How to use the CU People plugin

First sign into the Wordpress system for your site: https://www.clarku.edu/yoursitename/wp-admin.
Put your Clark account and password in. Once you sign in go to the dashboard.

How to remove a person from a page

You have two options. You can either delete or just put the person in “draft” mode.
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Once in the dashboard go to the option “People” in the far left black admin bar:
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Hover over the person’s name and you'll see the option to “Trash” (delete) the person. Just click on
“Trash”.
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If you would rather just remove them from the page, but not delete them, then hit “Quick Edit” and put
them in “Draft” mode.
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Then hit “update”.

How to add a new People

If you need to Add a person, hit the “Add New Person”:
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In the “title” field add the person’s name.
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Then on the right in the “Person” tab.

Add their title, email, phone and featured image:
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If you don’t have an image, then just leave it blank and the system will add a circle with their initials on it
as a default image.

If you want to sort the order of how the people show up then put in the “Sort Order” field their initials if
you want it to go in alphabetical order. If you want to set the order by title, then just put “aa” as the top
person and the next person “ab”.
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If you want to setup “Groups” for your staff, click on the “Add new group” button and name them. This
helps when you are laying out a webpage and you want to display only a certain group of people.
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Add new group

If you would like to setup your “People” so that they have a link to either a webpage, faculty profile
page, or even an email address. Click on the “A custom URL” under the Page Links to options.
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Then hit “publish” at the top when you are finished.
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Once you've added or edited the staff member using the CU People plugin, you can go to your webpage
to add the CU People block to it.

Open up your page then click on the “+” blue button to add the CU People block.
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Then choose “CU People” block.
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Automatically the CU People block will pull everyone in. However, if you setup groups within the CU
Plugin, you can choose what group you want to display, by hitting the drop down on the right side under

“Select a group”.
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You also have the option to have the “People” have a link, as well as the option to display the excerpt

that was setup within the “CU People Plugin”.
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When done adding your groups or people, make sure you hit the “Save draft” button or the blue
“Publish” button at the top to save your changes.
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