cdit with Elementor 2025, 08-21 - Meeting ctrl+k

2025, 08-21

Board Meeting Minutes — August 21, 2025
Location: Modern Bungalow
Called to Order: Matt Hubbard

Attendees

® Board/Officers: [Chair/President], Joyce (Treasurer), Matt (Board),

o Members/Guests: Tim (Broderick — new business owner), Joel (new to black), [others
present not captured in transcript]

 City/Utilities referenced: City Forester, Xcel Energy, Council Office (Paul Cashman)

® Absent: Jackie (Block Manager/Coordinator; noted as absent)

Recording notice: Chair stated meetings are recorded for accuracy;
recordings/transcripts are available upon request. No objections were raised.

1. Approval of Minutes
® Prior minutes were distributed by email to the Board. Hard copies available at the
meeting.
& Matinn: Annrove nrior minutes as circulated

4. Setthe meeting Status.
a. Go to theright sidebar. If you do not see it click the icon next to the “Publish”
button to expand it and click the “Meeting” tab.
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" Mesting Block X

[ 2025, 09-16

‘ Set featured image

4. Generate with Elementor Al

b. Change the meeting status to “Past”. Scroll down to the “Status” section at
the bottom and begin typing “Past” and select the option from the drop-
down. Click the “X” next to “Upcoming” to remove that status.

Status ~
ADD NEW STATUS

Upcoming X pas

Separate with commas or the Enter key
v

c. Save the Meeting. Scroll to the top right and click the “Save” button.
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Events — Add a New Event

1. On the left sidebar, scroll down to “Events” and click “Add New Event”.
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2. Enter the Event Information:

a. Title: Itis best to include the year since most of the events repeat year after

year.

Trick or Treat Street on Historic South Gaylord 2025

Type / to choose a block

b. Event Summary: This is the content that will appear to the left of the image

on the event detail page.

Event

Event Summary

O Add Media || Insert Download
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Trick or Treat Street on Historic South ...

Visual

Text

Get ready for a spooktacular evening at the Annual Trick or Treat Street on Historic South Gaylord! Join us for family-friendly Halloween fun as local businesses hand out sweet
treats to kids along the block. Grown-ups can enjoy festive drinks at the Merchants Association Bar, featuring our special Spooky Sangria and warm beverages. Proceeds from
the bar help support future community events. Dress up in your best costumes and bring the whole family for a night of tricks, treats, and Halloween fun on South Gaylord

Street! 1‘

For example:
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Trick or Treal Streel on Historic
South Gaylord

Thursday: October 31, 2024

Get ready for a spooktacular evening at the Annual Trick or
Treat Street on Historic South Gaylord! Join us for family-
friendly Halloween fun as local businesses hand out sweet
treats to kids along the block. Grown-ups can enjoy festive
drinks at the Merchants Association Bar, featuring our
special Spooky Sangria and warm beverages. Proceeds
from the bar help support future community events. Dress Treats for kids! Beverages for adults!
up in your best costumes and bring the whole family for a
night of tricks, treats, and Halloween fun on South Gaylord
Street!

c. Event Start Date: Add a start date for ALL events (single day and multi-day
events.

d. Event End Date: Add an end date for multi-day events only. Leave blank for
single-day events.

e. Event Status: Leave blank. This is a dynamic field, the system will update
when the event date has passed.

3. Goto theright sidebar. If you do not see it click the icon next to the “Publish” button
to expand it and click the “Event” tab.

savedraft 1 (18 m
& a

Event Block x

Trick or Treat Street on
Historic South Gaylord 2025

Set featured image

4+, Generate with Elementor Al
a. Add animage: Click the “Set Featured image” button and either choose an
existing image (Media Library tab) or upload a new image (Upload files tab).
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Click “Set featured image”.

Featured image x
Upload files | Media Library < Expand Detals
Filter media Search media

[ images v | [ dates | ‘

[ Al
JUNGALOWISY

4. Publish the Event. Scroll to the top right and click the “Publish” button.

Savedraft [ [71: m
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