
Being organised

It is useful to have three tabs open when adding articles. One with the source data, (here on a
spreadsheet), one to add articles, and a third to add products.

The whole process of adding an article to the website can take about 6 minutes assuming all the
source data is pre-prepared.

Add a new article

Add the article name as the title of the Article entry

Set article category
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Set article themes

Set the relevant themes for the article. They will appear in a tag-cloud and allow articles to be
grouped.

Use existing themes where possible, but if there are key themes not listed add one or two more as
required. It is best not to let this list get too long however for legibility. There should be a reference
set of themes.
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Set article SEO

Customise excerpt snippet and add focus keywords to help search engines to rank the article as
highly as possible.

(Click 'Edit snippet' to reveal editing textarea - Snippets have to be kept short.)
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Enter article details

The 'PTB Meta Box' is where the majority of the data about the article is entered. This is what will be
displayed on articles pages on the website.

Before you can enter the final information required in this area you need to create a 'product' for the
article so it can be sold, or added to a subscription and downloaded.

Add a new product

Add a new product for the article to which the .pdf file will be attached.
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Set product category

Make sure the new product has the 'Article' category set. This is what will identify it as a free
download to members.
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Add product data

Set the product as 'virtual' and 'downloadable', enter the price, and then 'Add File' and choose the
.pdf file of the article which will be for sale and download. Upload the .pdf file to the media area and
confirm when done. The URL of the uploaded file will be copied to the 'File URL' field.

Decide if reviews are enabled

Un-tick 'Enable reviews' under 'Advanced' if you do not want the article to have user reviews.
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Enter product short description

Enter the text which will appear to the right of the product default image, under 'product short
description'. If you also enter text in the main text area at the top of the page this will appear beneath
the product. You can set a 'product image' in a box on the right of the page if you want to.
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Get product URL

Save and then 'view product'. Now highlight the URL in the browser address bar and copy it ready to
paste back on the article tab.
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Complete the article entry

Swap back to the tab where you are entering the article data.

Enter the text you want to appear on the button linking to the 'product' page for this article.

Paste the URL you have copied to the 'Link' field.

Swap to a .pdf viewer and view the article (or view the text of the article in any other format). Copy all
the text of the article, swap back to editing he aricle and paste all the text into the 'fulltext' field. This
field provides the data for searching articles so the most relevant entries can be found by searching
through the entire text. It will not be shown in the results, only a list of article summaries of the
articles which contain the text somewhere within their body. From the summary list users will be able
to view the public data for each article returned.

Scroll back up the 'new article' page you are working on and 'Save'.
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