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USER GUIDE

Adding and Editing Careers



Login

Before you can make any changes to your site, you will need to log in to your website Content Management System (CMS)
Dashboard. The login for your site is typically found at the following URL — https.:/bsplife.com.fj/wp-admin

Username or Email Address
joe
Password

0000000000000 0000000 (O

Remember Me

Lost your password?


https://bsplife.com.fj/wp-admin

Website Guide > Careers

Careers

Step 1: Go to POSTS on the CMS Dashboard and click ADD NEW.

@1 & Bsplife BB 4 New View Posts

@ Dashboard Postd [ Add new

G site Kit

All (35) | Published (32) | Drafts (3) | Trash (2)

A Posts ‘ Bulk Actions v ‘ Apply All dates v ‘ ‘ All Categories v ‘ Filter

All Posts O Title

Author
Add New =
() NEw — Draft John
Categories
Tags -
[ | _iob title — Divi John

Step 2:Select Careers from the Categories drop down in the right column menu.

Categories ~

Search Categories

Careers
HPU
Lautoka
Nadi
Nausori

News

jooooow

Sinva Citvy

Categories

Uncategorized

Careers
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Careers

Step 3: Enter the Career title in the title field

@ Permalink: https://bsplifel.marketinghubpacific.com/?p=13563 7
Add title ®

©

Build Your Layout Using Divi

[IENVENTENE  Use Default Editor

Step 4: Set Post Title to “Hide” and the page layout to “No Sidebar”. This can be found in the Divi Page Settings dropdown. Next
uncheck the 2 check box in the Discussion dropdown

Divi Page Settings ~

Page Layout:

| No Sidebar v ”
Dot Navigation Discussion ~
off v |

O Allow Comments

Hide Nav Before Scroll:
Default w ‘

D Allow Pingbacks & Trackbacks

Post Title:
Hide v|
1




Website Guide > Careers

Careers

Step 3: Click Use Divi Builder button

Sales Manager ®

\Build Your Layout Using Divi

Use Divi Builder Use Default Editor

Step 4: Allow the builder to load before selecting the green “CLONE EXISTING PAGE” option

— I [ |
4 d:‘ ° A= E‘A= B
i=of. =0

CLONE EXISTING PAGE

BUILD FROM SCRATCH

Jump start your layout design by duplicating
another page that you've already built.

he ground up. Don't

Build your page fi
worry, you emade layouts

orry. you

g
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Careers

Step 3: With the library loaded, select “Your Saved Layouts”

Load From Library

Premade Layouts Your Saved Layouts Your Existing Pages

Find A Layout 150 Layout Packs

search
Categories
Art&Design

Business

Community & Non-Profit
Education Restaurant Agency Le
Events

Fashion & Beauty
Food & Drink

Health & Fitness

Step 4: Select “New Career Layout”

Load From Library

Premade Layouts Your Saved Layouts Your Existing Pages

Find A Layout 3 Layouts

View Mode £}

Search

delite home backup New Career Layout

@ Help
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Careers

Step 5: With the New Career Layout now loaded. You can copy paste in your content for the New Career post i.e. Job description,
Location, Deadline etc.

I A IC Home Products v GetAQuote Find AnAdvisor Make A Claim ~SignIn

Applications close at 4
1 Friday 27 December
2019 and only shortlisted

Step 6: Double click the Apply Now button to open the button settings or hover over it and click the settings icon. Once open edit

the mailto: link with the correct mailing address. (NOTE - “mailto:” text is important as this will auto-populate assigned email when
the buttons’ selected)

Button Settings

Content Design

Link ~ i

Button Link URL

mailto:vacancies@bsplife.com.fj

Button Link Target

In The New Tab
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Careers

Step 7: With all content update and ‘mailto:’ links added, you can open the page settings menu and save draft or publish your new
Career(vacancy) to the website on the Careers page.

[ SSTE - Home Products v GetAQuote Find AnAdvisor MakeA Claim SignIn

B DO F:

Product Development Officer

A
) Location
A 4

T Job Description e Full-Time
T

Ap ons close at 4p

on Friday 27 December

2019 and only shortlisted
ndidates will b

candidates will be

contacted

n the development and management of produ

C r
market viability. Q @ a ° e o
2. Draft and assist with duct®cu atiol "

aq SaveDraft = Publish
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Editing Careers

STEP 1: Go to POSTS on the CMS Dashboard and select Categories filter and select Careers. After filtering the Advisor by their region.
Click on any career/vacancy to begin editing that career.

Posts

All (32) | Mine (1) | Published (31) | Draft (1) | Trash (12)
Bulk Actions v ‘ Apply | All dates v \ ‘ Careers v [ Filter
) Title

[7J General Manager Distribution and Marketing — Divi

Product Development Officer — Divi

STEP 2: You can now edit the Excerpt or career content by clicking the purple Edit with Builder button.

sz [rove | A B © :

General Manager Distribution and Marketing

©)

This Layout s Built With Divi
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Editing Careers

Step 3: With the page builder enabled, you can now edit the content of the career posting. Save your changes to see them go live on
your website.

@ Bsplife B F New Edit Post  Exit Visual Builder Howdy, admin [l

Home Products v GetAQuote Find AnAdvisor MakeAClaim Signin

General Manager Distribution and Marketing

by John | Feb 10, 2020 | Careers | 0 comments

We understand the trauma patients and loved ones go through when
sickness or accidents happen. We've designed our Health plans to be
able to assist you when you need us most.

General Manager Distribution and Marketing O Location

® Suva

e Full-Time
M‘ =
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Further Assistance

For further assistance or query, contact our team:

Contact Person

loane Naivalurua (Jnr) Ponipate Nasilasila John Lew
General Manager Operations Sales Executive Junior Programmer
EMAIL: ioane@pacificbedbank.com EMAIL: ponipate@pacificboedbank.com EMAIL: john@pacificbedbank.com
SKYPE: live:.cid.6a338941bd54862¢ SKYPE: gus.nasilasila SKYPE: live:jlew921
Physical Address

GLOBAL BEDBANK PTE LIMITED | HLB BUILDING | 3 CRUICKSHANK ROAD | NADI AIRPORT


mailto:ioane@pacificbedbank.com
mailto:ponipate@pacificbedbank.com
mailto:john@pacificbedbank.com

