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 Document Revisions 

Date 
Version 

Number 
Document Changes 

June 26, 2017 1.0 Initial document 

July 9, 2017 1.1 • Two pages added to the website: 
o Veterans Concert Prep Materials 
o Website Documentation 

• Names of pages appearing on the “Board Members (Private)” menu 
have been shortened and re-worded to be more understandable. 

• Made slight changes to verbiage and page spacing that were missed 
in version 1.0. 

August 1, 2017 1.2 • Two pages added to the website. Both are under the “Board 
Members (Private)” menu. 
o Materials Submitted by Applicants Requesting Grants in 2018 
o Grants Documents 2010-2006 (Google Drive) 

• One page removed since it is duplicated by the “Grants Documents 
…” page noted above. 

• Screenshots and cross-references updated. 

October 18, 2017 1.3 • Delete some material that is now redundant since it is documented 
on the website pages themselves. 

• Describe: 
o The new "embedded spreadsheet" on the website page 

"Materials Submitted by Applicants Requesting Grants in 2018". 
This contains everything that was collected by organizations 
using the online application form introduced for the first time in 
2017. 

o An addition to the "2017 Site Visit ..." page to include links to 
reports organizations themselves have created which describe 
how they have used the funds Wells has provided. 

o The addition of the online application form, though inactive until 
June 1, 2018, to the “Board Members (Private)” menu for to 
facilitate internal review. 

• Remove obsolete screenshots. 
• Adjust colors of hyperlinks to reflect more typical web practice – i.e., 

blue for an “unvisited” link and purple for a “visited” link. 
• Remove references to WordPress at the bottom of website pages. 
• Clarify/tighten up verbiage in various spots. 

November 20, 2017 1.4 • Shortened names of pages (and slightly re-ordered pages) on the 
“Board Members (Private)” menu to alleviate browser display 
problem. 

January 16, 2018 1.5 • Updated changes to menus, page names, and page order 
• Deleted references to site map and home page video since these 

have been from the website itself 
• Added cross-reference to new technical documentation and, for that 

reason, added name to this document as “User/Board Member 
Documentation” 

• Made minor spelling and grammar changes 
• Fixed broken internal links 
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Date 
Version 

Number 
Document Changes 

March 12, 2019 1.6 • Updated references in Board Member menu and pages in Chapter 1 
to reflect changes (new submenus, new pages, regrouping of both). 

• Removed/adjusted verbiage left over from initial website launch to 
eliminate references no longer relevant. 

April 23, 2019 1.7 • Added documentation and sources of further information around 
Google Drive – a tool that can be used by Wells committee members 
for storing and exchanging various WIP documents. 

• Described changes to the Board Members (Private) menu structure 
that are designed to make it more streamlined and thereby easier to 
view. 

February 11, 2020 1.8 • Minor spelling/grammar changes & corrections. 
• Updated images with captions (new Microsoft Word capability 

already being used on Technical Documentation) 

June 18, 2020 1.9 • Added instructions for creating a “mail merge” email message using 
grantee information collected from the website’s database 
(originally sourced during the grant application process). 

• Updated references to submenus and pages under the “Board 
Members” (Private) menu. 

• Deleted material related to Google Drive requested by previous 
board member but never implemented. 

• Adjusted format of documentation slightly in order to make it easier 
to maintain going forward. 

• Updated some verbiage for purposes of clarity. 

August 9, 2020 1.10 

 

These changes mostly derive from the July 2020 website upgrade. 

• Noted the website has been upgraded to the Divi theme and the 
Charitable Foundation specialty theme (created by Brandon Reed) 
that works within the Divi framework. 

• Corrected names of user and technical documentation tomes. 

• Updated references to, and navigation described within, "Board 
Members (Private)" pages.  

• Described simplified signon procedure for Board members. 

• Updated screenshots to reflect new look-and-feel coming out of 
upgrade. 

September 25, 2020 1.11 • Removed some explanatory verbiage that is superfluous or no longer 
relevant. 

• Corrected selected punctuation and grammar. 

• Updated hyperlink references missing “https://”. 

• Updated navigation path to page accessed to apply for grants.  

• Corrected some language related to the WPForms plugin. 

• Noted the new, simplified access to the “Board Member Pages 
(Private)” page. 



 4 
 

Table of Contents 

1 Board member website access “101“ ............................................................................................... 5 

1.1 .... Purpose of this documentation ....................................................................................................................5 

1.2 .... Future enhancements and documentation efforts .............................................................................5 

1.3 .... Technical documentation ..............................................................................................................................6 

1.4 .... Structure of the Wells website .....................................................................................................................6 

1.5 .... Board Members (Private) Pages .................................................................................................................6 

2 How grant applicant organizations will use the website ......................................................... 8 

2.1 .... Navigating to the “Apply for a grant” page ...........................................................................................8 

2.2 .... The grant application form itself and accompanying instructions ............................................8 

2.3 .... Feedback to the applicant .............................................................................................................................9 

3 “Under the hood” – behavior of the applicant form................................................................. 10 

3.1 .... The view from the website “Administrator” ....................................................................................... 10 

3.2 .... Additional detail and choices around the form ................................................................................ 11 

3.3 .... New email domains ........................................................................................................................................ 11 

4 Applicant information collected and available on the website ........................................... 12 

4.1 .... Content visible to on the webmaster dashboard .............................................................................. 12 

4.2 .... Links in the profile to relevant information ....................................................................................... 14 

4.3 .... Leveraging the Entries page for other uses ........................................................................................ 15 

4.4 .... Detailed steps for creating a mail merge document – example of sending message out 

to prior year recipients ............................................................................................................................................ 16 

4.4.1 Sign on to the specific Gmail account ..................................................................................................... 16 
4.4.2 Open up the compose window on the Gmail home page .............................................................. 16 
4.4.3 Type or paste in the message .................................................................................................................... 17 
4.4.4 Create a subject and add in the recipients ........................................................................................... 17 
4.4.5 Optional but recommended step – sending a test message ......................................................... 19 

 

  



 5 
 

1 Board member website access “101“ 

1.1 Purpose of this documentation 

The initial issue of this documentation is designed to familiarize board members with some 

of the key features of the new website (www.wellsfound.org) that will enable them to do 

their work. The website itself has been developed using a contemporary application called 

WordPress. This product was chosen because it is: 

• Open source – it has been developed by people who believe in sharing their computer 

skills and using those skills to constantly improve the product. 

• Free-of-charge for the base product (although website hosting and certain plugins – 

defined below – do involve fees). 

• Easy both to develop and maintain. 

• Able to be deployed faster than traditional HTML-based website development. 

• Popular1 within the web development community. This means, among other things, 

there are thousands of sources of information on WordPress – ranging from online 

training for individuals at all skill levels to blogging sites that offer solutions for specific 

customer needs. 

The new site has been created using only WordPress-compatible enhancement software 

applications (called “plugins”). There is no custom coding. Anything displayed on the 

website that does not use WordPress and plugins has been developed using standard software. 

For example, the video showing the history of the Wells Foundation was developed with 

Microsoft PowerPoint and is stored on a YouTube site. 

1.2 Future enhancements and documentation efforts 

Suggestions for corrections, improvements, additions et al for both the website and the 

accompanying documentation should be forwarded to wellsfoundweb@gmail.com. 

  

 
1 Although these numbers are inherently imprecise one blogging site estimates that WordPress has 
been used to develop over 50% of the world’s websites. https://websitesetup.org/popular-cms/  

https://www.wellsfound.org/
mailto:wellsfoundweb@gmail.com
https://websitesetup.org/popular-cms/
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1.3 Technical documentation 

This document has been given the name User/Board Member Documentation to 

distinguish it from a separate document Technical Documentation Including URLs, User 

IDs, Passwords. Both are stored under the passworded page “Board Member Pages 

(Private)” page. 

1.4 Structure of the Wells website 

The contents of the public-facing menus are self-explanatory. Therefore, the focus here 

will be to briefly describe some key points in the passworded selections under the 

“Board Member Pages (Private)” page. 

Website menus, pages, and the names of those menus and pages will periodically be 

updated as discussed below. Here the term “updated” includes such things as changes or 

corrections to content, re-ordering of pages in the menu, renaming of pages or 

menus, and the like. 

1.5 Board Members (Private) Pages 

The menu items (website pages) visible to Board Members have been simplified. Accessing 

the following URL ... 

https://wellsfound.org/board/  

... opens up what is shown on the following page. Each document name has a link to a page 

elsewhere on the website. 

 

https://wellsfound.org/board/
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2 How grant applicant organizations will use the website 

2.1 Navigating to the “Apply for a grant” page 

Organizations applying for Wells Foundation grants will go to the website and navigate 
Grants > How to Apply for Grants. 

2.2 The grant application form itself and accompanying instructions 

When they arrive on the page highlighted above applicants will see a page containing 
instructions for applying online including time periods for applying, documents that need to 
be uploaded, mandatory vs. optional fields etc. DURING the July 1 to October 1 grant 
period a paragraph like that shown below will appear: 

 

OUTSIDE OF the grant period a different paragraph like the one following will appear. 
Note that during this period there is a link to a PDF image of the form. 

 

Technically there are two separate pages that are manually “swapped” in and out to 
reflect these differences according to the beginning and end of the grant application period. 
This is a straightforward (albeit manual) procedure in WordPress. 
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2.3 Feedback to the applicant 

Immediately after hitting “Submit” the applicant sees a message on the web page similar 
the following (note the junk mail warning). 
 

 
 
A confirmation email is simultaneously forwarded to the applicant, grants committee 
chair, and webmaster. The content of the message and determination of the recipients are 
configured within the WPForms plugin. 
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3 “Under the hood” – behavior of the applicant form  

3.1 The view from the website “Administrator” 

A partial screenshot of the Administrator’s configuration page is shown below. As noted 

earlier: 

• The form will be visible to applicant organizations only during the July to October 1 

grant period. 

• Removing the form and -- in the following year -- re-instating it are manual but 

simple procedures in WordPress. 
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3.2 Additional detail and choices around the form  

Within the WPForms plugin you can drill down into the form configuration screen. Here you 

define how you want each data field to behave. This can be tailored further in the future 

should new needs arise. The screen that follows shows how the Administrator can configure 

the field on the form that permits the applicant to upload their cover letter  

 

 

 

 

 

 

 

 

 

 

 

 

3.3 New email domains 

All of the “old” _______@wellsfound.org email addresses have been replaced by Gmail 
accounts. The content of the two active email accounts with this domain have been 
transferred to wellsfoundgrants@gmail.com and wellsfoundpres@gmail.com. A new 
website-centric account (wellsfoundweb@gmail.com) has also been established. 
 
Mail messages sent to the old _______@wellsfound.org addresses receive an auto-response 
telling the sender to re-send their message to the new corresponding ____@gmail.com  
address. 
  

mailto:_______@wellsfound.org
mailto:wellsfoundgrants@gmail.com
mailto:wellsfoundpres@gmail.com
mailto:wellsfoundweb@gmail.com
mailto:_______@wellsfound.org
mailto:____@gmail.com
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4 Applicant information collected and available on the website 

4.1 Content visible to on the webmaster dashboard 

A profile (below) is immediately created when the applicant submits the online application 

(the WPForms plugin refers to this page as the “Entries” page). Everything the applicant 

entered on the online form and uploaded appears on this profile.  

 

Beginning with the 2017 grant cycle there is an additional page that replicates the content 

of this page for all applicant organization in a spreadsheet (see next page). 

This approach will permit both Grant Committee members and other Board Members to 

easily review in one spot whatever the applicants have submitted. They can also cross-

reference other related content on the website such as prior year applications and site visit 

writeups described elsewhere in this documentation. 
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4.2 Links in the profile to relevant information 

The spreadsheet contains basic information about the applicant organization along with: 

• External links to the applicant email address and the organization’s website and … 

• … Internal links to content (i.e., the uploaded documents) stored within the website (an 

area WordPress calls the “Media Library”). 

Clicking on these links opens the documents within the browser as shown on the next page. 
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4.3 Leveraging the Entries page for other uses  

There is a separate page in WPForms wherein data collected by applicant organizations can 

be exported into a comma separated value (CSV) format. This is a standard file convention 

which can be used to populate applicant-specific data in otherwise generic letters, mailing 

labels and the like using the Microsoft Word processing and email mail-merge capability. 

Here is a sample template in MS Word that could be modeled for sending 

acceptance/rejection letters to applicant organization. The data field values that will come 

from the WPForms plugin page shown below are identified by the << >> marks. 

 

Once these fields are populated the letter looks as follows:
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4.4 Detailed steps for creating a mail merge document – example of sending 

message out to prior year recipients 

4.4.1 Sign on to the specific Gmail account 

In this case it was the Grants account.  

4.4.2 Open up the compose window on the Gmail home page 
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4.4.3 Type or paste in the message 

  

In the above example the verbiage was pasted in as “plain text” so some adjustment 

of the paragraph breaks is necessary. Also, a hyperlink to the Wells grants page 

was created within the narrative. The screenshot below shows how the link is 

created within the page. 

4.4.4 Create a subject and add in the recipients 

Best practice suggests that when sending an email to a large number of individuals – 

especially when they are not familiar with each other – make the mailing “Bcc” 

(“blind carbon copy”). That way the message recipient does not get hit with a bunch 
of unknown names at the top of the email. 
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In this case the list of recipients has been pulled from the mailing that went out 

to the prior year grant recipients. The list was extracted from an Excel spreadsheet 
and edited to place a separator (“;”) between each name. 

  

The addresses with separators are copied and then pasted into the Bcc block at 

the top of the Gmail message. After this step click on “Send” in Gmail. The message 
now shows up in the “Sent” folder. 
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4.4.5 Optional but recommended step – sending a test message 

 

An optional but recommended step to take above is to test the sending of the 

message. This simply assures that nothing unexpected happens as part of the 

mailing. In this case I sent the test message to a couple of email addresses I have. 
What I received is what’s shown below. 

 

 

 

 


