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INTRODUCTION AND ASSUMPTIONS

This document will walk you through the full process of creating and publishing a job
application using Gravity Forms on the WildEarth Guardians website. It will also

explain how to add the application to a new web page and link to it from the Careers
page.

The document assumes that:

e you have a WordPress account on wildearthguardians.org and know how to
log in and navigate in the WordPress dashboard.

e the new application will be based off of an existing one, and most of the
settings will remain the same.
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1. CREATE THE JOB APPLICATION

From the WordPress Dashboard, select Forms, then click Forms from the fly-out

menu.

+ New @A

(Y @A WildEarth Guardians < 8 B

/)

@ Dashboard Dashboard
Home
Protect your email addresses! F
Updates 8

User searches

Vo Site Health Status

A Posts
Your site’s health is looking good,

A Divi Bars improve its performance and sect

A Divi Overlays Take a look at the 7 items on the !

07 Media

Pages New Form
Entries
Press Releases
Settings ] )
In the News ing WildEart|
Import/Export

Op-Eds Add-Ons

Legal Cases System Status
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Create the new application

The list of active and inactive applications will come up. Hover over the most recent
application created (last in the list if sorted by ID) and select Duplicate.

Forms

| Form moved to the trash.

All (5) | Active (3) | Inactive (2) | Trash (3)

‘ Bulk actions v H Apply ]
O Title )
O Climate and Energy Program Attorney 1
O Colorado Climate Campaigner 4
0O« Email Optin Home Page 5
0O« Email Optin Not Home Page 6

0O« Rio Grande Campaigner 7
Edit Settings Entries Previe rash
0O Title \ D

A copy of the application will be added to the list. The copy will have a number at the
end. Click on the title to go into the form.

L) & Email Uptn NOt Home rPage
) Rio Grande Campaigner
() Rio Grande Campaigner (1

() Title
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Update the Form Header

Open the first item on the form, the </>HTML CONTENT block, by clicking the down
arrow in the upper right corner.

begin form
START PAGING

(O o of the first puge

HTML : Field ID 23 /v @ %

HTML block

</> HTML CONTENT

This is a content placeholder. HTML content is not displayed in the form
admin. Preview this form to view the content.

Change the text between the > and < brackets to the new application name. Click
Update to save the change.

nNumoer LNneckpoxes
< Fi a (A
HTML: Field 1D 23 SHJL Radio Buttons Hidden
HTML block
HTML Section
</> HTML CONTENT Page

This is a content placeholder. HTML content is not displayed in the form
admin. Preview this form to view the content.

Advanced Fields ©

General Appearance Advanced
Post Fields ©
Field Label ©
HTML block ’ Pricing Fields ©
Content © Update Move to Tr:
<h1 align="center">WildEarth Guardians M _
<h4 align="center">New Job Application</h4>

application site, thank you for applying. Fields labeled NV
(not visible) will not be available to the hiring manager until
after your cover letter, experience and writing sample have
been evaluated to remove as much bias as possible during
the application process.</p>

ppl pi /p: 4

(C) pisable default margins &
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Rename the application

Click on the Settings tab. Enter the name of the new application into the Form title
field.

Rio Grande Campaigner (1) v [}

(& Edit . Entries @ Preview

| Form Settings

£ Form Settings

Confirmations

Notifications i

Personal Data

PDF Form title © New Job Application

Luminate API Form description @

Popup Maker

Scroll to the bottom of the page and click the Update Form Settings button to save
the new name.

Anti-spam honeypot @ \:] Enable anti-spam hone

Animated transitions © (") Enable animations

I Update Form Settings I
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Set up Notifications

Notifications are emails that go out to the applicant and administrator(s). You will
need to update them for the new application. Click Notifications in the left menu to
display the Notifications panel. Use these instructions for the Admin email - ALL
FIELDS and Admin email - SOME FIELDS notifications.

New Job Application + [EX3

(2 Edit £ Settings

Form Settings

Confirmations

(D Entries @ Preview

& Notifications

Notifications

Personal Data
PDF
Luminate API

Popup Maker

Name

Admin email - ALL FIELDS

Admin email - SOME FIELDS

Applicant Email

Name

Subject

Thank you for your application

Subject

Application ALL FIELDS - Rio Grande Camg

Application SOME FIELDS - Rio Grande Cai

Click on the notification you want to update. Change the subject to reflect the new
application name.

ttings
ations
tions

| Data

e APl

faker
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SendTo* ©

Send to Email

From Name ©

From Email ©

Reply To ©

BCC®

Subject *
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Admin email - ALL FIELDS

(® Enter Email () SelectaField () Configure Routing

‘ ehoon@wildearthguardians.org

‘ WildEarth Guardians Careers

‘ apply@wildearthguardians.org

[ Application ALL FIELDS - New Job Application|
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Scroll to the bottom and click the Update Notification button to save the change.

Update Notification

About the PDF Attachment

A PDF will be generated and attached to the Admin email - SOME FIELDS
notification. The PDF will only contain the applicant’s resume, references, and writing
samples.

Changing the fields included in the PDF

All of the application fields will be included in the PDF by default; they can be
excluded by adding a custom CSS class in the Appearance setting of the form field
you wish to exclude.

Click the Edit tab in the top menu

New Job Application ~ [0

Settings (D Entries @ Preview
Form Settings :

Confirmations

Name ‘ Admin er

| Notifications

Find the field you wish to include or exclude. Click the down-arrow to expand the
selection.

Single Line Text : Field ID 4 /' O:

Educational Institution

Please do not include dates. Equivalent experience can be entered in the
Experience field below.

Click on the appearance tab.
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To exclude the field in the PDF, add the word exclude to the Custom CSS Class field.
To include the field in the PDF, ensure that the Custom CSS Class field is empty.

Single Line Text : Field ID 4 A (X%

Educational Institution

Please do not include dates. Equivalent experience can be entered in the
Experience field below.

General Advanced

Placeholder ©

Field Label Visibility © \

’ Visible (Top aligned) v ]

Description Placement ©

{ Use Form Setting (Above inputs) v ’

Custom Validation Message ©

Custom CSS Class ©

| exclude ‘

Field Size ©

Medium v |

Click the Update button in the right sidebar to save the changes.

Advanced Fields ©

Post Fields ©

Pricing Fields ©

Move to Tri
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2. CREATE THE JOB APPLICATION
WEB PAGE

Create the Page

In the WordPress Dashboard, locate the most recent job application page and click
Clone. This will create a duplicate of the page.

[:] — Colorado Climate Campaigner — Draft, Divi | Parent Page: Careers
()] ——Rio Grande Campaigner — Divi | Parent Page: Careers
Edit Quick Edit Trash View Duplicate @ ew Draft

The duplicate page is easily identified as a Draft. Click the page title to open it for
editing.

() — Colorado Climate Campaigner — Draft, Divi | Parent Page: Careers

() ——Rio Grande Campaigner — Divi | Parent Page: Careers

() ——RioGrande Cﬁaignerivi | Parent Page: Careers

11 How To Set Up and Publish Job Applications Using Gravity Forms "

© 2020 Merge Studio. All rights reserved.
merge



Update the Hero Image

The hero image is located in the section background. The section is indicated by a
blue bar. Click the gear icon for the section.

w c UIVI DUIlIUE

Hero - NO Parallax - Image goes in Section background

Hero - No Parallax - Image goes in Section
background

Click on Background to open the section.

Content Design Advanced

|

AN

Click the image to open the Media Library.

Content Design Advanced

Background ~

Background 2 0 » O

i iR SR

Use Parallax Effect
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You may select a new image from the library or upload one. Click on an image once to
view its information. To ensure it will fit properly, select an image that is 1024 pixels
wide.

uplvau tnes  vicuia Liviary N Lap

Filter media Search

‘ Attachment Details

[ All media items V‘ ‘ All dates VI

LH ol HooNNom  EEN

g 7o

Gila-sunset2-Leia-Barfgtt-scale
September 18, 2020
123 KB

1024 by 768 pixels
Original image: Gila-sunse
Edit Image
Belete permanent]

Select the “"Upload an image” button in the bottom right corner to add the image.

Update the Photo Credit

Click the gear icon on the photo credit content block to open it.

$ O MO T Row

photo credit

Update the photo credit info, then click the checkmark to apply the changes.
| e

Paragraph v B I = = “::i::op@':':o.'
&
i) = =g

Photo credit: Liea Bamett =
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Update the Application

Click the gear icon on the Job Application Form content block to open it.

2 » =R OB Section

Job Application Form

Click the ADD FORM button.

1ext

Body 2 O » O

ADD MEDIA FIELDS AND VIEWS ADD FORM

paragraph v B I = i ¢ = = = & B
&

00 e =
u ==&

[aravitufarm id="7" title="falea" deccrintinn="triia"1

Delete the text that is currently in the editor.

Text Settings

Preset: Default ~

Advanced

Content Design

Text

Body 2 @ *» 9O i

ADD MEDIA FIELDS AND VIEWS ADD FORM

E=EPBEE

Paragraph v B I = = €6

Delete this text

it Dg = a ﬂ/

Select the new application from the “Insert A Form” drop-down selector, then click

Insert Form.
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Insert Gravity Form
Insert Gravity Form

Email Optin Home Page
Insert A Form Email Optin Not Home Page
Rio Grande Campaigner

er— post or page. ©
Select a form below to add it to your post or page. @ New Job Application
v Select a Form
Select a Form v

Can't find your form? Make sure it is active.

Can't find your form? Make sure it is active.

. . . - v Display formtite @ ¥ Dis form description © E
v Display form titte @ v Display form description ©@

Advanced Options

==

Advanced Options

o N

Click the green checkmark to apply the change, then click the Publish button in the
right sidebar to publish the page.

Update the Permalink

The permalink is the URL for the page. Update it to the new application name by
clicking Edit and entering the new slug. Use all lower case and hyphens so there are
no spaces. Click OK when done.

: New Job Application

Permalink: https:,f/wildearthguardians.org,/about-us/careers,[ new—job—applicationl /| OK |cancel

Copy the permalink to the clipboard or a text document for the next step.

15 How To Set Up and Publish Job Applications Using Gravity Forms “
© 2020 Merge Studio. All rights reserved.
merge



3. ADD THE APPLICATION TO THE
CAREERS PAGE

Create the text section

From the WordPress Dashboard, open the Careers page for editing.

Scroll down and find the most recent job application section. Duplicate it by clicking
on the Section (indicated by blue bar) Duplicate icon.

Rio Grande Campaigner

$ OO T Divider
+ O ® @ Text
The new section will appear directly below the one you duplicated.

Click on the title of the section to place the cursor in the text and change the name to
the new application.

New Job App
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Click the gearicon in the Text content block to open it for editing.

2 o =R O New Job App
$ 8 00O T Row ~
2 o =IO B I Divider

In the Content tab, update the text including the link to the new job application that
you created using the permalink that you copied earlier.

Text Settings

Preset: Default »

Content Design Advanced

Text
Body
Paragraph v B I = = “::i::({o@':':a"ﬂg

Rio Grande Campaigner

Salary Range: $47,000-$68,000
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Create and link to the anchor link

Go into the Advanced tab and click on CSS ID & Classes. Add the name of the new job
application into the CSS ID field, using dashes so it is a continuous string. Click the
green check to save the changes and close the Text Settings box.

Text Settings

Preset: Default ~

Content Design Advanced

+ Filter

CSS ID & Classes A i

CSS 1D

new-job-application
CSS Class \

x P} c v

Scroll up to the “Nav of postings” section and click the gear icon in the Text content
block.

+ OO o Nav of postings
+ 00O T: Row
L o L= "I O I Text
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Add the text for the new job posting, highlight it, and click the Hyperlink button in the

toolbar.
ADD MEDIA DS AND VIEW ADD FOURN
[ FIERES ANE VIEVS visual
Paragraph v B I = £ ¢ = = = £ Hv = (if ) @~ Eg ) =2

&

Rio Grande Campaigner | 2020 Fall Legal Intern Opportunities

Grant County Wildlife Campaign Organizer | New Job Application

Type in the CSS ID that you designated for the application, then apply the hyperlink

by clicking the blue arrow button.
Rio Grande Campaigner | 2020 Fall Legal Intern Opportunities

Grant County Wildlife Campaign Organizer | New Job Application

o —
[#new-job-applicationl & \*m o

Click the green check to apply the changes.

Click the Update button in the right sidebar to publish the changes. You're all done!

Clear cache: Page specific Edit
Y Readability: Needs improvement

y' SEo: oK

Move to Trash
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