
BNI United Chapter Official Website Partner’s Profile Update Guideline

 
Website: www.Bni-United.com.my

 
System: WordPress   

Log in maintenance  
1. To log into the system:

  
www.Bni-united.com.my/beta/wp-admin

     

Key in the given Username & Password accordingly (all small case without spacing)  

2. To key in your business details

    

- Click on the “Write” button            

http://www.Bni-United.com.my
http://www.Bni-united.com.my/beta/wp-admin


2.1 Key in your Business Category

    

- Key in your business category in the “Title” field 
- For e.g.: Florist, Catering, Dentist, General Insurance, Traveling and etc.  

2.2 Key in company details

   

- Key in your company details in words & images in “Post” column  

2.3 To add company logo / images

    

- Click on the Square button next to “Add media:” 
- You will see a pop-up window  

  

- Click on the “Choose files to upload” button to brows for your file 
- After chosen your image, you will see the below screen 



   

- Click on the “Insert into Post” button to add your image 
- You will see your image in the “Post” column  

  

- To adjust the image size: Click on the image and then click on the edge of the image, 
press the “Shift” button on your keyboard and then hold and drag to your preference size.    



  

- After resized the image, press enter to key in your company details below the logo 
/ image.  

2.4 To add Hyperlink

   

- First select the words to be linked 
- Click on the “Chain” button on the menu bar   

  

- Insert the URL into the “Link URL” box 
- Select the “Open link in a new window” at the “Target” box 
- Click “Insert” to add the link 



Company Profile:

 
- You can also key in your Company Descriptions and more details on Products 

& Services with images  

Promotions:

 
- If you have Promotion to display, you have the choice to key in on top or below 

of your company details   

3. Assign the Services Category

   

- Click on the Associates Services your business belongs to  

4. Publish your Company Details

   

- Click on the “Publish” button to save & display your post  

5. To Manage your Company Detail

    

- Click on the “Manage” button  



   

- Click on the Title belongs to your business 
- Although you will see all partners’ business but you’re unable to edit them, so just 

ignore.  

6. To add Promotion

    

- Click on the “Write” button  

  

- Key in your Promotion title in the “Title” field 
- For e.g.: “Promotion: The most memorable Ramadhan Gifts & Hampers” 



  

- Key in your Promotions at the “Post” column 
- You can add Images, Texts and also Hyperlink your Promotions by using the  
“To Add the Hyperlink”. 
- If you are lost, refer back to the “2.4 To add Hyperlink”  

6.1 To activate your Promotion 

    

- Click on the “Promotions” checkbox  

7. Publish your Promotion

   

- Click on the “Publish” button to save & display your promotion  

Note: You will have 1 individual page for your Promotions & Company Profile 



This document was created with Win2PDF available at http://www.win2pdf.com.
The unregistered version of Win2PDF is for evaluation or non-commercial use only.
This page will not be added after purchasing Win2PDF.

http://www.win2pdf.com

