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INTRODUCTION 
No manual is needed for the public to use the web system. This manual is to help Developers, 
Administrators and Editors understand what the system offers and how it functions.  

It is divided into five main sections: Domain and Hosting, WordPress Content Management, 
Plugins, Managing Donations, and Database Operations. 

The details about the domain name and its registration and the hosting service are given in the 
first section. The manual body provides descriptions, but the passwords and other security 
matters are covered in a detachable Appendix. This way this manual can be given to those who 
need to know the basics but are not authorized to make changes. 

The web site is based on the WordPress content management system, and the second section 
describes how to use this in general. A WordPress site is based on a theme, which provides the 
overall appearance features, and which can be modified. This section describes the theme used 
and the customization done using a child theme. This section also explains how to edit and add 
content. 

Some functions associated with the web site are provided by components not part of WordPress 
or the theme – these components are called plugins in the WordPress world. This section lists 
and describes what plugins are used and explains what functions they provide. 

A major operation for this web site is to accept and manage donations, and the fourth section 
describes how that specific plugin works and how to administer donations.  
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SECTION 1: DOMAIN NAME AND HOSTING 

THE DOMAIN NAME 
AEMPRO stands for Association for Education of Manufactured, Park Model, and RV Home 
Owners. The domain name AEMPRO.org was first registered on June 29, 2018 at New Dream 
Network, LLC dba DreamHost Web Hosting. While AEMPRO.com would have been desired, it 
was in use at the time and not available. Since then the .com name has become available for 
purchase at a price of $1,888 but the organization chose not to acquire it at that time. 

You do not “own” a domain name; it is merely “rented” for the period for which you have paid 
the fee and must be renewed at the end of that period. The domain name is set to autorenew on 
2020-05-29 for another two years. The registrar should be contacted to see if a longer renewal 
period can be chosen. 

DOMAIN HOSTING 
The domain is hosted on a shared hosting basis at DreamHost.com. Shared hosting means that 
this domain does not have its own server but shares server space with other domains. This 
arrangement is adequate for the expected traffic levels for this site. 

Hosting charges 
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DOMAIN MANAGEMENT 
You go to DreamHost.com to manage the domain name. See Appendix A for sign-in instructions 
for DreamHost. 

You are first greeted with the DreamHost main screen, as below. 

 

Click the Log In button, then enter your credentials in the dialog. 
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Once authenticated, you will be taken to the home screen for managing this domain. 

 

The Domains menu selection can be expanded as shown below to access the various domain 
functions. 
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The screen above shows some basic information about the domain account as of February 22, 
2020. You should only make changes here if you are certain what you are doing. This manual 
does not cover changes here; work with DreamHost tech support if needed. 
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Editing Domain Info 
Clicking on the Edit link under Web Hosting in the screen above leads you to the following 
screen. 

 

For the most part, you should leave the settings on this page as they are unless you have a good 
reason to change them. This will not be discussed here, and you should consult with DreamHost 
tech support before doing any changes. 

Changing PHP Version 
One change you may want to make is to change the PHP mode to take advantages of updates in 
programming over time. PHP is the programming language used by WordPress and its plugins. 
You may see a suggestion to do so when you go to the WordPress dashboard (see description of 
this in Section 2: WordPress Content Management. From what is shown in the screen above, 
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scroll down and you will see the screen below. Use the dropdown to select a different PHP 
version.  
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Registrations 
The Registrations menu entry brings you to the screen below; this view has been scrolled down 
to view info at the bottom. 

 

This shows the expiration date of the domain registration at the time the screenshot was made. 
Notice that Auto Renew is enabled and Locked is Yes. Locking means that the domain cannot be 
transferred without explicit permission of the registrant. 
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Private Information, Transfer Lock 
By clicking the WhoIs Info button under MODIFY WHOIS you can manage domain registration 
data. See below. 

 

Note that the box for keeping contact information private is checked. That is the preferable 
condition. This means that domain contact info is not available for scammers or spammers to 
acquire and keeps you off of their lists. 

The box for opting out of 60-day transfer lock is unchecked in the example above. When 
changes are made to a domain’s registrants the domain is locked for 60-days from being 
transferred to another registrar or registrant. 
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Registrant Contacts 
There are four different contact records associated with each domain name: Registrant, Admin, 
Tech, and Billing. See below. 

 

Notice near the top of this screen the checkbox for Use this information for Registrant, Admin, 
Tech, and Billing records. By leaving the box checked only one person’s information needs to be 
filled in. However, it is preferable to have more than one person in these roles because if 
something needs to change and the one person is not available another person can make the 
change. (At the time site management is transferred to someone other than David Violette new 
persons will be assigned in these roles.) 
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SSL/TLS Certificates 
SSL and TLS refer to site security measures. SSL stands for Secure Sockets Layer; TLS stands 
for Transport Layer Security. Both describe a method for making web page content secure to the 
browser. Clicking the SSL/TLS Certificates menu brings you to the screen below. 

 

You will see there is one certificate assigned to AEMPRO.org and it expires August 29, 2020. 
Clicking the Settings button brings up the screen below. Notice that Auto Renewal is not on at 
that time but should be changed when the management is transferred. At the bottom of that 
screen is the option to download the Comodo DV Site Seal, and that is where the info came for 
the seal displayed at the web site. It is important to display this to give the user confidence in the 
security of their data, even though there will be a padlock symbol in the browser address bar. 
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EMAIL ACCOUNTS 
Back on the DreamHost home page you will see a menu entry for Mail; this is where you manage 
the email accounts associated with AEMPRO.org. The various functions under Mail are shown 
in the screen below. 

 

Several “organizational” email accounts have been set up for AEMPRO.org. Using these allows 
them to be advertised and not changed even though the person in that organizational position 
changes. At this time the email accounts are:  

• Administrator – assigned to the person who administrates the system 
• Office – used by Connie, the Office Manager 
• President, VicePresident, Secretary, Treasurer – assigned to those offices 
• Grants – assigned to the Grants Director 
• Director1, Director2 – assigned to those offices 
• Webmaster – for use by the webmaster 
• Editor – for use by an editor position 

Notice in the next screen that some of those addresses have an Also Forwards To: assignment. 
The person using the organizational email address can either set it up in their own email client 
and handle that address that way, or they can have emails sent to the address forwarded to their 
personal email. The former is better if the person will be regularly receiving and sending 
organizational emails since that is the address that will show when sending. The latter is okay for 
persons who just receive organizational email. 
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More addresses can be added if needed by clicking on the Create New Email Address button on 
that screen. Notice that you can also delete any address or disable it (without deleting). 

Just to the right of each email name you will see mailbox manager. Clicking this will allow you 
to log in to that account. This just provides a different dialog for making the changes shown in 
the next section. 
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Editing Email Accounts 
Clicking on the Edit button to the right of any email address in the list will allow you to make 
some changes to that account. Those are as shown in the next screen. 

 

You can change the mailbox name and password here as well as set the total disk usage. Notice 
at the bottom of that screen that you can specify how long read messages will be kept at the 
server. 
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Webmail 
As mentioned earlier, persons with an organizational email address can receive that email 
directly in their local email client on their computer, tablet, or phone. However, they can use 
their browser to work with their email using webmail. 

As seen in the screen below, the webmail address is webmail.aempro.org. By clicking on the 
Edit button at the right you can change the “webmail” part of that address. 

 

To use webmail, use any browser and enter webmail.aempro.org in the address bar. It is not case-
sensitive. You will then be asked to log in using your email address and password as in the 
screen below. 
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Once successful you will see the mailbox inbox as below. You can set this up as you wish. 
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Setting Up Email Client 
Email clients will probably not be able to automatically find and set up for your AEMPRO.org 
email address, so here are the settings you will need: 

To set up email on a phone or computer or tablet, use Manual Mode since the auto mode 
will not find the proper server names: 

Use your email address (e.g.: Example@AEMPRO.org) 

Use your password 

Use your email address as Username 

Incoming server: If you want to have messages removed from server when you read them 
you can use POP3, otherwise use IMAP. Using IMAP allows you to read emails using 
more than one device (e.g.: phone, computer) since they will be left on the server and be 
available to all. The server names, respectively, are pop.dreamhost.com and 
imap.dreamhost.com. 

Outgoing server: Use smtp.dreamhost.com 

Incoming Ports: If you want no security use Port 110 for POP3, 143 for IMAP. With 
security (SSL) use Port 995 for POP3, 993 for IMAP. 

Outgoing Ports: Use Port 587 for no security, 465 for SSL security. 

Require Authentication: Check this Yes and provide the email address and password 
where requested. 

These instructions are also available at the web site if you are signed in. Look under Board in the 
menu to find Email setup. 

Other Email Menu Items 
You will see other menu selections under the Mail menu but you will not usually need to work 
with those.  
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FTP 
FTP stands for File Transfer Protocol and is a system you can use to move files to and from the 
server outside of the DreamHost control panel and outside of the WordPress dashboard. 

Clicking the Manage Users selection under FTP & SSH Users brings you to the screen below. 
There is an excellent description by clicking the Learn About FTP & SSH button on the 
Manage Users screen. 

 

Should you need to add an FTP user you can do so by clicking the + Add A User button in the 
screen above. The steps are self-explanatory from there. 
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To show more about any user click the Show Info button to get the screen below. 

 

Manage Files for Users 
Clicking on the Manage Files button for any FTP user will bring up a screen like that below. 
This shows the file structure on the server and lets you move in the directories. 
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You can also reach the files area from the Domains, Manage Domains screen as shown below. 
Click on WebFTP to bring up a file manager screen. 

 

There is no question that you should not work with the file structure unless you understand what 
you are doing and have good reason to do so. Some changes could affect the operation of the 
web site. 

Having said that, there will usually only be one directory in File Manager that you will need to 
work with, and that is shown as aempro.org in the screen above. Opening that directory takes 
you to the setup as below. 
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And from that screen you should only have to work with the wp-content folder, as shown below. 

 

And the only time you should need to do anything in here is if you have to manually install and 
theme or plugin, or manually upload a file to make it available at the site. See more about the 
latter in Section 2. 
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File Uploads 
One area of the file structure you can access is the uploads folder shown in the list above. 
Opening that folder gives you the structure below. 

 

The folders named for years contain files that have been uploaded by WordPress when you 
created posts or pages. You can ignore those folders. 
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The folder named files has various files uploaded with information to support the site as shown 
here. Currently, these are files that pertain to the Board and are accessible by Board members 
from the Board menu items Pro Forma and Bylaws. 

 

The folder named laws has files with the landlord-tenant acts. 
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SECTION 2: WORDPRESS CONTENT MANAGEMENT 
WordPress is an open source web site content management system maintained by 
WordPress.org. Note that there is a different site at WordPress.com and they do development 
work and offer web hosting. We instead use the WordPress.org software for AEMPRO.org. Over 
35% of all sites on the web today are based on WordPress, and it was chosen for this project 
because there are so many developers at all skill levels who can work with it. 

WordPress was installed by the hosting service, DreamHost, in our account. DreamHost offers a 
Managed WordPress hosting plan, but we do not use that because Dave Violette was comfortable 
doing the management himself. However, AEMPRO may want to consider this in the future. It is 
much more expensive - $16.95 per month compared with $2.59 per month. 

While this manual will describe how to perform many WordPress setup and editing functions 
it is by no means a comprehensive manual on how to use WordPress. This manual will just 
explain those necessary to maintain THIS web site. 

SITE THEMES 
The arrangement of site pages, their layout, and the fonts and colors used is governed by a 
“theme”. A theme is a set of programming that describes to the browser how to display site 
content to the user and what it will look like on the screen. The current site design uses a theme 
called Fundraiser by SKT Themes, but here are literally thousands of themes from which you 
can choose for a site. While a theme as distributed has complete programming with lots of 
choices for customization, the site designer can modify the theme basics by creating what is 
called a child theme; the site currently uses Fundraiser Child as designed by Dave Violette. A 
child theme is often used to change the default fonts, colors, or behaviors of the theme. The 
advantage to creating a child theme is that when an update is installed of the base theme itself the 
changes made with the child theme are not changed, so the designer does not have to go back 
and make the changes in the theme files which overwrote the old ones. 

A discussion about selecting one theme over another is not a part of this manual. 
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Changing Themes 
You can change the site theme by going to Appearance, Themes. This screen shows all the 
themes that are installed on the web server at this time, and indicates which theme is Active 
(Fundraiser Child).  

 

You can rest the cursor over any theme in the list and you will see some options appear as below 
for the middle of the three shown. Clicking the Live Preview button will bring up a view of the 
site using that theme so you can see how it would look. Clicking the Activate button will make 
that theme the one in use. 

 

You can use the Add New button at the top of the screen to install a new theme; it will not be the 
theme in use until you make that choice as above. 

There are many sources of WordPress themes and a discussion of this is beyond the scope of this 
manual. 
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Creating and Changing a Child Theme 
Remember that it is ALWAYS better to create and make changes in a Child Theme than it is to 
make changes in the theme itself. The reasons for this are explained above. Creating and 
modifying a Child Theme is beyond the scope of this manual but know that the Fundraiser 
Child theme has some minor changes that affect how the menu is displayed and some other 
aspects. For the curious, go to Appearance, Theme Editor to see what changes were made. Do not 
change any file in the child theme editor unless you know what you are doing! 

Adding a Theme 
If you want to add a theme to the site to experiment with or to switch to you can do this in the 
Appearance, Themes page. At the top there is an Add New button; click this to get a screen 
offering many different themes from which you can choose. If you hold the cursor over any 
theme you will get options such as is shown for Progeny MMXV below. Clicking the Install 
button will install the theme at the site but will not use it to change the site theme. You do that 
separately. Clicking the Preview button will bring up the site within this window showing how 
it would look with this new theme. 

 

 

MANAGING PAGE DESIGN AND LAYOUT 
The discussion that follows under this heading pertains to the site under the Fundraiser Child 
theme. If a different theme is used most of what follows will change. 

Signing in at Site 
When you go to AEMPRO.org you will see the web site itself. Look for the Sign In menu item. 
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Clicking on Sign In will bring up the Sign In screen like below. 

 

Enter your User Name and Password where requested. You will then see a slightly different 
home page as below; notice that Sign Out has replaced Sign In. 
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Another difference is the black strip at the top of the page. This is the WordPress toolbar. 
Whether it is displayed depends on the privileges associated with your credentials. Those with 
Subscriber or Board roles will not see the toolbar, but those with Administrator, Editor, or 
Author will. This can be changed by user or in general by role. See User Role Editor section 
further on. The reason for limiting access is to protect the content and site setup and to not 
confuse those who do not need dashboard access. See also Users and Roles section for typical 
assignments. 

The WordPress Toolbar 
The WordPress toolbar provides quick access to several commonly used functions. There are far 
more functions available in the full dashboard; see the sections that follow.  

Notice that the toolbar shows who is signed in at the far right. If you hold the cursor over the 
signed in name you will see a popup dialog like in the screen below. This will show the image on 
file for the user’s profile (if any), their name, and two buttons to Edit My Profile and Log Out. See 
the Profile Editing section further for how to do that. 
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The icons along the toolbar from left to right are as described below. In each case the icon in 
blue is the one being discussed. 

The WordPress icon shows options related to WordPress itself. This manual will not go into 
details about these but you are welcome to explore them on your own. 

 

The AEMPRO icon has options to go to the full dashboard, and to edit specific site aspects such as 
themes, widgets, and menus. Each of these is explained further on. 

 

The Customize icon takes you to an area where you can perform various site customizations. 
More further on. 

 

The Updates icon in this case shows that there is one plugin waiting to be updated. This may also 
show theme updates needed. These update notifications appear automatically when one of these 
has an update. More about updates further on. 

The Comments Waiting icon shows that there are, in this case, three comments made at the web 
site that need reviewing. More on this further on. 
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The New Items icon has several dropdown options as shown below. These are all site 
components for which you can create new instances and each will be discussed further on. 

 

The Edit Page icon takes you to an area where you can edit the current page. This will allow you 
to go to quickly edit whatever page you are on. 

 

The Delete Cache icon deletes the version of the current page held in the browser cache. Modern 
browsers save a copy of every page you go to and tests whether any changes have been made 
when you request it again. If no changes, then it just reloads the version in cache and avoids 
having to download an update. When you are doing page editing sometimes the changed version 
does not show but if you delete the cache it forces the browser to reload the page fresh. 

 

Site Header 
At the top of each page is the header. This includes the AEMPRO logo, the tagline under the 
logo, and the menu. There are four different layouts for the header in this theme; Header Layout 
1 is currently used. More on this further on. This is the header area on the home page. 
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Header management 
To modify anything about the header go to dashboard and click on Appearance, Customize. This 
will bring up what you see below. 

 

Select Header. 
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This gives you three aspects of the header to manage. The top one is not used here. The middle 
one, Site Title & Logo lets you change those components. In this area you can change the site 
title, font, and other aspects of those. 

 

The bottom on, Header Layout, controls how the header components are arranged in the header 
area. Layout 1 was chosen, but you can change this if desired. Be aware this will rearrange the 
header components. 

If you make any changes in the above the greyed out Published button will change to Publish; 
click on this to save your changes. To exit without saving simply click the Back button. 

Home and Page Menus 
The current site design has the menu choices as shown below. You may change this in the future, 
and there will be instructions on this further on. 

 

The current page is shown in orange in the menu and this changes as you move from page to 
page. As you move the cursor from one menu item to another that other one also changes color 
to orange. You can change those color options. 

Clicking on any menu item moves you to the page selected. The menu continues the same on 
every page except as explained below. Here is a typical page menu. 
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Notice that one the home page the menu wraps so that Sign In is on a new line. On the page 
menu the menu bar gets extended off the screen to the right. This issue needs to be remedied, and 
there are two ways to do it. 

1. Modify the underlying theme to make the menu wrap in both instances. 
2. Reduce the number of menu entries so it all fits on one line in both cases. 

This is left to whomever takes on site management. 

Changing menus 
The site menu is designed to provide the user a means to find and go to the various pages of the 
site, so as you would expect the menu entries are the names of the pages themselves. 



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 38 of 107  

To change the menus click on Appearance, Menus from the dashboard. The top part of the menus 
area is shown below and the bottom part follows. 

 

 

The structure in the right part of the screens shows the hierarchical menu structure. Those set 
flush left designate the main menu choices that are displayed at all times. The indented ones are 
submenu items. Though this menu arrangement only has one submenu level, it is possible to 
have a submenu also have its own submenus and that would be shown by a further indent of 
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those items under their parent submenu. You can click and drag any menu item to move it to 
another location. Use this to change a submenu item to become a menu item or use this to 
rearrange the order of menu items or of submenu items in their submenu set. 

Changing Menu Item Visibility 
You will want most menu items to be visible under all situations – that would be the case for 
menu items visible to the public. But some menu items should only be visible under certain 
situations; the Board item, for example, should only be visible if the user is signed in and their 
credentials permit viewing the Board menu. At the right end of each item in the Menu structure 
screen you will see a small down arrow. Clicking that opens up a dialog below that menu item. 
The screen below shows the dialog for Useful Links. 

 

Notice that despite the page name, as shown in the menu item, is Useful Links, you can change 
the Navigation Label to read differently. 

Notice that the Enable visibility rules box is unchecked. This means this menu item is always 
visible. 

The screen below shows the dialog for the Board menu item. Notice that the Enable visibility 
rules box is checked and there are two rules shown. The first rule says that this menu item is 
visible if the signed-in user is an Administrator, the second if Board. Notice the OR, which 
means that either condition will provide visibility. You can click the + button at the right of Is 
board to add another condition. 
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Where to Display Menu 
Notice at the bottom of the Menus screen you can select where the menu will be displayed. There 
are three options, but the Header Navigation option is probably better. However, you can ALSO 
have it shown in Footer Navigation. Test and see what is preferred. 

Saving Menu Changes 
At the bottom of the Menus screen use the Save Menu button to save any changes. 

Page Footer 
The site theme has a footer section at the bottom of each page, and it is the same for each page. 
The current footer is shown below. You will be able to modify this as desired; see further on for 
instructions. 
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Footer Management 
To modify the footer, go to Appearance, Customize, Footer. See screen below. 

 

Footer Style 
The Footer Style menu has several color options from which you can choose, but the most 
important is the Footer Layout section at the bottom. There are different styles available, but 
Footer 3 Columns is in use at this site. 
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Footer Columns 
Go to Footer Columns in the Footer menu to modify the title and content of any of the three 
columns.

 

There you will see the three existing columns with their titles. To change the content of any of 
them click the Edit content button for it. This will bring up an edit dialog like that below. 

 

Make the desired changes and click the Save and close button. 

Footer Info Box 
The Footer Info Box is not used in the current design. 
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Copyright Area 
Clicking on Copyright Area in the Footer menu opens an editor so you can change the content. 
Note that the year is hardcoded so you should change it each year. If you click on the Edit 
content button you will get an editor dialog like that above so you can make changes. 

 

Home Page Layout 
The home page as designed at present has seven main sections, including the header and footer. 
The theme as provided could have up to 21 sections (including the header and footer)! Each 
section can be modified independently. 
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Manage Front Page 
To manage the front page elements, go to Appearance, Customize, Front Page to see the choices 
below. 

 

All of the possible front page elements can be modified starting with this menu. At the top is the 
Slider section. There are more Home Sections below those shown on the screen above – through 
Home Section 17. This site only uses Home Section 1 through Home Section 4. 

Front Page Slider 
A series of photos are displayed on the home page, and they automatically rotate among the set. 
This is the area called the slider. 

 



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 45 of 107  

Managing Slider Images 
Go to Appearance, Customize, Front Page then select Sliders. 

At the top you will see several options you can customize for the sliders in general. 
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Further down you can change aspects of each slider image. The following shows the options for 
Slider Image 1. 

 

This is where you change the image, the title, the description, where clicking on the image takes 
the user, and what text the button shows. Having a link button is not required; just leave the last 
two fields empty. 

Home Section 1 
Immediately under the slider is the first of the home page sections. The current design uses this 
for attracting donations. 
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Managing Home Sections 
Managing the content and appearance of all the Home Sections is done in the same way. Go to 
Appearance, Customize, Front Page and then select the Home Section you want to modify. You 
will get a screen like that below. 

 

At the top is where you select which page will appear in this Home Section. In the case of Home 
Section 1 it is Support Us. You manage the content of the page as described under the section 
on Pages further on. 

You can select the background color for this section using the color selector and you can have an 
image in the background using the Select image button. You can even have a video in the 
background. 

At the bottom of each Home Section dialog you will find a Hide This Section toggle; with this 
you can have the section displayed or not. 

Home Section 2 
The next section contains a section devoted to links to AAMHO. The page selected for this 
section is named AAMHO. 
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Home Section 3 
The following section contains news stories. These are added to as new stories are published. 

 

The page selected for this section is News. 

Home Section 4 
There is a Home Section 4 defined which uses the page named Our Supporters, but this section 
is set to not display. You can always change that later if you wish. 
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Home Section 5 
The fourth section currently showing contains what is called the Welcome Page. This introduces 
AEMPRO to the reader. 

 

This is a special page defined for this purpose. You will find a page named Welcome in the page 
listings and it is shown as Front Page in the listings. Instead of setting this as a Front Page 
Section, it is set using the Front Page Settings in Appearance, Customization, Front Page. You 
will find this at the bottom of that group.  

Other Pages Layout 
The other site pages have the same header and footer as the home page (partially shown in black 
here, top and bottom) but have only one section in the middle. 
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You select where a page is displayed by selecting it for a menu option. Refer to Home and Page 
Menus earlier in this manual 

MANAGING SITE CONTENT 
All operations for changing site design and content take place in what is called the “dashboard” 
part of WordPress. The dashboard has a menu of functions used to perform these tasks. The basic 
WordPress menu is changed with the installation of plugins and themes, so that those added 
components can provide you with a way to work with them. The dashboard menu as this site was 
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designed looks like the following (there are still more menu items on the left below what is 
shown here): 

 

Notice that the toolbar at the very top of the screen remains in the dashboard view. Those 
shortcuts are always available to the signed-in user. 

The black area to the left contains the menu, and the white/grey area for most of the screen is 
where the work is done for each menu selection. 

Notice that there is notice of Updates and Comments, shown with a number in an orange circle in 
the menu. These refer to the same notices shown in the toolbar at the top. 

Slugs 
When dealing with pages and posts you will see the term “slug” used. A URL slug is a shorthand 
reference to the item that is used in permalinks. See Settings – Permalinks below for more 
information there. Slugs are automatically generated by WordPress when a page or post is 
created or modified and is based on the name or title given the item. You can directly modify the 
assigned slug in the Edit or Quick Edit dialogs for both posts and pages. 
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Settings 
The Settings menu has several items as shown in the flyout submenu below as you hold the 
cursor over the Settings entry. 
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Settings – General 
The General Settings screen covers several general things you can control for the site as shown 
in the two screens below. While you can feel free to change any of these you probably should 
leave them as is unless you have a good reason to change them. 
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Settings – Writing 
You can also ignore the Writing Settings except for the two items at the top. “Post” refers a story 
or article. You can set up Categories for posts so that people can search by category. Setting up 
categories will be covered further on. 

 

WordPress provides the opportunity to send in posts via email, though this is not set up for this 
site. 

WordPress will also update post sharing services, but this is not set up. 
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Settings – Reading 
This is where you define how posts will be displayed and where. The site is set up so the posts 
are displayed on the page named Welcome. 

 

Feel free to change any of the rest. 

Settings – Permalinks 
A permalink is the URL (web address) for posts. These permalinks can be saved or shared and 
remain in place forever so there is a permanent link to the item, hence the name permalink. There 



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 56 of 107  

are various styles for permalinks; you can see below which has been chosen. You can change 
this if desired. 

 

Settings – Privacy 
A privacy page is considered very important for a web site. It describes what information is 
gathered or captured from site visitors and what is done with it. There is a privacy page started 
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for this site, but it needs work. There should be a link to the Privacy Page in the footer of any 
web site, but it has not yet been added here. 

 

Settings – Akismet 
There is a plugin installed Akismet that intercepts spam and trash comments on posts. This 
plugin has expired and should be renewed under the new management. There is a fee of $5 per 
month for Akismet. 
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Settings – Other 
There are several other Settings and you should feel free to read through them to become 
acquainted with what they cover. They are not important to this manual presentation, though. 

Users 
The term “user” in WordPress refers to someone who has been registered with the site by 
providing an email address and password. The email address is used as a username. 

Being a registered user is required to be able to sign in for any functions that are not available to 
the public as well as to allow access to some parts of the site that require credentials. 

At present, there are two groups of users set up: those who administer the site and Board 
members. The latter are enabled to view the Board area of the site; more about his further on. 

Administrative users at present have one of two roles defined: Administrator and Editor. An 
Administrator can access all parts of the site and the WordPress dashboard, while the Editor 
role can access parts of the dashboard and can only add or modify posts and pages. 

Users – All Users 
The current defined users are shown in the two screens that follow. 
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The Administrator and Editor roles came with WordPress. The Board role has been added for 
this site. The Donor role was added by the Charitable plugin; more about this further on. 

If you hold the cursor over any username a pulldown menu will appear giving you three options. 

 

Obviously the Delete option will delete the user. Ignore the View option. 
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The Edit option will let you change various features associated with that user. These are shown 
in the three screens that follow. 

 

These define how the screen will look when this user is doing work on the site. Notice at the 
bottom the Username is greyed out because you cannot change a username once it is set up. This 
becomes the permanent reference in the database for that user and a user can only get a different 
username by deleting and then adding them again. However, doing that will lose all references to 
what the original username was used for, so do this cautiously. Obviously, you want to be careful 
about what usernames are assigned from the start! 
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The second screen shows more aspects of a user you can edit. These are self-explanatory. 

 

The third screen covers more general info but is also where you can change the password for a 
user. Selecting Generate Password will allow you to enter a desired password or let the system 
suggest a secure password. 
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Users – User Role Editor 
You can visit this page to see what different actions can be associated with a role as well as to 
make changes in what any role can do. Use this area with caution and do not make changes 
without knowing the consequences! 

 

Tools 
The Tools menu item has several subitems as shown below. 
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You should consider leaving these to a more advanced administrator. None of these were needed 
for the current site. 

Posts 
Posts are stories or articles you have published to the site. The Posts menu has several submenus 
as shown below. 

 

Posts – All Posts Listing 
This provides a listing of all posts that have been created, whether published yet or not. 

 

The screen above shows the two already published as of the manual date. The information shown 
about each is self-explanatory. If you hover the cursor over the post Title you will see a submenu 
appear pertaining to that item. 

 

Choosing Edit brings up the same edit screen that was used to create a new post. This will be 
covered further on. 



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 64 of 107  

Choosing Quick Edit brings up a screen where you can change some features of the post but not 
the content. This is handy for making quick changes to those features. See the screen below. The 
various fields should be self-explanatory. Click the Update button to save any changes. 

 

Posts – Add New or Edit 
Creating a post and editing a post use the same system, so they will be discussed together. 

Note that this site uses the new Block Editor for posts and pages. For more details about using 
the Block Editor see any WordPress book on the topic. This manual will only cover what is in 
use here. When using the Block Editor there are two parallel views available and different 
information is stored in each.  

A “block” in this system is a section of the content, such as a paragraph, heading, image, or other 
component. 



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 65 of 107  

Post Editing – Document View 
A look at the menu on the right of the screen below shows the options available in the Document 
view. Note that Document is highlighted at the top right. 

 

You will probably not need to use the items below Status & Visibility, but they are there should 
you want to. 

Visibility refers to who will be able to see this post. Generally you will want it to be Public, but 
by clicking on that you can see the other options. 

Publish refers to when the post will be published; this also sets the permalink reference. By 
clicking on the date and time you can change both to a future or past time. Obviously you can 
create and publish a post and set it to be public at some future date or time. 

Author can be changed here if it is to be someone other than the person currently signed in. 

Post Editing – Block View 
When you select a block of the content and choose Block at the right you will see information 
about that block with changes you can make. Those should be self-explanatory for the most part. 
The Advanced selection allows you to add advanced CSS classes to further define how content is 
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displayed; discussion of CSS is beyond the scope of this manual. The Color Settings selection 
allows you to change the background color of the selected block. 

 

Notice in the screen above that there is a toolbar displayed just above the block selected. This 
allows you to change text in the block in specific ways. The B and I let you change selected text 
with bolding or italics. The chain symbol allows you to add a link in the text. The [] symbol lets 
you insert a short-code. Discussion of short-codes is beyond the scope of this manual. The 
symbol to the left of that allows you to change the text alignment (left, center, right). The symbol 
at the far left gives you the option to change the block type. You will most often use this to 
change to a Heading or a List. There are many other block types available and various plugins 
that will provide these. The few simple ones here may suffice. 

Post Editing – Adding a Block 
To add a block, go to the end of any block and press the Enter key. This will set you up to add a 
block at that point. As shown below, you are given the option of adding one of several types of 
block: 

 

The three symbols at the right indicate making the current block an Image Block, a Heading 
Block, or a Gallery Block. 
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A Heading Block is simply a block of text formatted as a heading. You choose the heading type 
from the modified toolbar as shown below. 

 

An Image Block has an image in it. You choose where the image comes from on the screen that 
shows when you select to do an Image Block. See below. 

 

Clicking the Upload button lets you select an image file on your computer to upload. Clicking the 
Media Library button lets you select an image already uploaded and in the media library. Insert 
from URL lets you include an image from some other site or location. 

The image toolbar provides an ability to set the image aligned left, center, or right using the 
middle of the three symbols. The one on the left lets you change the block type. 

If you change your mind after starting to insert a block just press the backspace key to get rid of 
it. 

You can change the location of any block using the up and down arrows at the left, or you can 
click and hold on the six-dot symbol in the center of that group to drag and move the block. 

At any time while creating or making changes in a post you can click the Preview button at the 
upper right. This will bring up the post in a separate window so you can see what it will look 
like. Before a post is published the button to the right of that will be Publish but once you are 
editing a post that button will be labeled Update. Click it in either case to perform that operation. 
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Pages 
Editing and creating operations with pages are pretty much the same as with posts, so the 
discussion above will not be repeated here. The page creation/editing uses a Block Editor as 
well, and the block types are the same. 

List of Pages 
At the dashboard, go to Pages, All Pages to see a list of what pages have been created for this 
site. You will get a paged list of them as in the screen below. 

 

You move through the list by scrolling and at the bottom of each screen you will find paging 
buttons to go from one page in the listing to another. 

Notice that some in the list have a dash in front of their name; this indicates that this page is a 
subpage of the one above it without a dash. See Board and the three pages listed below. The top 
one in the group is called the Parent page. You can set this up from the listing by selecting Quick 
Edit from the options as shown above. 

 

There you see all the facts about this page that you can edit from the Quick Edit dialog. Most of 
the items are self-explanatory. The Parent field has a dropdown where you can set this as a Main 
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Page (no parent) as shown in the example, or you can use the dropdown to select another page 
as the parent. If you do this Quick Edit for one of the pages under Board, you will see Board as 
the Parent. 

The Order field in Quick Edit determines where the page fits in the hierarchy of pages. An Order 
value of 0 (zero) means it is a top level page. Use the Order to determine where a subpage will 
appear in the listing of subpages. The Order can also be set in the place you show the page when 
setting menus – see Home and Page Menus above. 

Clicking on Edit under a page entry will take you to the full edit screen where you can work with 
page contents. 

Page Templates 
When looking at the Quick Edit dialog you saw a field called Page Template. The theme will 
determine what page templates are available, and page template refers to how the page is laid out 
on the screen. There are many different page templates provided with the theme used for this site 
and you should check them out if interested. However, the template option Full Page Width is 
used for all pages in this site. Full Page Width does not provide for sidebars and other 
arrangement features. A discussion of page templates is beyond the scope of this manual, but you 
can explore this further. 

Media 
Media refers to images in general, and can include both still and motion images. These are 
stored by WordPress in the Media Library for easy access in pages and posts. You can upload 
images to the Media Library directly or in the post or page editor. 

Access Media Library 
To access the Media Library from the dashboard, go to Media, Library; see below. 

 

Note that you can also use Add New to directly go to the add screen. 
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The Media Library screen looks like this below. These images should look familiar, since you 
have seen them at the site. The reason there are several AAMHO logos is from testing to see 
which would work best on the front page. 

 

Click on any image to get the Attachment Details screen as below. 

 

You will see information about this image in the upper right area. There is the filename, file type, 
when it was uploaded, the file size, and the file dimensions. 

Below that is the Alternative Text field. You should always include Alternative Text because that 
is what a browser shows if it cannot load the image quickly and it lets the user know what the 
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image is about. It is also useful for sight-impaired users who use screen readers, since that is 
what the screen reader will tell them. 

The Title field is what the file was named when it was uploaded. Note that it is the same as the 
File name above. You can change that, though, in this field. 

Caption and Description are optional. Use them if you will have a caption showing when the 
image is displayed on the screen. 

You can ignore the rest on the right. 

Editing Images 
When in the Attachment Details screen you will see an Edit Image button just below the 
image. Clicking that brings up the screen below. 

 

Change Image Size 
You can change the image size in two ways: by cropping and by scaling. If you click the Crop 
button at top left the image will have a crawling dashed line drawn around it. Look for the square 
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box handles at top, bottom, sides, and corners and simply click and drag any of them to crop the 
image to a smaller size. 

 

However, if you want to rescale the image to a different size use the SCALE IMAGE fields in 
upper right. Notice that if you type a different number in either the first (horizontal) or second 
(vertical) field the other will change automatically thus keeping the aspect ratio the same. Click 
the Scale button to complete the change. 

Another way to crop the image is to use the IMAGE CROP function on the right. Click on the 
question mark in the blue circle to get instructions on how to use this. 

Rotate and Flip Image 
You can use the buttons above the image to rotate left or right and/or to flip vertical or 
horizontal. 

Add New Image 
While in the Media Library you can add images. Click the Add New button to start this. 
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You can open a file folder on your computer and then click and drag files to the area with the 
blue dashed outline, or you can click the Select Files button. The latter action will open a file 
explorer on your computer so you can navigate to a folder, select an image, and upload it. 

Adding Images in Posts or Pages 
When working on a post or a page you can add a media file directly. If you start a new block you 
will see three images at the right of the blank block. The one on the left is for inserting an image 
in this block, the one in the center is for making this block a header, and the one on the right is to 
add an image gallery (more than one image) in the block. Click the appropriate image icon to 
start the selection and upload process. It will work as described above. 

 

PAGES FOR THIS SITE 
Currently there are 43 pages set up for the AEMPRO.org web site. Of these, 42 are public and 
one is private (meaning that it will not be viewed by anyone other than an administrator). You 
can view the list of pages by going to Pages, All Pages from the dashboard menu, where they are 
listed in a paged view alphabetically. The following describes each page and where it is used. 

Title Description 
AAMHO Linked from the Welcome page by link 
About Shows a donor their details. Linked from Donate page. 
Board Click on the Board top menu item. 

- Bylaws Shows links to Bylaws and Constitution. Under Board menu. 
- Email setup Shows instructions for client email setup. Under Board menu. 
- Donors Shows a list of donors. Under Board menu. 
- Pro Forma Shows links to pro forma financial details. Under Board menu. 
- Web Manual Allows download of this manual. Under Board menu. 

Donate Shows when a user clicks a Donate button. Let them donate. 
Donation Failed Displayed when an error occurs while making donation. 
Donations and grants Explains how AEMPRO uses donations and grants. Not used. 
Donor Profile Displayed when a donor clicks the (more to come) 
Forgot Your Password Displayed when a user asks to reset password. 
Home Owners Click on the top menu item. 
Mobilehomes Not used currently. 

- Fair Housing Rights Not used currently. 
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- Landlord-Tenant 
Act 

Not used currently. 

- Relocation Fund Not used currently. 
News Included in Front Page. 
Our Sponsors Included in Front Page. Not used currently. 
Our Supporters Not used currently. 
Park Models Not used currently. 
Park Owners Click on top menu item. 
RV Act Not used currently. 
Schedule Discusses schedule of workshops. Click on top menu item. 
Workshops Displays list of upcoming workshops. Nothing there yet. 
Sign In Click on top menu item. Shows when not signed in. 
Signout Click on top menu item. Shows when signed in. 
Slider blocks Displays supporter logos on front page. Not used currently. 
Support Us Click on top menu item. 
Thank you Displayed after donation is made 
Welcome Displayed at bottom of front page. 

- Interest Nonconflict Displays Board nonconflict statement. Under Welcome menu. 
- Nondiscrimination Displays AEMPRO nondiscrimination statement. Under Welcome 

menu. 
- Privacy Policy Displays AEMPRO privacy policy. Under Welcome menu. NEEDS 

WORK! 
- Pro Forma Displays AEMPRO pro forma financials. Under Welcome menu. 
- Useful Links Displays list of links. Under Welcome menu. 

WPForms Preview Not displayed publicly. Used only for admin purposes. 
 

Note that some pages are indicated to be not currently used. These are pages that were set up 
under early development work but are not used in the current design. They are saved in the page 
list in case they are needed in the future. 

The content of several pages needs improvement and more detail. This is waiting input from 
Board members or others. 
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SECTION 3: PLUGINS AND SHORTCODES 
WordPress on its own, as distributed, has many functions and capabilities and that list is 
expanding with new WordPress versions. WordPress was developed using an “open source” 
concept so that others can modify how WordPress works in many ways. WordPress themes, 
described earlier, is one way. Developing plugins is another. 

There are literally tens of thousands of plugins available for WordPress and using these allows 
you to greatly extend what WordPress can do or how it does things. 

While you can acquire plugins from many sources, your best bet is to use those you can find 
from within WordPress itself. This way you will know if a plugin is compatible with your 
current WordPress version, will be able to see how many times it has been downloaded, see how 
others have rated it using a five-star system, and when it was last updated. When you go to 
Plugins, Add New, you will first see a screen like that below. 

 

In the toolbar at the top you can search by Featured, Popular, Recommended, or Favorites. 

You can use the Search plugins field to find plugins matching Keyword, Author, or Tag. You 
are most likely to use Keyword. Enter a word or more describing what you want a plugin to do 
and you will get a list of those likely to meet those needs.  

When you find a plugin you want to use simply click the Install Now button to do the job. 

It is beyond the scope of this manual to suggest further plugins beyond those already installed. 
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Installed Plugins 
When you go to Plugins, Installed Plugins from the dashboard you will see screens like those 
below. The first shows the top half of the list, the second the bottom half. 

 

 

Notice that one (Charitable) shows there is an update available. You can install the update from 
here or you can use the update process described earlier from the toolbar. 
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There are two steps involved with plugins: install and activate. You can install a plugin but not 
activate it and you can deactivate a plugin once activated. Deactivation does not uninstall the 
plugin. 

You will see a brief description of each plugin to the right of the name, along with a version 
number and the author’s name. In some cases there is a View details button so you can learn 
more about the plugin. 

Installed Plugins – What They Do 
The following provides a brief description of what the plugin does for this site and perhaps why 
it was installed. This is by no means comprehensive. 

aempro-admin 
This plugin was developed by Dave Violette and is provided free to the site. It tweaks how a few 
other functions operate and provides some programming that will be helpful to programmers 
customizing for this site. Nothing for you to do here. No renewal needed. 

Akismet Anti-Spam 
This protects the site from spam comments to pages and posts. Very important. This needs 
reactivating under the new management. Subscription must be renewed each year. 

Charitable 
This is the plugin that manages the donation system for the site. There is much more explanation 
of this further on in this manual. This site uses the free version but there is a paid premium 
version with more capabilities available. 

If Menu – Visibility control for menu items 
This is the plugin that provides the menu visibility options discussed under Changing Menu 
Item Visibility earlier in this manual. Free version. 

Personalize Login 
This replaces the standard WordPress login with a better-appearing version. There are 
modifications to this as distributed made by Dave Violette. 

Shortcodes Ultimate 
You might want to look at what this does, but it is not important for general work at the site. Free 
version. Look in the dashboard for the Shortcodes entry and click to see more details. 

User Role Editor 
This plugin provides a better way to set up and modify user roles at the site. See more about user 
roles under Users – User Role Editor above. Free version. 

WP Crontrol 
You only need to be involved with this if you are setting up “cron jobs”, which are jobs at the 
web site that are to run at certain times or conditions. Free version. Look at the WP Crontrol item 
on the dashboard for setting events and schedules. 
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WP Mail SMTP 
This provides a better way to handle sending emails from within the web site than what 
WordPress does. You only need to be involved with this if you are setting up for mailings. Look 
at the dashboard menu entry for WP Mail SMTP to use it. 

WP Super Cache 
Caching was explained earlier, and this plugin makes caching work better. Free version. Look at 
the WP Super Cache dashboard menu entry for settings. 

WPForms Lite 
Charitable uses this to set up forms and you can use it to create or maintain other forms. Free 
version. Look at the WPForms item on the dashboard menu for use and settings. 

Plugin Editor 
In the main Plugin menu shown earlier there is an entry for Plugin Editor. You should only use 
this if you know what you are doing – it is NOT for the casual user!! 

Shortcodes 
At various places in this manual you will see the term “shortcodes” used. In WordPress 
shortcodes and little code segments that are directly inserted into a page or post that call some 
programming registered in a plugin or other means. Shortcodes are shown enclosed in square 
brackets and where used you should only modify what is contained there if you know what you 
are doing. Many shortcodes have display options that are include in the shortcode call. 

An example of a shortcode call is: 

[charitable_donors date DESC show_avatar=0 orientation=vertical 
distinct_donors=1] 

You would read this as calling the charitable_donors routine, and listing the donors by date in a 
descending manner (meaning most recent first). The donors’ avatar (an image representing the 
donor) would not be shown (show avatar=0). The list would be displayed in a vertical fashion 
(orientation=vertical), and a donor will only be shown once (distinct_donors=1). 

  



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 79 of 107  

SECTION 4: MANAGING DONATIONS 
Donations are currently managed using the Charitable plugin. While there are several others that 
could do the job, Charitable was selected because it seemed to offer the features needed and it 
offered more features in its free version than others considered. This is not to say that a different 
one might not be better, but it would cost more. Charitable also has premium features that can be 
added at any time. One good feature of Charitable is that they do not charge transaction fees as 
some do. 

You can get more info about the Charitable plugin at 
https://www.wpcharitable.com/documentation/. 

All the Charitable functions are available from the Charitable entry on the dashboard menu, as 
seen below. 

 

The main Charitable screen, shown below, tells you much about the current setup. As you can 
see, it is set up to work with the AEMPRO PayPal account, it has one campaign set up, and 

https://www.wpcharitable.com/documentation/
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several features have been turned on. On this screen you will also see some Recommended 
Extensions. Those provide features not included in the free version installed. 

 

ABOUT CAMPAIGNS 
Charitable is organized around campaigns which have starting and ending points. While this does 
not describe how AEMPRO does its donations at present, you might use this in the future.  

The current and only campaign set up is named Supporter donations, as you can see in the 
campaign list below. You get to this screen by going to Charitable, Campaigns, on the 
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dashboard.

 

As with posts and pages, if you hold the cursor over a campaign name a menu will pop up as 
below. 

 

 

Campaign Quick Edit 
The Quick Edit screen offers the chance to change the name and some other characteristics; see 
below. 
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Campaign Edit 
When you select Edit from that popup you get the screen below. This is the top part of that 
screen. The bottom part follows. 
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Notice in the top part you can set the Goal and End Date. For an open-ended campaign such as 
this one leave these blank. 

Under Campaign Settings you can set up Suggested Donation Amounts, each with their own 
Description. The Board has elected to not use this at this time. 
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Add Campaign 
Go to Charitable, Add Campaign to add a new campaign. As you would expect, the screen looks 
like that for editing a campaign. 

 

Campaign Categories and Tags 
You would use this if you wanted to create categories of campaigns or tags for campaigns, not 
something envisioned at the start. 
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CHARITABLE SETTINGS 
Go to Charitable, Settings, on the dashboard menu to see the screen below. 
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Settings – General 
Notice that there are five tabs at the top. The first is General, and that screen shows the top of 
the General screen. The bottom is shown below. The entries in those fields are probably what 
you will want to continue to use. 

 

 

Settings – Payment Gateways 
Payment gateways refer to how donations will be processed to AEMPRO accounts. There are 
two currently defined: Offline and PayPal. 
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Offline Payment Gateway 
Offline in this context refers to a donor agreeing to make and donation and then sending it in by 
mail. Click on the Gateway Settings button for those details. The details that will be displayed 
are shown below. Fee free to change those as desired. 

 

PayPal Payment Gateway 
This is set as the default gateway, as you can see a couple of screens above. Clicking on 
Gateway Settings for this option brings up the screens below. 

 



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 88 of 107  

 

Those screens show all the current settings, though some are shown in a coded fashion since they 
are sensitive information. The appendix contains all those values. Setting up PayPal as a gateway 
is a complicated process and you should only make changes here if you have a good reason to do 
so and if you know what you are doing! 

Settings – Email 
Charitable provides emails for several operations and this section gives you the chance to make 
the settings associated with those emails. 
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PayPal Donation Receipt Email 
When a donor makes a donation, they must register with the web site and provide an email 
address. When they donate, the following email is sent to them. The parts enclosed in square 
brackets [ ] are where Charitable will fill in information from its settings; be sure not to change 
anything enclosed in [ ]. 
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Offline Donation Receipt Email 
Those making an offline donation will also receive an email. The following shows what is 
associated with that. Again, do not change anything enclosed in square brackets. 
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New PayPal Notification to Admin 
Emails are sent to certain individuals when a new donation is received. The screen below shows 
how you set this up. Feel free to change the recipients for this email, but do not change anything 
in the body in square brackets. 

 

New Offline Notification to Admin 
Similarly, an email is sent when offline donations are received. You may change to whom those 
emails go. 
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User Password Reset 
If a user requests a password reset, or says their password is lost, they will get an email using the 
following. 

 

User Email Verification 
When a user registers they are sent an email to verify their email address. The content is as 
below. 

 

Settings – User Privacy 
Charitable stores various pieces of information about a donor in the site database. You can read 
more about this on the screen below. You get here by clicking the Privacy tab on the Settings 
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screen. You may make changes here, especially in the Minimum Date Retention Period. This 
should probably be done by Board action. 

 

Settings – Advanced 
Please observe the caution on this screen! 
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CHARITABLE CUSTOMIZATION 
This is accessed by clicking on Charitable, Customize menu or by clicking on Appearance, 
Charitable from the dashboard menu. In either case, you will get the following screen.

 

Customization Choices 
There are four choices you have for customizing Charitable, as listed in the screen above. The 
donation form will be displayed on the Donate page and is incorporated there using a Charitable 
shortcode as below. The shortcode is the part shown in square brackets [ ] and you should not 
change anything within those. 
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Customization – Design Options 
This simply lets you set the color used for buttons and other parts. 

 

Customization – Donation Form 
This option lets you determine how to show the donation form. It does not define what is in the 
form. Showing it on the same page means the site header and footer will also be shown on the 
donation page. 

 

Customization – User Privacy 
In this section you are asked to designate what page displays the privacy policy. You also 
provide a statement that will be shown to donors when they donate. There is also selection of 
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whether to show a checkbox asking for their consent to being contacted and a place (not shown 
on this screenshot) for the label associated with that. 

 

Customization – Terms and Conditions 
The Terms and Conditions section, not used at this time, lets you set up a page explaining 
terms and conditions related to donations and to display a checkbox for them to denote their 
acceptance. 
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Charitable Reports 
Go to Charitable, Donations in the dashboard menu to get a report of donations made. 

 

This report shows in descending date order the donations that have been made. The number with 
a pound sign (#) in front of the names refers to the record number in the database and is not a 
sequential number of donations. 

Under Amount Donated you are shown how the donation was made – Offline or PayPal. 

The Status column will indicate Pending for an Offline donation not yet marked by the 
administrator as having been received. This is change must be done manually. Cancelled means 
just that, and the designation is done manually by an administrator. Paid means the donation has 
been received at PayPal (this is done automatically by Charitable) or an Offline donation has 
been marked paid by an administrator. 

Donation Details 
In the Donations report shown above, if you hold the cursor over any item in the list you will see 
a popup menu like that for #553 shown below. You can Trash that item or View or Edit its 
details. 
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View Donation Details 
If you select View, you will see a screen like that below. This shows all the information about 
that donation. Notice that to the right of the Donation #553 there is a button to Edit Donation. 
This is one way for you to choose to edit.  

 

Donation Actions 
You can also use the Donation Actions dropdown to change the donation status. 

 

Edit Donation Details 
Even after a donation is made an administrator can edit donation details. Whether you get there 
by clicking the Edit Donation button on the Donation Details screen (see above) or click the 
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Edit button on the popup menu in the Donations List, you will see the screen below. Note there 
is more info below what is seen in this image. 

 

From there you can: 

1. Assign the donation to a different campaign 
2. Change the donation amount 
3. Change the name of the donor 
4. Change the email address of the donor 
5. Change or add the address of the donor 
6. Change or add the phone number of the donor 
7. Change the date of the donation 
8. Change the status of the donation 
9. Add a Donation Note, which will be displayed in the Donation Log 
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You can change the Donation Status using the Donation Status dropdown as shown below. 
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SECTION 5 – DATABASE OPERATIONS 
WordPress uses the MySQL database system for its operations and all plugins use the same 
database. Some plugins add their own tables to the database. See the database table listing below. 

 

DreamHost names the tables starting with the assigned database name – wp_5dkzuw in our case 
– and then a unique name part is added that roughly describes what the table is used for. As an 
example, wp_5dkzuwposts contains information WordPress generates about posts and pages. 
The wp_5dkzuwcharitable_donors table was added by the Charitable plugin to store donor info. 

You can perform database management through the DreamHost Control Panel by selecting the 
phpMyAdmin option. You must sign in to DreamHost to get the Control Panel. 

CASUAL USERS ARE ENCOURAGED TO STAY AWAY FROM OPERATIONS 
INVOLVING phpMyAdmin AND ANYTHING HAVING TO DO WITH THE DATABASE. 
UNINFORMED ACTIONS CAN CAUSE SEVERE OR IRREPARABLE DAMAGE TO THE 
WEB SITE. THIS INFORMATION IS INCLUDED HERE PURELY FOR GENERAL INFO 
AND AS A GUIDE TO KNOWLEDGABLE ADMINISTRATORS. 

 

 

  



AEMPRO.org 
Administrator’s Manual Ver 0.1, February 2020 Page 102 of 107  

APPENDIX A – WEB AND HOSTING CHARGES 
The table below shows most of the charges associated with the AEMPRO.org web site at 
DreamHost. 

 

  

Component Period Shared Unlimited
Domain registration, AEMPRO.org Annual 15.99$                      
with privacy protection 2 yrs 31.98$                      

Hosting Monthly 9.95$                        
Annual 119.40$                    
First 3 yrs 286.20$                    
Next 3 yrs 286.20$                    

Email Included, unl
Site Backup (CodeGuard) Annual 36.00$                      
SiteLock
Privacy
SSL Included
Dedicated IP Included

WordPress Plugins: (would be the same for all plans and hosting comp
Akismet Anti-Spam Monthly 5.00$                        
If Menu Free
MailChimp for WordPress Free
MailChimp User Sync Free
Social Networks Auto-Poster Free
Personalize Login (w/DAV mods) Free
Symple Shortcodes Free
WP Mail SMTP Free
Google Analytics Dashboard Free
PayPal Donations Free
Varnish HTTP Purge Free
WP Super Cache Free
Yoast SEO Plugin Free

Dreamhost
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APPENDIX B – EVALUATING DONATION PLATFORMS 
This is from a menu prepared by Dave Violette while evaluating donation platforms early in the 
web development process and explains what platforms were considered and why Charitable was 
selected. 

While I have not conducted an exhaustive review of candidates, I have visited several sites that 
offer reviews and from that I narrowed the search down to a handful. I then downloaded and 
tested three: GiveWP, Charitable, and SKT Donations. I found the latter did not provide the 
options I think we need and besides I do not like the looks of their forms. That leaves GiveWP 
and Charitable. 

You can learn more about GiveWP at https://givewp.com/. 

You can learn more about Charitable at https://www.wpcharitable.com/. 

There are some minimum features that are necessary for a platform to work for us: 

• Must support processing through PayPal. 
• Must not charge a separate fee for using the platform. 
• Must be compatible with the latest version of WordPress and be actively maintained. 
• Must work with any/most WordPress themes (the basic appearance of the web site). 
• Must provide widgets that allow adding donation forms at various places in web site. 
• Must provide donor with an emailed receipt acknowledging the donation. 
• Must notify donor if a donation payment did not clear PayPal. 
• May support funding campaigns (time limited) in addition to open-ended donating. 
• Must record donor and donation data in a database and provide reports for admin. 
• Must allow showing multiple suggested donation levels on the form. 
• Must collect donor name and email address. 
• Must allow programmer to extend the code with custom functions. 

Here are some other desirable features: 

• Allow donors to request anonymity in reports. 
• Allow donors to make mail-in (offline) donations. 
• Allow donors to set up recurring donations. 
• Collect added donor information such as mailing address, phone, etc. 
• Provide donors with ability to capture a PDF donation receipt for tax purposes. 
• Allow donors to download annual giving receipts for tax purposes. 
• Allow donors to give a little extra to offset PayPal fees. 

Both GiveWP and Charitable offer a free core version that can be downloaded and installed at no 
cost and that provides all minimum features. This path does not offer support or updates to the 
programming. 

GiveWP offers a Basic Plan costing $240 per year which provides a license for one site, priority 
support, and automatic updates. GiveWP offers a Plus Plan costing $360 per year which provides 
everything the Basic Plan provides plus includes addons for recurring donations, adding address 
and other fields to the donation form, allowing donors to offset the fees, and allowing donors to 

https://givewp.com/
https://www.wpcharitable.com/
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dedicate their donation to someone or something. GiveWP offers a PDF Receipt addon for $32 
per year and an Annual Receipt PDF addon for $49 per year. There is also a Manual Donation 
addon costing $32 per year which allows the admin to manually add a donation and assign it to a 
donor. 

Charitable offers a Starter Package costing $49 which provides a license for one site, premium 
support, and updates for one year. That includes anonymous donations and donor comments. 
Their Plus Plan costs $99 per year and includes a newsletter connect addon plus some other 
features. Their Pro Plan costs $249 per year and provides a license for one site, premium support, 
and updates and includes recurring donations, donor fee offset, and some other features. Under 
Charitable, annual renewals are billed at a 50% discount. 

I don’t have info about how often each have been updated, but I think it happens several times a 
year with small changes each time. In general, I think it is wise to get and maintain a license to 
have the updates and the support. 

From the initial exploring I have done, I think the two are comparable in terms of setup and 
maintenance. 

GiveWP stands out because it offers the PDF addons, but that is not a deal-breaker. GiveWP’s 
cost is considerably higher, and Charitable seems to offer almost all we want at a lower cost; it 
does not offer the PDF addons. 

If we are going to adopt a web-based donation platform I would suggest that Charitable be our 
choice. 
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APPENDIX C – WHAT IS WEB SITE INTENDED TO DO 
The following is taken from a memo prepared by Dave Violette and given to the Board early in 
the development process. It shows some things that might be considered and offers some 
questions to be answered. It is included here for future reference and use. 

WHAT IS OUR WEB SITE INTENDED TO DO? 

In order to create an effective web site for AEMPRO we need to decide on several topics. 

Who is our audience? 

In order to create an effective message, we need to know to whom the message is directed and 
what they need to know about AEMPRO. 

• Is our audience the mobilehome, RV, and park model owners? How do we appeal to 
them and get them to come to our web site? 

• Is our audience those from whom we want donations? How do we appeal to them and get 
them to come to our web site? 

• Is our audience the many volunteers who teach classes and those we would like to get to 
volunteer? How do we appeal to them and get them to come to our web site? 

Web site structure, pages, and menu 

What web pages do we want to have?  

What should be the menu structure to show those pages? The prototype site structure looks like 
this, with main menu items and subitems: 

Welcome 

 Useful Links 

Mobilehomes 

 Landlord-Tenant Act 

 Fair Housing Rights 

 Relocation Fund 

Park Models 

 RV Act 

RVs 

 RV Act 

Park Owners 

 Landlord-Tenant Act 

 RV Act 
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 Fair Housing Rights 

Sponsors 

Schedule 

 Workshops 

 

Obviously, this structure needs to reflect the needs of our audience. 

Tracking accomplishments 

We need to be upfront about what we accomplish.  

Should we track progress on donations? 

Should we track numbers of classes taught? Number of people in classes? 

Should we track numbers of volunteer teachers? Other? 

Do we show this tracking on the landing page or inside? 

Web site design 

What do you like about the prototype site?  

What don’t you like? 

Preparing web content material 

Who is going to create and maintain the material for content in the various web site sections and 
pages? The Webmaster and Connie will do the actual posting and formatting of content. 
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APPENDIX D – SIGNIN CREDENTIALS 
(these will be provided later) 


