Manual Part 1 - Let's Get Started 

National Blog
Please take a moment to familiarize yourself with our site www.punchbugkids.com.  The main site is our National blog. Prominently featured in the center of the Header, users can click on “Find Your Community” to select their local community (1).  At the top of the community page you can search for a community by mileage and zip code.  The search radius for any community will automatically default to a 15-mile radius within its zip code. The local community webpages provide resources, events and activities for each region.  As a Publisher you will be responsible for one of these regions.
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In the right side of our Header you’ll find the “Subscribe to Events Email” button (2).  This is where users can subscribe to our national emails.

The colorful Resource Tabs underneath our Header link users to our content including recent blog posts and a complete national calendar of events (3).  

The top left menu icon opens to reveal our special advertisement pages and giveaways (4).

The top right provides links to our social media pages and our search icon (5).  The search icon allows you to search the entire site using search terms. 

Beneath the Header and Resource Tabs you will find our Slider followed by our content and advertising (6).

The National blog is a landing page joining all our communities together.  This blog has family friendly content posted on it.  From the National blog it is easy to jump to a specific PunchBugKIDS community.  For this training manual we will use our Cherry Hill/Haddonfield, NJ community as our example.  From the “Find Your Community” page click on the “NJ- Cherry Hill/Haddonfield” community.



Local Website
You are now on the Cherry Hill/Haddonfield , NJ PunchBugKIDS site.  Notice that the Header of the homepage is identical to our National blog.  The colorful Resource Tabs beneath the Header link to local resources and a complete local calendar of events.
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The Header and Resource Tabs for each local PunchBugKIDS community’s homepage are identical in look and function.

Below the Header and Resource Tabs you will find a Slider and content for each local PunchBugKIDS community’s homepage.  This content will vary for each community.  The Slider section appears on your homepage as a rotating banner and may be used to run special promotions, make announcements and more.  (See Manual Part 3.2 - Adding Content, Sliders for details).   The content of your site’s homepage consists of a Picks of the Week section, a Look Ahead section, Splashes, Open Houses, Shout Outs!, Giveaways and Giveaway Winners.  The Picks of the Week and Look Ahead are special events from your Calendar of Events which you have highlighted on your homepage. (See Manual Part 3.1 - Adding Content, Events for details). The Splashes, Open Houses and Shout Outs! are paid advertisements. (See Manual Part 4.4 – Advertisement, Open Houses and Shout Outs for details). The Giveaways and Giveaway Winners are announcements for current giveaway postings and past winners. (See Manual Part 4.5 - Advertisement, Giveaways
for details).



Our PunchBugKIDS Brand
Please note that our branding is very important to us. Our aim is to provide comprehensive family friendly resource information to our users. We strive to keep our site user friendly and simple. One way of accomplishing this is to keep our sites uniform and cohesive.

Adhering to the instructions in our manual will ensure that each Publisher’s site has the consistent look and feel of our PunchBugKIDS brand.
 


Role of Publishers
Your role as a Publisher is easy. What you put in is what you get out. We expect you to keep your local site up to date with current resources and events in your area. You pay a monthly hosting fee.  We share a commission based on your sales.  

We have a referral program. For every new Publisher you refer to us who signs on we will send you a $75 VISA gift card.



Support
[bookmark: _GoBack]You are not in this alone. We are building a community of PunchBugKIDS Publishers and we are here to support you. We want you to succeed, and are here for you with technical support, training and marketing materials. We are available to you by email and phone.  Just let us know how we can help. Contact us at

Jennifer Mermans
Jennifer@punchbugkids.com
609.915.6480

Sarah Broad
sarah@punchbugkids.com
609.731.0375
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