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POINTING YOUR DOMAIN TO YOUR CHIMNEY SWEEP SITE 

 

1. Login to your Domain Control Panel 

2. Under Advanced DNS Settings, set an A Record pointing at the IP address of our server: 79.170.44.98 

Note: If you have any trouble with this, your domain registrar will be able to guide you through this. 

3. Email info@codastar.com when this is done, letting us know your full domain name. 

 

 

EDITING YOUR SITE 

 

CREATE HOMEPAGE 

1. On the left menu, click ‘Pages’ 

2. Click ‘Add New’ 

3. Title the page ‘Home’ 

4. On the right side, under ‘Page Attributes’ change the Template to ‘Homepage’ 

5. Some options will now appear, let’s go through them 

 

Field Explanation 

Slideshow This is where you will enter the ‘shortcode’ for the 
slideshow. We haven’t created this yet, so we will 
come back to it. 

Slogan The slogan that appears over your slideshow. Try to 
keep it short, less than 10 words. 

Introduction The introduction to your website. You can style this 
text however you want. 

Services Intro The text that appears above your services on the 
homepage. 

Get in Touch The text that is on the left column under Get in 
Touch. 

Contact Form Shortcode The contact Form is not setup yet. We will come 
back to this. 

About Intro The about text on the homepage. Keep it to around 
2 paragraphs. 

About Photo Upload a Photo of yourself. 

Where is your company located? Enter the address and click enter. It should then add 
a pin to the location on the map. 

What is the maximum distance (in miles) you work 
from this location? 

Enter numbers only here.  

 

Once everything is done, click ‘Publish’ 

 

 

mailto:info@codastar.com


CREATE SLIDESHOW 

1. On the left menu, click ‘Soliloquy’ 

2. Click ‘Add New’ 

3. Give it a name ie ‘Homepage Slideshow’ 

4. Click ‘Select files from Computer’ and upload.  

Please note, we have included a couple of stock images you are free to use if you don’t have any of 

your own. 

5. Click the tab that says ‘Config’ 

6. Set the slideshow dimensions to: 1800px x 1200px. 

7. Once done, click ‘Publish’ 

8. On the right under ‘Soliloquy Slider Code’, you will see what we call a ‘Shortcode’. It should look 

something like this:  

[soliloquy id="7"] 

9. You need to copy this, and enter it in the ‘Slideshow’ field on the homepage. 

 

CREATING A CONTACT FORM 

1. On the left, click ‘WPForms’ 

2. Click ‘Add New’ 

3. Enter a name for the form ie ‘Contact Me’ 

4. Then select a template. We suggest ‘Simple Contact Form’ 

5. You can either change this form to suit your needs, or go with it as it is. 

6. Once done, click ‘Save’ 

7. Now click ‘Embed’, you will see a ‘Shortcode’ that looks something like this: 

[wpforms id="11" title="false" description="false"] 

8. Copy this code, and click the ‘X’ in the top right. 

9. This is what you need to enter in the homepage, under the Contact Form Shortcode field. 

 

ENTERING YOUR CHIMNEY SWEEP DETAILS  

1. One the left, click ‘Chimney Sweep Options’ 

2. Enter all the fields: 

Field Explanation 

Phone Number This will be used in various places, such as the menu 
bar and footer. 

Email Address This will be used in various places, such as the 
footer. 

Address Line 1 NA 

Address Line 2 NA 

City or Town NA 

Postcode NA 

Twitter username Your Twitter username, this will be used to display 
your tweets on the homepage. If you do not have a 
twitter account, we suggest using the Guilds Twitter 
username, which is MCSGuild 

Facebook URL The url of your Facebook page (if you have one), 
including http:// 



Twitter URL The url of your Twitter page (if you have one), 
including http:// 

Google+ URL The url of your Google+ page (if you have one), 
including http:// 

Linkedin URL The url of your Linkedin page (if you have one), 
including http:// 

Instagram URL The url of your Instagram page (if you have one), 
including http:// 

Pinterest URL The url of your Pinterest page (if you have one), 
including http:// 

Tumblr URL The url of your Tumblr page (if you have one), 
including http:// 

Hetas Do you want to display the Hetas logo? If so, tick this 
box. 

Carbon Aware Do you want to display the Carbon Aware logo? If 
so, tick this box. 

Fire Kills Do you want to display the Fire Kills logo? If so, tick 
this box. 

Gas Safe Do you want to display the Gas Safe logo? If so, tick 
this box. 

Solid Fuel Do you want to display the Solid Fuel logo? If so, tick 
this box. 

Coal Merchant Do you want to display the Coal Merchant logo? If 
so, tick this box. 

Cards Do you accept payment by cards? If so, tick this box. 

Primary Colour Please enter the ‘HEX’ code of your primary brand 
colour. You can use the colour Guide doc, to find the 
hex code of the colour you want. 
Next to the colour you want, you will see a HEX 
code. It is the combination of letters and numbers 
after the # symbol. 
(Please enter the code without the #) 

Secondary Colour Same as above. 

 

SETUP THE BLOG PAGE AND SETTING THE HOMEPAGE 

1. On the left, click ‘Pages’ 

2. Click ‘Add New’ 

3. Give the page a name ie ‘Blog’ 

4. Click ‘Publish’ 

5. On the left, click ‘Settings’ 

6. Click ‘Reading’ 

7. Next to ‘Front page displays’, click ‘A static page’ 

8. For the front page, select ‘Home’ (or whatever you called your homepage). 

9. For the posts page, select the page you just created ie Blog 

10. Scroll down and click ‘Save Changes’ 

 

ADD YOUR SERVICES 

1. On the left click ‘Services’ 

2. Click ‘Add New’ 

3. Enter the Title for your service. 



4. Enter the description of your service in the editor. 

For more detailed instructions on using the editor, please refer to: 

https://make.wordpress.org/support/user-manual/content/editors/visual-editor/ 

5. On the right, click ‘Set Featured Image’ 

6. Upload an image for this service. Please note, we have supplied several icons which you are free to 

use. 

7. Once done, click ‘Publish’ 

 

ARRANGE YOUR SERVICES 

1. On the left, click Services. 

2. Under a service you wish to sort, click ‘Quick Edit’ 

3. You will see a text box called ‘Order’ 

4. In this box, enter a new number. The services will be ordered numerically, starting with the lowest. 

 

CREATE AN ABOUT PAGE 

1. On the left click ‘Pages’ 

2. Click ‘Add New’ 

3. Important: Call the page ‘About’ 

4. Enter the description of your service in the editor. 

For more detailed instructions on using the editor, please refer to: 

https://make.wordpress.org/support/user-manual/content/editors/visual-editor/ 

5. Once done, click ‘Publish’ 

 

CREATE A LOCATIONS PAGE 

1. On the left click ‘Pages’ 

2. Click ‘Add New’ 

3. Important: Call the page ‘Locations’ 

4. On the right under Page Attributes, change the Template to ‘Location Page’ 

5. Under ‘Where is your company located?’, enter your address. This is for the map that will appear on 

the Locations Page 

6. Enter the page content ie list of locations you cover. 

7. Click ‘Publish’ 

 

CREATE YOUR MENUS 

1. On the left click ‘Appearance’ 

2. Now click ‘Menus’ 

3. In the ‘Menu Name’ textbox, enter ‘Main Menu’ and click ‘Create Menu’ button 

4. Now on the left under Pages, tick the items you wish to add, and click ‘Add to Menu’ 

5. Now on the left again, click ‘Custom Links’. In the URL box, enter: 

http://www.YOUR-WEB-ADDRESS.com/#Services (replace YOUR-WEB-ADDRESS with your own url) 

And in the Link Text Box, put ‘Services’ 

https://make.wordpress.org/support/user-manual/content/editors/visual-editor/
https://make.wordpress.org/support/user-manual/content/editors/visual-editor/
http://www.your-web-address.com/#Services


6. Repeat this step, in the URL Box enter: 

http://www.YOUR-WEB-ADDRESS.com/#Contact 

And in the Link Text Box put ‘Contact’ 

7. On the right, you can arrange the pages how you like. 

8. Under ‘Menu Settings’, tick ‘The Main Menu’ 

9. Now click ‘Save Menu’ 

10. Now we need to do the same for the Sitemap at the bottom of the page. So click ‘Create New Menu’ 

11. Call it Sitemap. 

12. Add the pages as you did before. 

13. But this time, under ‘Menu Settings’ tick ‘Footer Links’ 

14. Save Menu. 

 

ADD POSTS TO THE BLOG 

1. On the left, under the heading ‘Posts’, click on ‘Add New’ 

2. Give the Post and title, and enter the content. 

3. On the right hand side, under the heading Categories, you can assign a category 

4. Then click ‘Publish’ on the right hand side. 

 

http://www.your-web-address.com/#Contact

