wFIoworx PLATFORM DOCUMENTATION

The Flowworx Admin

DOCUMENTATION - YOUR WORKSPACE

One menu instead of six

Everything you manage in Flowworx now lives behind a single Flowworx entry in the WordPress sidebar.
Opening it replaces the whole admin screen with the Flowworx workspace: a dark navigation rail on the left,

and whatever you are working on filling the space to the right.

Before this, Flowworx spread itself across six separate WordPress menus — Products, Courses,
Accommodations, Time Slot Booking, Notifications, and a settings page tucked under Appearance. Finding
anything meant remembering which of the six it had been filed under. Those menus are gone. Nothing was
removed with them; every screen they held is in the new workspace, and a few have been renamed to say

more plainly what they do.
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The Flowworx workspace: navigation rail on the left, the screen you are working on to the right.

A If you have used the older Flowworx admin, the table at the end of this guide — "Where everything went" — maps every
old menu item to its new home.

The navigation rail

The rail is grouped into five sections. The grouping follows how the business actually runs rather than how
the data is stored, so the question to ask yourself is "what am | doing?" rather than "what kind of record is
this?"



Five sections. Offers is what you sell, Sales is what came in, Bookings is what was reserved,

configured once.
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Courses is what you teach, Settings is everything



Offers — what a customer can choose to buy

¢ Products — one screen for everything sellable: physical products, digital products, tickets and events, and
subscriptions. A filter at the top narrows it to one kind

¢ Rooms — your accommodation units

e Calendars — your bookable appointment calendars

e Coupons — discount codes

¢ Forms — intake questionnaires, applications, assessments and quizzes

¢ Form Submissions — everything that has come back through those forms

Sales — money that has come in, and money still owed

e Orders — every purchase made through your site, across all product types
¢ Installment Payments — the payment-plan dashboard: what is due, overdue, paid or cancelled

¢ Subscription Management — every active, cancelled, in-notice and lapsed subscription

Bookings — what has actually been reserved
¢ Room Bookings — accommodation stays, with guest details and selected services
¢ Calendar Bookings — appointments booked through your calendars

Only the records live here. Which dates can be booked at all, and what can be added to a booking, are set up once and

then left alone — so those screens sit in Settings.

Courses — the teaching material, and who holds access to it

¢ Lessons & Pages — every individual content page or lesson

¢ Course Creator — where you build a course out of those pages: chapters, ordering, access rules and release
scheduling

¢ Cohorts — course runs. A cohort is one group of people taking a course together, starting on a given date

e User Assignments — which customers hold access to which courses and content, with their progress



Settings — configured once, then left alone

¢ General Settings — tax, shipping, payment modes, currency, invoice and receipt content, and every automated email
¢ Header Options — everything about your site header

e Categories — the categories used to group products, rooms and content, all on one screen

¢ Amenities — the descriptive tags applied to accommodations

¢ Main Pages — the platform's own system pages: order summary, profile, login, sign-up, password reset
¢ Room Date Blocking — close dates for accommodations and their services

¢ Room Services — the add-on services that can be attached to an accommodation

¢ Calendar Date Blocking — close dates and time windows on your appointment calendars

¢ Subscription Tiers — the membership ladder used to gate content

¢ Notifications — send announcements and personal messages to customers

¢ Webhook Logs — a technical record of payment events. You open this when something has already gone wrong

A The rail stays in place while the rest of the page scrolls, so you can switch section from anywhere in a long list
without scrolling back up.

What a list screen looks like

Almost every screen in Flowworx is a list, and they are all built the same way. Learn one and you have

learned all of them.
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Search and filters at the top, the list below, paging at the bottom.

Search

Type into the search box at the top and the list narrows as you go. What it searches depends on the screen — a

customer's name and email on Orders, a code on Coupons, a title on Products.



Filters

The controls beside the search box narrow the list further: status, type, date range. On some screens these appear as a
row of pills or tabs with counts beside them, and those counts tell you how many records are in each state across the

whole table — not just the page you are looking at.

Sorting

Click a column heading to sort by it. Click it again to reverse the order. The list reloads and paging follows the new order.

Paging

Long lists are paged. The controls at the bottom move between pages, and the total tells you how many records the

current search and filters actually matched.

A Changing the search or any filter always returns you to the first page. That is deliberate — page 4 of a different

list is not a meaningful place to be.

Acting on records

Row actions

Each row carries its own buttons at the right-hand end — Edit, and whatever else that screen offers. On Orders that is

Process and Receipt; on product lists it is a small duplicate icon.

Some rows also carry a quieter link before Edit, which takes you to a related list rather than acting on the row. The Forms
list uses it: every form has a Submissions link that opens the submissions screen with that form already selected.



Selecting several at once

Every list that supports it has a checkbox at the start of each row, plus one in the header that selects everything on the
current page. Selecting anything reveals the bulk actions.
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With rows selected, the action bar offers what can be done to all of them at once.

Bulk actions differ by screen — trash, delete, restore, change status, mark as processed, activate or deactivate. Two things
are true of all of them:

¢ The selection is per page. Moving to another page, or changing the search or a filter, clears it. This stops "delete 12
records” from quietly including rows you can no longer see.

¢ Each record is attempted on its own. If ten succeed and two fail, you are told exactly which two failed and why,
rather than the whole action being refused.

Duplicating a record

Products, rooms, calendars and forms carry a duplicate button in the row. It makes a complete copy — every field,
category and image reference — and always lands it as a draft, so a copy of a live product never appears in your shop
the moment you click. The copy takes the original's title with (copy) appended, and Flowworx opens it straight away, since

the point of duplicating is to change something.

Reordering products by hand

The Products screen has a reorder mode. Turning it on gives every row a grab handle you can drag, and the order you

arrange is the order visitors see on your site. Arrow keys work too, once a handle has focus.

A& Reorder mode clears any search and shows the whole list. It has to — the position is written across every record, so
reordering a filtered handful would drag those few to the front of everything else.

The editor

Clicking a record's title, or its Edit button, opens it in the Flowworx editor.
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The title sits at the top with the status control and save buttons beside it; the record's own fields fill the rest.

The title is the first field, at the top. A new record reads Untitled until you type.

The status control sits beside it — Draft, Pending review, Private, or Published. A draft is not visible to your

visitors; published is.

Saving is explicit. The Save changes button stays disabled until you actually change something, so a
greyed-out button means there is nothing to save. While a record is still a draft you get a second button,

Publish, because those are two different intentions: keep working on it, or make it public.

The unsaved-changes bar appears at the bottom of the screen the moment you edit anything, and stays
until you save. It offers the same choices as the top of the form — Discard, Save changes, and Publish on
a draft — so you never have to scroll back up to act on a long form. Discard returns every field to the last

saved version.
If you try to leave the page with unsaved changes, your browser will warn you first.

Move to trash sits on its own at the very bottom of the editor, and asks for confirmation before it does

anything.

Sections inside a form

Longer forms are divided up. Two things do this, and they deliberately look different:
¢ A segmented bar across the top divides a whole screen into major areas. General Settings uses one

¢ An underlined tab strip divides a single panel — the per-product email settings, for instance

& If a save fails because one field is wrong, Flowworx jumps to the section holding it and marks any others with a
red exclamation mark, so a mistake hidden on a panel you are not looking at still gets found.



Two screens that still open the classic WordPress editor

Lessons & Pages and Main Pages open in WordPress's own editor rather than the Flowworx one, in a new

browser tab.

That is deliberate. What you are actually editing on those two is page content — the lesson itself, laid out
with the block editor — with a handful of settings around it. The Flowworx editor is built for forms, and it
would show the page content as one box among many, which is the wrong way round for something that

is mostly a page.

Everything else about them — finding them, filtering them, duplicating them, trashing them — happens in

the Flowworx list as normal. Only the editing step hands over.

The Flowworx overview screen

Clicking the Flowworx wordmark at the top of the rail opens an overview screen with shortcuts to each

type of record, followed by a block of technical figures about the site's field configuration.

Those figures are a health check for developers, not information you need. If everything on it is green, there

is nothing to do. You can safely ignore this screen — go straight to the section you need in the rail.

What is still in the normal WordPress menus
Flowworx did not take over WordPress. These stay where they have always been:

MENU WHAT YOU USE IT FOR

Pages Your website's own pages — home, about, contact, and the pages you place Flowworx

elements on

Media Your uploaded images and files

Appearance — Menus Your site's navigation menus

Appearance — The widgets that sit in the header's widget positions
Widgets

Users Your customer accounts and admin logins

Settings WordPress's own settings — site title, timezone, permalinks

A& Your site header used to be configured under Appearance. It has moved into Flowworx — Settings — Header Options.

Appearance — Menus and Widgets are unchanged.

Where everything went

If you knew the old admin, this is the whole move in one table.



OLD LOCATION NEW LOCATION

Products — All Physical Products

Products — All Digital Products

Products — All Tickets/Events

Products — All Subscriptions

Products — Coupons

Products — Orders

Products — Installments

Products — Subscription Management

Products — Subscription Tiers

Products — Payment Settings

Products — Webhook Logs

Products — (each) Categories

Accommodations — All Accommodations

Accommodations — All Services

Accommodations — Bookings

Accommodations — Date Blocking

Time Slot Booking — Time Slot Calendar

Time Slot Booking — Bookings

Time Slot Booking — Blocked Dates

Courses & Pages — All Digital Content

Courses & Pages — Course Creator

Courses & Pages — User Assignments

CW Forms — All CW Forms

CW Forms — Submissions

Notifications

CW Templates

Appearance — CW Plugin — Header Options

(new)

Offers — Products (filter to Physical)

Offers — Products (filter to Digital)

Offers — Products (filter to Events)

Offers — Products (filter to Subscriptions)

Offers — Coupons

Sales — Orders

Sales — Installment Payments

Sales — Subscription Management

Settings — Subscription Tiers

Settings — General Settings

Settings — Webhook Logs

Settings — Categories (all of them, one screen)

Offers - Rooms

Settings — Room Services

Bookings — Room Bookings

Settings — Room Date Blocking

Offers — Calendars

Bookings — Calendar Bookings

Settings — Calendar Date Blocking

Courses — Lessons & Pages

Courses — Course Creator

Courses — User Assignments

Offers — Forms

Offers - Form Submissions

Settings — Notifications

Settings — Main Pages

Settings — Header Options

Courses — Cohorts



# A few screens were renamed so that a pair reads as a pair. "Date Blocking" and "Blocked Dates" were two names for the
same job, told apart only by which menu they sat under; they are now Room Date Blocking and Calendar Date Blocking.
For the same reason "Time Slot Calendar" is now Calendars, and its bookings screen is Calendar Bookings.



