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Accessing the Admin Manager- 
1.) 
To access the Admin Manager, click on the ‘Admin Login’ button on the menu bar to the far right 
on the website and login using your login user name and password. 
 

 
 
Once logged in to the Admin Manager, select one of the menu items to the left to change or 
modify that particular section –  
 
Featured Rental Page (featured on the home page) 
2.) Change photo images: 
Select image and click the picture icon . In the pop up window, enter the new picture URL or 
click the browse button and upload photo image. 
To change text, select old text description and type new description. (Text format should be set at 
Heading 3).  Save. You're finished. 
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Changing Listings:  
Select and open the listing menu you wish to work on. To add a listing, click the ‘Create’ button 
and enter information for the new listing. Save work. Your new listing is now added to your 
website. To modify a listing, click ‘modify’ next to the listing you wish to change. Enter or change 
new information and ‘Save”. 
 

 
 
 
Change/Update Pricing List: 
As similar to instructions # 2.), Highlight and retype new information. Set line text format to 
paragraph. (Headers – 3(12pt) bold –--- list items - 2(10pt)) 
 

 
 



To Add New User Accounts: 
Select and open the User Accounts menu. Enter information for new account. At the bottom of 
the form select the Access permission (Section Access) for the new user. 
Note:  
None – User will not have access to change account information. 
Writer – User has access only to information they have created. 
Manager – User has access to all sections including User Accounts 
Account manager may assign new user to only have access to specified menu sections by 
selecting ‘By Section’.  
Click 'Save' and user will now be able to login with new login information. 
 

 

Section Access 

 
 
To additional help or questions, contact Webmaster at info@bhpgonline.com  

mailto:info@bhpgonline.com

